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AGENDA AND TIMETABLE FOR ORDINARY MEETING 

  Commencement of Meeting 

  Signing of Attendance Book 

  Reading of Official Prayer 

  Leave of Absence 

  Confirmation of Minutes 

  Declarations of Interest 

  Business Arising from Previous Meetings 

 
 

Item 1  Reports for Consideration – Works 

Item 2   Reports for Consideration – Office of the Chief Executive Officer 

Item 3  Reports for Consideration – Corporate Services  

Item 4  Reports for Consideration – Community Services 

Item 5  Reports for Consideration – Tourism and Marketing  

Item 6  General Business 

Item 7  Close of Meeting 

 

 
 
Attachment “A” Unconfirmed Minutes from the General Meeting held Tuesday 15 October 
2024. 
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COMMENCEMENT OF MEETING 

   

SIGNING OF ATTENDANCE BOOK 

   

READING OF OFFICIAL PRAYER 

   

LEAVE OF ABSENCE 

   

CONFIRMATION OF MINUTES 

   

• Unconfirmed 15 October 2024 Minutes 
 

DECLARATIONS OF INTEREST 

   

MATTERS ARISING FROM PREVIOUS MEETINGS 
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Item 2. Reports for Consideration – Office of the Chief Executive Officer 

 

Item 2.1 Minor Change for Development Application – 72 Goldring Street 

 
EXECUTIVE SUMMARY 
Milford Planning have been working with the applicant to complete a minor change application 
to Development Permit – Material Change of Use – Accommodation Building (24 short-term 
accommodation rooms), however due to unforeseen circumstances the approval process 
needed to be brought forward. 
 
Council completed a flying minute through email on 21 October 2024 for a decision to be made 
for Council to approve or deny the minor change application. 
 
It was unanimously agreed that Council approve the minor change application to Development 
Permit – Material Change of Use – Accommodation Building (24 short-term accommodation 
rooms). 
 
OFFICER’S RECOMMENDATION 
That Council: note that it was unanimously agreed to approve the minor change 
application for 72 Goldring Street. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Please see attachments. 
 
Consultation (Internal/External) 
External: Milford Planning  
 
Attachments  
Attachment B –  

• Email to Councillors and Councillor approvals 

• Development Application and approval letter 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Sarah Jones
CRAWFORD STREET LANDSCAPING ESTABLISHED



Sarah Jones
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Item 2.2 2025 Council Meeting Dates 

 
EXECUTIVE SUMMARY 
See the proposed 2025 Council Meeting dates for Council to adopt. These dates are to be 
discussed and any changes required are to be made. 
 
The Annual LGAQ Conference and School Holidays have been taken into consideration. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the 2025 Council Meeting dates as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
The Proposed Dates for 2025:  
 
21 January *SH  
18 February *ST  
18 March *ST  
15 April *SH  
15 April (Pre-Budget) *SH  
20 May *ST  
20 May (Pre-Budget) *ST  
17 June *ST  
15 July *ST  
15 July (Budget) *ST  
19 August *ST  
16 September *ST  
14 October *ST        
18 November *ST  
09 December *ST  
 
*SH – School Holidays  
*ST – School Term 
 
Consultation (Internal/External) 
Internal: Director of Corporate Services – Peta Mitchell  
 
Attachments  
Nil 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.3 Solar Request – Richmond Early Education Centre 

 
EXECUTIVE SUMMARY 
Richmond Early Education Centre have requested that Council consider adding the Daycare 
building as a potential site for placement of solar panels due to being a not-for-profit 
organisation. 
 
OFFICER’S RECOMMENDATION 
That Council: consider adding the Daycare building as a potential site for solar panels. 
 

 
Budget & Resource Implications 
Unknown. 
 
Background 
 
Dear Councillors,  
 
After reading the minutes of the October meeting, in particular 20241015.29 I would like to 
request consideration be given to the Early Education Centre as being a potential site for the 
placement of solar panels, should your budget allow it.  
 
Our electricity running costs are $1,081.00 monthly. Recent bill is attached.  
 
We are a small not-for-profit organisation and are striving to find savings where we can.  As 
we operate from a Council building and Council are placing solar panels on other high use 
areas, we would be grateful for any consideration that may enable us to reduce our running 
costs. Freeing up funds to help deliver programs to our families.   
 
Thank you for your time 
 
Regards 
Richmond Early Education Centre 
Tiffany Flute 
Treasurer 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment C – Electricity Bill 
 

Report prepared by Tiana Ievers (Executive Assistant) 
 
 
 
 
 
 
 
 
 
 
 
 



https://ergon.com.au/contact
https://ergon.com.au/paybpoint
https://auspost.com.au/postbillpay
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Item 2.4 Driveway Policy 

 
EXECUTIVE SUMMARY 
To subsidise residences for appropriately situated and constructed concrete vehicular access 
between the road pavement and private property. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Driveway Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
The Driveway Policy has had major changes made to it at Councils request. This has 
restructured how driveway requests are now approved. 
 
Consultation (Internal/External) 
Internal: Director of Works – Syed Qadir 
              Chief Executive Officer – Peter Bennett 
 
Attachments  
Attachment D – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.5 Councillor Expenses Reimbursement Policy 

 
EXECUTIVE SUMMARY 
The objective of this Policy is to establish a fair, transparent and accountable system for the 
payment and reimbursement of expenses and provision of facilities to councillors to enable 
them to effectively perform their responsibilities on behalf of Richmond Shire Council 
(“Council”).  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Councillor Expenses Reimbursement Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
This policy has had minor changes. 
 
Under 4.3.3 Meals – this has changed to be in alignment with the Queensland Government 
Public Service Domestic Travelling and Relieving Expenses Directive 13/23. 
 
Under 4.3.4 Incidentals – figures have been updated. 
 
Under 7.3 Additional Facilities – the Mayor’s monthly credit card limit has changed and rental 
information has been removed for the Mayor. 
 
Consultation (Internal/External) 
Internal: Chief Executive Officer – Peter Bennett 
              Director of Corporate Services – Angela Henry 
 
Attachments  
Attachment E – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

























Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 2.6 Corporate Credit Card Policy 

 
EXECUTIVE SUMMARY 
The objective of this Policy is to state the process and responsibilities for the issue and use of 
corporate credit cards by specific Councillors and employees of Richmond Shire Council 
(“Council”).    

OFFICER’S RECOMMENDATION 
That Council: adopt the Corporate Credit Card Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
This policy has been amended to remove information that will be added into the procedure. 
 
Consultation (Internal/External) 
Internal: Director of Corporate Services – Peta Mitchell 
 
Attachments  
Attachment F – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.7 Internal Audit Policy 

 
EXECUTIVE SUMMARY 
The purpose of this Policy is to state and raise awareness of the commitment of Richmond 
Shire Council (“Council”) to implement an internal audit function to identify, assess and 
mitigate strategic, financial and operational risks, to ensure the long-term sustainability of 
Council and to ensure that the Local Government principles of the Local Government Act 2009 
and the ethics principles of the Public Sector Ethics Act 1994 are being achieved by all Council 
processes and staff.   
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Internal Audit Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
This Policy is due for renewal and no changes have been made. 
 
Consultation (Internal/External) 
Internal: Director of Corporate Services – Peta Mitchell 
 
Attachments  
Attachment G – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.8 Probity Plan for Tenders Policy 

 
EXECUTIVE SUMMARY 
To set out the principles and processes of Council in its advertising, assessment, selection 
and contracting of tenderers for contracts with a value of more than two hundred thousand 
dollars. 
 
OFFICER’S RECOMMENDATION 
That Council: revoke the Probity Plan for Tenders Policy. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Council request that the Probity Plan for Tenders Policy be revoked as it will now be a 
Procedure and no longer needed as a Policy. 
 
Consultation (Internal/External) 
Internal: Director of Corporate Services – Peta Mitchell 
 
Attachments  
Attachment H – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.9 Fraud and Corruption Policy 

 
EXECUTIVE SUMMARY 
Richmond Shire Council recognises that fraud and corruption management is an integral part 
of good governance and management practice. This policy establishes Councils intention to 
establish and maintain controls which will aid in the prevention and detection of fraud. 
 
Council will adopt fraud prevention and investigation procedures to assist Council, 
Management, and staff to promote consistent organisational behavior. Guidelines and the 
assignment of responsibilities will be put in place for the development of fraud prevention 
controls and those relating to the conduct of investigations into alleged occurrences of fraud. 
 
This policy is applicable to all officers, employees and contractors engaged by the Council 
regardless of whether they are permanent, temporary, full-time, part-time, or casual 
employees. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Fraud and Corruption Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Minor changes have been made to this Policy with wording and punctuation. 
 
Consultation (Internal/External) 
Internal: Director of Corporate Services – Peta Mitchell 
 
Attachments  
Attachment I – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.10 Standing Orders Policy 

 
EXECUTIVE SUMMARY 
Council meetings are where the key decisions are made. Council sets its policies, adopts its 
corporate plans, approves, and adopts budgets, and makes its local laws in meetings.  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Standing Orders Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Minor changes have been made to this Policy to be in alignment with Department of State 
Development requirements. 
 
Consultation (Internal/External) 
External: Department of State Development 
 
Attachments  
Attachment J – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.11 Horse Paddock Hire Policy 

 
EXECUTIVE SUMMARY 
To establish criteria for the stabling of horses in the town area and on the tendered paddocks 
to residents of Richmond Shire Council on the allocated horse paddocks. 
  
OFFICER’S RECOMMENDATION 
That Council: adopt the Horse Paddock Hire Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Minor changes have been made to this Policy. 
 
Consultation (Internal/External) 
Internal: Works Administration Officer – Samara Carrington 
 
Attachments  
Attachment K – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.12 Staff Housing Policy 

 
EXECUTIVE SUMMARY 
Richmond Shire Council has a mix of housing properties, ranging from one-bedroom units to 

5-bedroom houses which are utilised to attract and retain employees required for the essential 

operation of Council. From time to time there may be vacant or surplus housing available for 

rental to other employees or to members of the community on a short term, month-to-month 

lease. 

The objective is to continually improve and upgrade council staff accommodation in a bid to 

attract and retain key skilled employees and to ensure that Council’s assets are managed in 

an open and transparent manner.  

 

This policy aims to provide a framework for the allocation and management of these properties 

in accordance with Council’s policies and requirements and in compliance with the Residential 

Tenancies and Rooming Accommodation Act 2008. 

  
OFFICER’S RECOMMENDATION 
That Council: adopt the Staff Housing Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Changes to this Policy have been made by Councils Lawyers. 
 
Consultation (Internal/External) 
Internal:  Director of Community Services and Development – Angela Henry 
External: Preston Law 
 
Attachments  
Attachment L – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.13 Uniform Policy 

 
EXECUTIVE SUMMARY 
To provide a corporate uniform including personal protective equipment that clearly identifies 
staff as Richmond Shire Council employees. 
  
OFFICER’S RECOMMENDATION 
That Council: adopt the Uniform Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
The Uniform Policy is not due to be renewed, however changes have been made under the 
TMR Projects section for PPE as requested by the Workplace Health and Safety Officer. 
 
Consultation (Internal/External) 
Internal: Workplace Health and Safety Officer – Stephen Single 
 
Attachments  
Attachment M – Policy 
 

Report prepared by Tiana Ievers (Executive Assistant) 
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Item 2.14 Richmond Shire Council Delegations Register 

 
EXECUTIVE SUMMARY 
The Delegations Register for Council to the Chief Executive Officer is due for renewal every 
twelve months. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Delegations Register as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
The Delegations Register is due for renewal every twelve months. No changes have been 
made. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment N – Delegations Register (Council to CEO) 
 

Report prepared by Tiana Ievers (Executive Assistant) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 















































http://www.lgaq.asn.au/group/legislation-portal/legislation-viewer?p_auth=p4ef2Otz&p_p_id=bookmarks_WAR_legislationportal&p_p_lifecycle=1&p_p_state=normal&p_p_mode=view&p_p_col_id=column-1&p_p_col_pos=2&p_p_col_count=3&_bookmarks_WAR_legislationportal_id=1903&_bookmarks_WAR_legislationportal_javax.portlet.action=selectSection
http://www.lgaq.asn.au/group/legislation-portal/legislation-viewer?p_auth=p4ef2Otz&p_p_id=bookmarks_WAR_legislationportal&p_p_lifecycle=1&p_p_state=normal&p_p_mode=view&p_p_col_id=column-1&p_p_col_pos=2&p_p_col_count=3&_bookmarks_WAR_legislationportal_id=1904&_bookmarks_WAR_legislationportal_javax.portlet.action=selectSection
http://www.lgaq.asn.au/group/legislation-portal/legislation-viewer?p_auth=pkRN5uaX&p_p_id=bookmarks_WAR_legislationportal&p_p_lifecycle=1&p_p_state=normal&p_p_mode=view&p_p_col_id=column-1&p_p_col_pos=2&p_p_col_count=3&_bookmarks_WAR_legislationportal_id=1565&_bookmarks_WAR_legislationportal_javax.portlet.action=selectSection
http://www.lgaq.asn.au/group/legislation-portal/legislation-viewer?p_auth=pkRN5uaX&p_p_id=bookmarks_WAR_legislationportal&p_p_lifecycle=1&p_p_state=normal&p_p_mode=view&p_p_col_id=column-1&p_p_col_pos=2&p_p_col_count=3&_bookmarks_WAR_legislationportal_id=1905&_bookmarks_WAR_legislationportal_javax.portlet.action=selectSection
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of the report and return it to the tenant at the tenant’s given 
forwarding address. 

313.  Chief Executive 
Officer 

Power to give to a tenant an information statement in the 
approved form containing information for the benefit of the 
tenant, by the period specified in section 67 

Section 67   

314.  Chief Executive 
Officer 

Power to give to the tenant a copy of the park rules in a 
moveable dwelling park and a copy of the rules as changed. 

Section 68(2)   

315.  Chief Executive 
Officer 

Power to give the tenant a written notice stating an approved 
way, or a different approved way, as the way in which rent is 
required, or is proposed, to be paid. 

Section 83(3)   

316.  Chief Executive 
Officer 

Power to give a written notice stating a place, or a different 
place, as the place at which rent is required to be paid. 

Section 85(2)   

317.  Chief Executive 
Officer 

Power to give and sign a receipt for payment of rent. Section 88   

318.  Chief Executive 
Officer 

Power to make a written record of the payment of rent. Section 88(5)   

319.  Chief Executive 
Officer 

Power to give a written notice stating a place, or a different 
place, as the place where rent is required to be paid. 

Section 100(2)   

320.  Chief Executive 
Officer 

Power to give a receipt for the payment of rent Section102   

321.  Chief Executive 
Officer 

Power to make a written record of the payment of rent paid. Section 102(5)   

322.  Chief Executive 
Officer 

Power to pay a rental bond to the Residential Tenancies 
Authority and to give the Authority a notice, in the approved 
form, about the rental bond 

Section 116(1)   

323.  Chief Executive 
Officer 

Power to pay to the Residential Tenancies Authority an amount 
equal to the maximum rental bond for the agreement if 

Section 119   
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financial protection against breach of the agreement by the 
tenant is given to Council.   

324.  Chief Executive 
Officer 

Power to apply to the Residential Tenancies Authority for 
payment of a rental bond 

Section 125   

325.  Chief Executive 
Officer 

Power to make a dispute resolution request to the Residential 
Tenancies Authority about an application for payment of a 
rental bond 

Section 136   

326.  Chief Executive 
Officer 

Power to apply to a tribunal for an order about the payment of 
a rental bond and give the residential tenancy authority a 
written notice informing it of the application. 

Sections 136(3)(c
)(iv)(A) or 
Section 136(4)(c)(
iv)(A) 

 

  

327.  Chief Executive 
Officer 

Power to sign and give a receipt for a rental bond. Section 145   

328.  Chief Executive 
Officer 

Power to give a receipt for a key deposit that was paid by a 
prospective tenant. 

Section 157   

329.  Chief Executive 
Officer 

Power to refund a key deposit in full when the key is returned Section 158   

330.  Chief Executive 
Officer 

Power to require a prospective tenant to pay a holding deposit 
for a tenancy of premises 

Section159   

331.  Chief Executive 
Officer 

Power to give a receipt for a holding deposit. Section 160   

332.  Chief Executive 
Officer 

Power to enter premises on a ground specified in section 
192(1), to take all steps necessary to allow for the entry, and to 
exercise all the powers of Council upon making the entry 

Sections 192, 
193, 194, 195, 
196, 197, 198, 
199 
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333.  Chief Executive 
Officer 

Power to ask the tenant the tenant’s name or place of 
employment 

Section 205   

334.  Chief Executive 
Officer 

Power to supply and maintain the locks and keys that are 
necessary to ensure the premises are reasonably secure. 

Section 210   

335.  Chief Executive 
Officer 

Power to change a lock to the premises or to agree to the 
tenant changing a lock to the premises 

Section211   

336.  Chief Executive 
Officer 

Power to nominate a nominated repairer and to provide 
written notice to the tenant stating the nominated repairer and 
to give written notice of any change in a nominated repairer. 

Section 216   

337.  Chief Executive 
Officer 

Power to give a notice to relocate to another site in the 
moveable dwelling park to the tenant 

Section 223   

338.  Chief Executive 
Officer 

Power to make rules about the use, enjoyment, control and 
management of a moveable dwelling park owned by Council 

Section 228   

339.  Chief Executive 
Officer 

Power to give a notice proposing a change to a park rule to 
residents of the park. 

Section229   

340.  Chief Executive 
Officer 

Power to remedy a lessor’s breach following receipt of a notice 
to remedy breach from the tenant. 

Section 303   

341.  Chief Executive 
Officer 

Power to give a resident a notice requiring the resident to leave 
the premises if resident’s employment ends or entitlement to 
occupy under employment ends 

Section 374(1)   

342.  Chief Executive 
Officer 

Power to deal a with personal document or money in the ways 
stated in the section. 

Section392   

343.  Chief Executive 
Officer 

Power to make reasonable efforts to contact a former resident 
about property left at the rental premises. 

Section 392(2)   

344.  Chief Executive 
Officer 

Power to sell property left at the rental premises that is not a 
personal document or money, or to dispose of it in another 
way. 

Sections 393(2), 
393(4) and 
393(5) 
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Right to Information Act 2009 

345.  Chief Executive 
Officer 

Power to decide whether disclosure of a document would, on 
balance, be Information contrary to the public interest. 

Sections 48(1), 
49(1), 50(1) and 
51(1)  

  

346.  Chief Executive 
Officer 

Power to satisfy itself in dealing an application for access to a 
document that is non-existent or unlocatable, that— 
(a) the document does not exist; or 
(b) the document has been or should be in Council’s 

possession, and all reasonable steps have been taken to 
find the document but the document cannot be found. 

Section 52(1)    

State Penalties Enforcement Act 1999 

347.  Chief Executive 
Officer 

Power to carry out all responsibilities identified under the Act. 
 

All relevant 
sections 

  

Stock Route Management Act 2002 

348.  Chief Executive 
Officer 

Power to by written notice, ask the applicant of a stock route 
permit to give further reasonable information or documents 
about the application by the reasonable date stated in the 
notice and refuse the application if the applicant does not 
comply. 

Section 117    

349.  Chief Executive 
Officer 

Power to amend the conditions of a stock route permit. Section 127   

350.  Chief Executive 
Officer 

Power to cancel a stock route agistment permit. Section 128   

351.  Chief Executive 
Officer 

Power to require the holder of a stock route agistment permit 
to return the permit. 
 

Section 130   
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352.  Chief Executive 
Officer 

Power to ask the applicant to give the further reasonable 
information or documents about the application, and to refuse 
the application of the applicant does not comply. 

Section 135   

353.  Chief Executive 
Officer 

Power to grant or refuse an application for a stock route travel 
permit. 

Section 136    

354.  Chief Executive 
Officer 

Power to require a stock route travel permit holder who gives a 
notice of the correct particular to return the permit.  

Section 141    

355.  Chief Executive 
Officer 

Power to impose reasonable conditions on a stock route travel 
permit. 

Section 142    

356.  Chief Executive 
Officer 

Power to amend a stock route travel permit. Section 143    

357.  Chief Executive 
Officer 

Power to cancel a stock route travel permit. Section 144    

358.  Chief Executive 
Officer 

Power to require the holder of a stock route travel permit to 
return the permit for an amendment under a decision made 
under certain sections of the Act. 

Section 146    

359.  Chief Executive 
Officer 

Power to take action to comply with any notice given by the 
Minister in relation to the administration and enforcement of 
the Stock Route Management Act 2002. 
 

Section 184(5)   

Survey and Mapping Infrastructure Act 2003 

360.  Chief Executive 
Officer 

Power, as an owner or occupier of land, to consent to a 
surveyor placing a permanent survey mark on the land. 

Section 21(2)    

361.  Chief Executive 
Officer 

Power, as a public authority that placed, or requested to be 
placed, a survey mark, to give to the chief executive a copy of a 
survey plan or other information necessary to establish a survey 
mark as a recognised permanent  survey mark.  

Section 34    
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362.  Chief Executive 
Officer 

Power, where the survey mark is on a road under the control of 
Council, to maintain the integrity of survey markers, and 
provide updated information to the survey control register. 

Section 39    

363.  Chief Executive 
Officer 

Power, as a public authority, where the survey mark is on land, 
other than roads, controlled by Council, to maintain the 
integrity of survey markers, and provide updated information 
to the survey control register. 

Section 40    

364.  Chief Executive 
Officer 

Power, as a public authority, where a person interferes with a 
recognised permanent survey mark, to take action reasonably 
necessary to reinstate the physical and survey integrity of a 
recognised permanent survey marker. 

Section 44    

Transport Infrastructure Act 1994 

365.  Chief Executive 
Officer 

Power to enter into contracts with the chief executive in 
respect of road works, other works or the operation of State-
controlled roads within and outside Council’s local government 
area. 

Section 29    

366.  Chief Executive 
Officer 

Power to enter into agreements with the chief executive in 
relation to funding for road works on Council’s roads. 

Section 40    

367.  Chief Executive 
Officer 

Power to enter into a financial arrangement with the chief 
executive for improvements to State-controlled roads that 
would be beneficial to Council’s road network 

Section 41   

368.  Chief Executive 
Officer 

Power to obtain the chief executive’s written approval for 
consent to carry out road works or make changes to the 
management of a Council road if the works or changes impact a 
State-controlled road and exceptions under subsections (2) or 
(5) do not apply. 

Section 42   

369.  Chief Executive 
Officer 

Power to apply and enforce conditions to proposed road works 
or changes to the management of a Council road. 

Section 42(5)    
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370.  Chief Executive 
Officer 

Power to exercise all the powers it may exercise for a local 
government road in its area in relation to State-controlled 
roads in its area. 

Section 45    

Transport Operations (Road Use Management) Act 1995 

371.  Chief Executive 
Officer 

Power to install and remove official traffic signs on Council’s 
roads, off-street regulated parking areas and, with the chief 
executive’s written consent, on declared roads. 

Section 69    

372.  Chief Executive 
Officer 

Power to install official traffic signs where reasonably satisfied 
that there is a danger, hindrance, obstruction to traffic or other 
emergency. 

Section 71    

373.  Chief Executive 
Officer 

Power to remove unauthorised traffic signs. Section 75(1)    

374.  Chief Executive 
Officer 

Power to remove and detain at a place for safe keeping any 
vehicles, trams and animals and any goods, equipment or thing 
contained in, on or about the vehicle, tram or animal at the 
time of removal that are considered on reasonable grounds to 
be abandoned on a road or left on a road unattended or found 
on a road, where their presence is hazardous any vehicles, 
trams and animals that are abandoned on a road. 

Section 100    

Trusts Act 1973 

375.  Chief Executive 
Officer 

Power, where appointed trustee for certain purposes, to 
administer trust property. 

Section 116    

Waste Reduction and Recycling Act 2011 

376.  Chief Executive 
Officer 

Power, as delegate of the chief executive administering the Act, 
to appoint a person as an authorised person. 

Section 183    

377.  Chief Executive 
Officer 

Power, as delegate of the chief executive administering the Act, 
to issue an identity card to an authorised person.  

Section 187    
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378.  Chief Executive 
Officer 

Power, as delegate of the chief executive administering the Act, 
to give a show cause notice.   

Section 246    

379.  Chief Executive 
Officer 

Power, as delegate of the chief executive administering the Act, 
to give a compliance notice. 

Sections 248 and 
249  

  

Water Act 2000 

380.  Chief Executive 
Officer 

Power, as a constructing authority, to take water to construct 
or maintain infrastructure if – 

(a) the construction or maintenance is lawful; 
(b) taking water for that purpose is prescribed by 

regulation; and 
(c) the constructing authority complies with the following 

conditions – 
(i) those prescribed by regulation 

those fixed by the chief executive, by notice given to the 
constructing authority, about taking water. 

Section 99 (2)  

Refer also to 

Sections 23 and 

24 of the Water 

Regulation 2016   

  

Water Supply (Safety and Reliability) Act 2008 

381.  Chief Executive 
Officer 

Power, as service provider, to install or approve the installation 
of a meter and to decide the position of the meter, on 
infrastructure supplying water to premises. 

Section 35    

382.  Chief Executive 
Officer 

Power, as service provider, to give a person an entry notice. Section 36(2)(b)    

383.  Chief Executive 
Officer 

Power, as a water service provider, to give notice of a service 
provider water restriction imposed by the service provider to 
anyone affected by it. 

Section 43(1)   

384.  Chief Executive 
Officer 

Power, as a water service provider, to shut off water supply to 
premises for the time reasonably necessary to perform work on 
the infrastructure. 

Section 44(1)     

385.  Chief Executive Power, as a water service provider, to give notice of shut off of Section 44(2) and   
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Officer water supply to anyone likely to be affected by it 44(4)  

386.  Chief Executive 
Officer 

Power, as service provider, to shut off water supply without notice 

if there is: 

(a) a serious risk to public health; 

(b) likelihood of serious injury to persons or damage to 

property; or 

(c) another emergency. 

Section44(3)   

387.  Chief Executive 
Officer 

Power, as service provider, to appoint an authorised person. Section 45    

388.  Chief Executive 
Officer 

Power, as service provider, to issue an identity card to an 
authorised person. 

Section 46   

Work Health and Safety Act 2011 

389.  Chief Executive 
Officer 

Power to notify the regulator after becoming aware a notifiable 
incident has occurred. 

Section 38    

390.  Chief Executive 
Officer 

Power to consult with workers who are, or are likely to be, 
directly affected by a matter relating to work health or safety. 

Section 47    

391.  Chief Executive 
Officer 

Power to facilitate the conduct of an election for 1 or more 
health and safety representatives to represent workers. 

Sections 51 to 54    

392.  Chief Executive 
Officer 

Power to refuse on reasonable grounds to grant access to the 
workplace to a person assisting a health and safety 
representative for a workgroup. 

Section 71(5)   

393.  Chief Executive 
Officer 

Power to establish a health and safety committee. Sections 75 to 78   

394.  Chief Executive 
Officer 

Power, as a party to an issue, to resolve the issue in accordance 
with an agreed procedure or the default procedure. 

Sections 80 and 
81  

  

395.  Chief Executive 
Officer 

Power to direct the worker to carry out suitable alternative 
work at the same or another workplace 

Section  87   
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396.  Chief Executive 
Officer 

Power to ask the regulator to appoint an inspector to attend 
the workplace to assist in resolving an issue arising from a 
cessation of work 

Section 89   

Workers Compensation and Rehabilitation Act 2003 

397.  Chief Executive 
Officer 

Power, as an employer, to insure and keep insured all Council’s 
employees and Councillors 

Section 48   

398.  Chief Executive 
Officer 

Power, as an employer, to pay a premium notice issued by 

WorkCover. 

Section 54(7)   

399.  Chief Executive 
Officer 

Power, as an employer, to pay a reassessment premium notice 
issued by WorkCover 

Section56(5)   

400.  Chief Executive 
Officer 

Power to appoint a Rehabilitation and Return to Work 
Coordinator where the employer meets the criteria prescribed 
under a regulation. 

Section 226    

401.  Chief Executive 
Officer 

Power to prepare and have in place a workplace rehabilitation 
policy and procedure, and review those policies and procedures 
every 3 years. 

Section 227   

402.  Chief Executive 
Officer 

Power, as a principal contractor for a construction project to, by 
written notice, ask the relevant contractor for a copy of a 
required document. 

Section 576 C   

Workers Compensation and Rehabilitation Regulation 2014 

403.  Chief Executive 
Officer 

Power, as an employer, to agree with WorkCover on a 
calculation of an outstanding liability for section 87 of the Act, 
based on a joint summary report prepared by actuaries under 
section 30 of the Regulation 2014. 
 

Section 31   

Local Law No. 1 (Administration) 2012 
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404.  Chief Executive 
Officer 

Power to approve an application form for the local 
government's approval of a prescribed activity. 

Section 8(1)   

405.  Chief Executive 
Officer 

Power to, by written notice, request the applicant to provide 
further reasonable information or clarification of information, 
documents or materials included in the application. 

Section 8(3)   

406.  Chief Executive 
Officer 

Power to give the applicant written notice stating that their 
application has lapsed and that the applicant may make a new 
application. 

Section 8(5)   

407.  Chief Executive 
Officer 

Power to extend the period for the applicant to provide the 
further information. 

Section 8(6)   

408.  Chief Executive 
Officer 

Power to grant an approval for an applicant to undertake a 
prescribed activity if satisfied that it meets the requirements 
prescribed in this section. 

Section 9(1)   

409.  Chief Executive 
Officer 

Power to, by written notice to the applicant 
(a)  grant the approval unconditionally; or 
(b)  grant the approval subject to conditions determined in 

accordance with section 10; or  
(c)   refuse the grant approval. 

Section 9(2)   

410.  Chief Executive 
Officer 

Power to give the applicant an information notice if the local 
government- 
(a)  refuses to grant the approval; or 
(b)   grants the approval subject to a non-      standard 
condition. 

Section 9(4)   

411.  Chief Executive 
Officer 

Power to grant an approval on conditions the CEO considers 
appropriate. 

Section 10(1)   
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412.  Chief Executive 
Officer 

Power to, in deciding an application under this part, accept the 
certificate of a third party certifier as evidence about any 
application requirement that is mentioned in a subordinate 
local law for this subsection. 

Section 12(1)   

413.  Chief Executive 
Officer 

Power to approve an application form to renew or extend an 
approval. 

Section 14(3)   

414.  Chief Executive 
Officer 

Power to, by written notice, request the applicant to provide 
further reasonable information or clarification of information, 
documents or materials included in the application. 

Section 14(4)   

415.  Chief Executive 
Officer 

Power to, by written notice to the applicant 
(a)  grant the application; or 
(b)  grant the application and amend the conditions of the 

approval; or 
(c)  refuse the application. 

Section 14(6)   

416.  Chief Executive 
Officer 

Power to give the applicant an information notice if 
(a) the application is refused; or 
(b)    the application is approved and the approval is amended 
to include non-standard conditions. 

Section 14(8)   

417.  Chief Executive 
Officer 

Power to amend the conditions of the approval under 
subsection (6)(b) without following the procedure in section 18. 

Section 14(9)   

418.  Chief Executive 
Officer 

Power to, by written notice, request the applicant to provide 
further reasonable information or clarification of information, 
documents or materials included in the application. 

Section 15(4)   

419.  Chief Executive 
Officer 

Power to grant an application to transfer an approval only if it is 
satisfied about the matters mentioned in section 9(1). 

Section 15(6)   
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420.  Chief Executive 
Officer 

Power to, by written notice to the approval holder and the 
proposed transferee 
(a) grant the application to transfer the approval; or 
(b)    refuse the application to transfer the approval. 

Section 15(7)   

421.  Chief Executive 
Officer 

Power to amend the existing conditions of the approval if the 
application to transfer the approval is granted, 

Section 15(8)   

422.  Chief Executive 
Officer 

Power to amend the conditions of the approval under 
subsection (8) without following the procedure in section 18. 

Section 15(9)   

423.  Chief Executive 
Officer 

Power to give the approval holder and the proposed transferee 
an information notice if-  
(a) the application is refused; or 
(b)    the application is granted and the approval is amended to 
include non-standard conditions. 

Section 15(11)   

424.  Chief Executive 
Officer 

Power to consider and decide whether to grant or refuse the 
application by an approval holder to amend the conditions of 
the approval. 

Section 16(3)   

425.  Chief Executive 
Officer 

Power to give the approval holder written notice of the 
amended conditions and the day that they take effect, within 
14 days of the decision, 

Section 16(4)   

426.  Chief Executive 
Officer 

Power to give the approval holder an information notice if the 
application to amend the conditions is refused. 

Section 16(5)   

427.  Chief Executive 
Officer 

Power to amend the conditions of the approval under this 
section without following the procedure in section 18. 

Section 16(6)   
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428.  Chief Executive 
Officer 

Power to give the approval holder a written notice (the show 
cause notice) stating-  
(a) the proposed action; and 
(b) the grounds for the proposed action; and 
(c)  an outline of the facts and circumstances that are the 

basis of the grounds; and 
(d)  if the proposed action is suspension of the approval, the 

proposed suspension period; and 
(e)    that the approval holder may make written submissions, 
within a stated reasonable time of at least 21 days after the 
notice is given, why the proposed action should not be taken. 

Section 18(2)   

429.  Chief Executive 
Officer 

Power to consider submissions and decide if grounds no longer 
exist to cancel, amend or suspend the approval and give written 
notice to the approval holder about the decision. 

Section 18(3)   

430.  Chief Executive 
Officer 

Power to consider submissions and decide if there is a ground 
to take the proposed action. 

Section 18(4)   

431.  Chief Executive 
Officer 

Power to decide to amend, suspend or cancel the approval and 
to give the approval holder an information notice. 

Section 18(5)   

432.  Chief Executive 
Officer 

Despite section 18, power to immediately suspend an approval 
if the CEO believes that continuation of the prescribed activity 
by the approval holder poses-  
(a)  an urgent and serious threat to public health or safety; or 
(b)    an urgent and serious risk of environmental harm, 
property damage or loss of amenity. 

Section 19(1)   
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433.  Chief Executive 
Officer 

Power to, at any time, extend the time for making a review 
application. 
 

Section 22(3)   

434.  Chief Executive 
Officer 

Power to review the original decision within 28 days after 
receiving a review application and make a decision (the review 
decision) to- 
(a) confirm the original decision; or 
(b)    amend the original decision; or 
(c)    substitute another decision for the original decision. 

Section 23(1)   

435.  Chief Executive 
Officer 

Power to give the applicant notice of the decision (the review 
notice) within 5 days of making the review decision. 

Section 23(3)   

Local Law No. 2 (Animal Management) 2012 

436.  Chief Executive 
Officer 

Power to provide notice to members of the public regarding the 
designation of an area as a dog off-leash area where the 
Council has designated such an area by subordinate local law. 

Section 11(2)   

437.  Chief Executive 
Officer 

Power to- 
(a) offer the animal for sale by public auction or by tender; or 
(b)  if the animal is an animal mentioned in section 27(2)(b) or 

is of a species, breed or class specified by subordinate 
local law for this paragraph 
(i)  sell the animal by private agreement; or 
(ii)  dispose of the animal in some other way without 

destroying it; or 
        (iii) destroy the animal. 

Section 32(1)   

438.  Chief Executive 
Officer 

Power to keep a proper record of impounded animals (the 
register of impounded animals) and to keep the register 
available for public inspection. 

Section 33   
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439.  Chief Executive 
Officer 

Power to allow the owner of an impounded animal to inspect it 
any reasonable time, and to disallow the inspection if it is 
impractical or unreasonable to inspect at that time. 

Section 34   

Local Law No. 4 (Local Government Controlled Areas, Facilities and Roads) 2012 

440.  Chief Executive 
Officer 

Power, subject to subsection 2, to temporarily close a local 
government controlled area to public access- 
(a) to carry out construction, maintenance, repair or 

restoration work; or 
(b)  to protect the health and safety of a person or the security 

of a person's property; or 
(c)  because of a fire or other natural disaster; or 
(d)  to conserve or protect the cultural or natural resources of 
the area or native wildlife. 

Section 8(1)   

441.  Chief Executive 
Officer 

Power to decide if it is necessary for land adjoining a road to be 
fenced to prevent the risk of- 
(a) animals escaping from the land onto the road; or 
(b) interference with the safe movement of traffic or the safe 
use of the road. 
 

Section 9(1)   

442.  Chief Executive 
Officer 

Power to give a compliance notice to a person who is the owner 
or occupier of land adjoining or adjacent to a road to do 1 or 
more of the following 
(a) perform work on the land or the road; 
(b)  construct a vehicle crossing to provide vehicular access 

between the land and the road to a standard specified by 
the local government in the compliance notice; 

(c)  maintain or repair a vehicle crossing which provides 
vehicular access between the land and the road to a 

Section 11(1)   
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standard specified by the local government in the 
compliance notice if, in the opinion of an authorised 
person, the vehicle crossing 
(i) is not effective for its intended purpose; or 
(ii)  is causing a nuisance or poses a risk of a nuisance; or 

         (iii) constitutes an actual or potential safety hazard. 
 

Local Law No. 5 (Parking) 2012 

443.  Chief Executive 
Officer 

Power to issue a parking permit. Section 7(1)   

444.  Chief Executive 
Officer 

Power to issue a commercial vehicle identification label.   
 
 
 
 

Section 8(1)   

Investment Policy 2020 No. 033 

445.  Chief Executive 
Officer 

Power to manage Council’s investment portfolio in accordance 
with the adopted investment policy. 

  Investment Policy 
No. 033 
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Item 3. Reports for Consideration – Corporate Services 

 

Item 3.1 Monthly Financial Statements 

 
EXECUTIVE SUMMARY 
Council’s monthly financial report in relation to the 2024/2025 adopted budget is presented for 
consideration, together with Statement of Comprehensive Income, Statement of Financial 
Position and Statement of Cash Flow as at 31 October 2024. 
 
OFFICER’S RECOMMENDATION 
That Council: receive the monthly financial report presenting the progress made as at 31 
October 2024 in relation to the 2024/2025 budget and including the: 

• Statement of Financial Position 

• Statement of Comprehensive Income 

• Statement of Cash Flows  

 

 
Budget & Resource Implications 
N/A 
 
Background 
The purpose of this report is to provide a monthly update on Council’s overall financial position. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment O –  

• Statement of Financial Position 

• Statement of Comprehensive Income 

• Statement of Cash Flows  

 

Report prepared by Peta Mitchell (Director of Corporate Services) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2025
Actuals

2025
Budget

2024
Actuals

Budget 
Variance

$ $ $ %
Income

Revenue
Recurrent revenue
Rates, levies and charges 631,326            2,342,000       606,482                 26.96%
Fees and charges 621,772            1,738,550       610,910                 35.76%
Sales revenue 2,279,257         10,669,532     3,677,915              21.36%
Grants, subsidies, contributions and donations 7,628,369         8,778,584       248,432                 86.90%

11,160,724       23,528,666     5,143,738              47.43%
Capital revenue
Grants, subsidies, contributions and donations 4,668,119         34,904,655     5,665,902              13.37%

    Total capital revenue 4,668,119         34,904,655     5,665,902              13.37%

Rental income 63,685              154,500          57,134                   41.22%
Interest received 193,465            425,000          100,042                 45.52%
Other income 101,149            826,500          73,354                   12.24%

358,298            1,406,000       230,529                 25.48%

Total income 16,187,141       59,839,321     11,040,170            27.05%

Expenses
Recurrent expenses
Employee benefits (2,013,239)        (7,825,135)      (1,806,439)            25.73%
Materials and services (5,092,871)        (11,628,177)    (4,003,060)            43.80%
Finance costs              (18,846) (78,000)                             (20,996) 24.16%
Depreciation and amortisation

Property, Plant and Equipment         (1,707,681) (6,775,000)                   (2,134,975) 25.21%

(8,832,636)        (26,306,312)    (7,965,470)            33.58%

Capital expenses
Loss on disposal of non-current assets 636                   100,000          619,001                 

636                   100,000          619,001                 0.64%

Total expenses (8,832,000)        (26,206,312)    (7,346,469)            33.70%

Net result 7,355,142         33,633,009     3,693,701              21.87%
-                       

Other comprehensive income
Items that will not be reclassified to net result

Increase in asset revaluation surplus -                       0.00%
Total other comprehensive income for the year -                  -                -                       0.00%

Total comprehensive income for the year 7,355,142         33,633,009     3,693,701              21.87%

Richmond Shire Council
Statement of Comprehensive Income

as at 31 October 2024



2025
Actuals

2025
Budget

2024
Actuals

Budget 
Variance

$ $ $ %

Current assets
Cash and cash equivalents 12,541,542      5,496,354        12,199,407         228.18%
Trade and other receivables 279,159           900,000           1,683,521           31.02%
Inventories 474,416           400,000           374,323              118.60%
Land for Resale -                 -                 126,000              0.00%
Contract assets             840,962 500,000                       2,972,885 168.19%
Other assets             180,250 175,000                          167,556 103.00%
Total current assets 14,316,330      7,471,354        17,523,692         191.62%

Non-current assets
Property, plant and equipment 249,586,673    296,152,094    238,920,906       84.28%

Intangible assets                      -   -                                         -   0.00%
Capital Work in Progress 7,532,379        9,208,781           0.00%
Total non-current assets 257,119,052    296,152,094    248,129,687       86.82%

Total assets 271,435,381    303,623,448    265,653,379       89.40%

Current liabilities
Trade and other payables 446,787           1,161,000        575,521              38.48%
Contract liabilities 359,304           400,000           894,869              89.83%
Borrowings 449,224           636,964           436,985              70.53%
Provisions 1,495,496        1,413,230        1,377,668           105.82%
Total current liabilities 2,750,811        3,611,194        3,285,042           76.17%

Non-current liabilities
Provisions 237,476           255,000           243,270              93.13%
Borrowings 1,082,572        445,609           1,676,680           242.94%
Total non-current liabilities 1,320,049        700,609           1,919,950           188.41%

Total liabilities 4,070,860        4,311,803        5,204,992           94.41%

Net community assets 267,364,523    299,311,645    260,448,387       89.33%

Community equity
Asset revaluation surplus 138,326,087    138,609,160    133,921,894       99.80%
Operating surplus 7,355,142        33,369,692      3,693,701           22.04%
Retained surplus 121,683,293    127,332,793    122,832,793       95.56%
Total community equity 267,364,523    299,311,645    260,448,387       89.33%

Richmond Shire Council
Statement of Financial Position

as at 31 October 2024



2025
Actuals

2025
Budget

2024
Actuals

Budget 
Variance

$ $ $ %

Cash flows from operating activities
Receipts from customers 4,887,732        15,569,582      6,715,550           31.39%
Payments to suppliers and employees (8,022,912)       (22,197,814)     (7,067,294)          36.14%

(3,135,180)       (6,628,232)       (351,744)             47.30%
Interest received 193,465           425,000           100,042              45.52%
Rental income 63,685             154,500           57,134                41.22%
Grants, subsidies, contributions and donations - non-capital 7,628,369        8,778,584        248,432              86.90%
Finance/Borrowing costs (18,846)            (78,000)            (20,996)               24.16%
Net cash inflow (outflow) from operating activities 4,731,493        2,651,852        32,868                178.42%

Cash flows from investing activities
Payments for property, plant and equipment (3,633,096)       (38,700,793)     (3,659,511)          9.39%
Proceeds from sale of property plant and equipment 636                  100,000           619,001              0.64%
Grants, subsidies, contributions and donations - capital 4,668,119        34,904,655      5,665,902           13.37%
Net cash inflow (outflow) from investing activities 1,035,659        (3,696,138)       2,625,392           -28.02%

Cash flows from financing activities
Proceeds from borrowings -                 -                 -                    0.00%
Repayment of borrowings (146,897)          (636,965)          (142,649)             23.06%
Net cash (outflow) from financing activities (146,897)          (636,965)          (142,649)             23.06%

Net increase in cash and cash equivalent held 5,620,255        (1,681,251)       2,515,611           -334.29%

Cash and cash equivalents at the beginning of the financial year 6,921,288        6,921,288        9,683,797           100.00%

Cash and cash equivalents at end of the financial year 12,541,542      5,240,037        12,199,407         239.34%

Richmond Shire Council
Statement of Cash Flows

as at 31 October 2024
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Item 3.2 2023-2024 Annual Financial Statements 

 
EXECUTIVE SUMMARY 
Council received their annual financial statements for 2023-2024 on 23 October 2024.  
 
The Annual Report will be presented at the December Council meeting.  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Financial Statements for the 2023-2024 Financial Year. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
 
Report 
The independent audit report from the Auditor-General for the 2023-2024 Financial 
Statements was received on 25 October 2024.  
 
Consultation (Internal/External) 
External: Pitcher Partners for Queensland Audit Office 
 
Attachments  
Attachment P – 2023.2024 RSC Financial Statements  

 

Report prepared by Peta Mitchell (Director of Corporate Services) 
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Richmond Shire Council
Statement of Comprehensive Income
For the year ended 30 June 2024

2024 2023

Note $ $

Income

Revenue

Recurrent revenue

Rates, levies and charges 3(a) 2,261,251                 1,918,027                   

Fees and charges 3(b) 1,426,572                 959,524                      

Sales revenue 3(c) 9,815,234                 8,524,078                   

Grants, subsidies, contributions and donations 3(d) 496,675                    9,467,257                   

Total recurrent revenue 13,999,732               20,868,886                 

Capital revenue

Grants, subsidies, contributions and donations 3(d) 8,906,611                 11,286,203                 

    Total capital revenue 8,906,611                 11,286,203                 

Rental income 4(a) 175,842                    176,220                      

Interest received 4(b) 434,560                    174,613                      

Other income 4(c) 233,713                    346,943                      

844,115                    697,776                      

Total income 23,750,458               32,852,865                 

Expenses

Recurrent expenses

Employee benefits 5 (6,153,399)                (6,012,736)                  

Materials and services 6 (11,412,264)              (10,666,108)                

Finance costs (74,548)                     (86,240)                       

Depreciation and amortisation

Property, plant and equipment 11 (6,755,135)                (6,435,837)                  

(24,395,346)              (23,200,921)                

Capital expenses

Loss on disposal of non-current assets 7 (504,611)                   (957,212)                     

Total expenses (24,899,957)              (24,158,133)                

Net result (1,149,499)                8,694,732                   

Other comprehensive income

Items that will not be reclassified to net result

Increase in asset revaluation surplus 16    4,404,191                 7,700,198                   

Total other comprehensive income for the year 4,404,191                 7,700,198                   

Total comprehensive income for the year 3,254,692                 16,394,930                 

The above statement should be read in conjunction with the accompanying notes and accounting policies.



Richmond Shire Council
Statement of Financial Position
as at 30 June 2024

2024 2023
Note $ $

Current assets
Cash and cash equivalents 8 6,921,288           9,683,797          
Receivables 9 1,970,932           3,269,881          
Inventories 10 397,038              692,776             
Contract assets 12 1,030,514                     2,972,885 
Other assets 172,937                           166,765 

Total current assets 10,492,709         16,786,104        

Non-current assets
Property, plant and equipment 11 254,647,636       246,605,151      

Total non-current assets 254,647,636       246,605,151      

Total assets 265,140,345       263,391,255      

Current liabilities
Payables 13 1,267,753           1,820,023          
Contract liabilities 12 441,439              955,085             
Borrowings 14 596,121              579,634             
Provisions 15 1,582,740           1,361,882          

Total current liabilities 3,888,053           4,716,624          

Non-current liabilities
Provisions 15 160,348              243,270             
Borrowings 14 1,082,572           1,676,680          

Total non-current liabilities 1,242,920           1,919,950          

Total liabilities 5,130,973           6,636,574          

Net community assets 260,009,372       256,754,680      

Community equity
Asset revaluation surplus 16 138,326,085       133,921,894      
Retained surplus 121,683,287       122,832,786      

Total community equity 260,009,372       256,754,680      

The above statement should be read in conjunction with the accompanying notes and accounting policies.



Richmond Shire Council
Statement of Changes in Equity
For the year ended 30 June 2024

Asset revaluation 
surplus

Retained surplus Total

$ $ $

Balance as at 1 July 2023 133,921,894           122,832,786           256,754,680          

Net result -                          (1,149,499)              (1,149,499)             
Other comprehensive income for the year 

4,404,191               -                          4,404,191              

Total comprehensive income for the year 4,404,191               (1,149,499)              3,254,692              

Balance as at 30 June 2024 138,326,085           121,683,287           260,009,372          

Balance as at 1 July 2022 126,221,696           114,138,054           240,359,750          

Net result -                          8,694,732               8,694,732              
Other comprehensive income for the year 

7,700,198               -                          7,700,198              

Total comprehensive income for the year 7,700,198               8,694,732               16,394,930            

Balance as at 30 June 2023 133,921,894           122,832,786           256,754,680          

Increase in asset revaluation surplus

Increase in asset revaluation surplus

The above statement should be read in conjunction with the accompanying notes and accounting policies.



Richmond Shire Council
Statement of Cash Flows
For the year ended 30 June 2024

Note 2024 2023
$ $

Cash flows from operating activities
Receipts from customers 17,110,358                 12,866,365       
Payments to suppliers and employees (19,468,437)                (19,362,650)      

(2,358,079)                  (6,496,285)        

Interest received 4(b) 434,560                      174,613            
Rental income 4(a) 175,842                      176,220            
Grants, subsidies, contributions and donations - non-capital 3(d) 205,713                      9,378,942         
Borrowing costs (74,548)                       (86,240)             

Net cash inflow (outflow) from operating activities 20 (1,616,512)                  3,147,250         

Cash flows from investing activities
Payments for property, plant and equipment (11,200,566)                (13,540,624)      
Proceeds from sale of property plant and equipment 5,199                          875,184            
Grants, subsidies, contributions and donations - capital 10,626,299                 8,562,766         

Net cash inflow (outflow) inflow from investing activities (569,068)                     (4,102,674)        

Cash flows from financing activities
Repayment of borrowings 14 (576,928)                     (560,246)           

Net cash inflow (outflow) from financing activities (576,928)                     (560,246)           

Net increase (decrease) in cash and cash equivalent held (2,762,508)                  (1,515,670)        

Cash and cash equivalents at the beginning of the financial year 9,683,796                   11,199,466       

Cash and cash equivalents at end of the financial year 8 6,921,288                   9,683,796         

The above statement should be read in conjunction with the accompanying notes and accounting policies.



Richmond Shire Council
Notes to the Financial Statements
For the year ended 30 June 2024

1 Information about these financial statements

1.A Basis of preparation

1.B Basis of consolidation

1.C New and revised Accounting Standards adopted during the year

1.D Standards issued by the AASB not yet effective

Effective for reporting periods beginning on or after:

AASB 2020-1 Amendments to Australian Accounting Standards - Classification of Liabilities as Current 
or Non-Current and associated standards (amended by AASB 2021-6 and AASB 2022-6 Amendments 
to Australian Accounting Standards - Non-current Liabilities with Covenants )

1 January 2024

AASB 2022-10 Amendments to Australian Accounting Standards - Fair Value Measurement of Non 
Financial Assets of Not-for-Profit Public Sector Entities

1 January 2024

These standards will not have any material impact on Council.

These general purpose financial statements are for the period 1 July 2023 to 30 June 2024. They are prepared in accordance with
the Local Government Act 2009  and the Local Government Regulation 2012 . 

Richmond Shire Council is constituted under the Queensland Local Government Act 2009  and is domiciled in Australia.

Richmond Shire Council adopted all standards which became mandatorily effective for annual reporting periods beginning on 1 July
2023, none of the standards had a material impact on reported position, performance and cash flows.The adoption of the revisions to
AASB 101 Presentation of Financial Statements resulted in disclosure of material accounting policy information only rather than
significant accounting policies. This means that accounting policy information is disclosed only if it relates to material transactions,
other events or conditions and:

a) Council has changed accounting policy during the reporting period and this change resulted in a material change to the information
in the financial statements.

b) Council chose (or was mandated to use) the accounting policy from one or more options permitted by Australian Accounting
Standards.

c) the accounting policy was developed in accordance with AASB 108 Accounting Policies, Changes in Accounting Estimates and
Errors in the absence of an Australian Accounting Standard that specifically applies.

d) the accounting policy relate to an area for which a Council is required to make significant judgements or assumptions in applying
an accounting policy, and the Council discloses those judgements or assumptions in the financial statements.

e) the accounting required for them is complex and users of the entity’s financial statements would otherwise not understand those
material transactions, other events or conditions.

Council is a not-for-profit entity for financial reporting purposes and these financial statements comply with Australian Accounting
Standards and Interpretations as applicable to not-for-profit entities.

These financial statements have been prepared under the historical cost convention except for certain non-current assets which are
measured at fair value.

The AASB has issued Australian Accounting Standards and Interpretations which are not effective at 30 June 2024, these standards
have not been adopted by Council and will be included in the financial statements on their effective date. Where the standard is
expected to have a material impact for council then further information has been provided in this note.

The controlled entity of Richmond Shire Council during the reporting period was The Kronosaurus Korner Board Inc. The
Kronosaurus Korner Board Inc. is an incorporated association and does not have any share capital. Significant control is exercised by 
Richmond Shire Council over the operations of the Centre. Of the eight directors, six are Richmond Shire Council elected
(nominated) representatives. Control is able to be exercised by Council by determining the composition of the board as well as the
capacity to appoint and remove directors and approve grant funding. The accounts of The Kronosaurus Korner Board Inc. have not
been consolidated with Council’s accounts as at the reporting date due to immateriality. Information relating to the financial position
of the controlled entity is set out in Note 22.

The following list identifies all the new and amended Australian Accounting Standards, and Interpretation, that were issued but not
yet effective at 30 June 2024 at the time of preparing these financial statements that could be applicable to Council.



Richmond Shire Council
Notes to the Financial Statements
For the year ended 30 June 2024

1.E Estimates and judgements

Valuation and depreciation of property, plant and equipment - Note 11

Contract assets and liabilities - Note 12

Provisions -  Note 15

Contingent liabilities - Note 17

Revenue recognition - Note 3

Financial instruments and financial liabilities - Note 24

1.F Rounding and comparatives

1.G Volunteer Services

1.H Taxation

Council is exempt from income tax, however is subject to Fringe Benefits Tax and Goods and Services Tax (GST). The net amount of
GST recoverable from the ATO or payable to the ATO is shown as an asset or liability respectively.

Council makes a number of judgements, estimates and assumptions in preparing these financial statements. These are based on the
best information available to Council at the time, however due to the passage of time, these assumptions may change and therefore
the recorded balances may not reflect the final outcomes. The significant judgements, estimates and assumptions relate to the
following items and specific information is provided in the relevant note:

The financial statements are in Australian dollars that have been rounded to the nearest $1.

Comparative information is generally restated for reclassifications, errors and changes in accounting policies unless permitted
otherwise by transition rules in a new Accounting Standard.

Council has not recognised volunteer services as they have been determined to be immaterial.



Richmond Shire Council

Notes to the financial statements
For the year ended 30 June 2024

2 Analysis of Results by Function

2(a) Components of council functions

The activities relating to the Council's components reported on in Note 2(b) are as follows:

Finance
The goal of this function is to manage the finances of Council for the benefit of the community. Competent decision making and
financial management by full and open discussions at meetings, detailed knowledge of the facts, balancing of sustainable budget,
equitable Shire rates, utilising skilled expertise, minimise costs and manage and maintain Council assets in a good state of repair.

Administration
The goal of this function is to adopt the principles of good corporate governance to administer Council's services and functions. To
communicate with the local community through a monthly newsletter, website and encouraging comment on decisions and to
represent the community as a whole though the Elected Members.

Planning and building
The goal of this function is to ensure the continued growth of the Shire.  

Engineering
The goal of this function is to provide and maintain all urban and rural local roads and identify new projects in accordance with the
Shire Roads Asset Management Plan. Maintain green, clean and tidy parks, sporting and recreational facilities.

Environmental Services
Effectively manage the land and natural resources in the Shire through the implementation of the Stock Routes Management Plan
and Pest Control Management Plan. Upgrade the saleyard facilities in a bid to increase processing of cattle in Richmond. 

Community Services
The goal of this function is to recognise investment opportunities including agriculture, professional services, health and aged care
services. To play an active role in supporting and promoting the cultural identity of our community.

Sewerage
The goal of this function is to maintain the sewerage network in accordance with the Total Management Plan 2012.

Water
The goal of this function is to maintain water infrastructure and the quality of the town water supply. Upgrade the water infrastructure
in Maxwelton.

Cleansing
The goal of this function is to provide quality waste collection services to the community. Maintain the existing waste disposal facility
and plan for future land fill.



Richmond Shire Council
Notes to the financial statements

For the year ended 30 June 2024

Analysis of Results by Function
2 (b) Income and expenses defined between recurring and capital are attributed to the following functions:



Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

3 Revenue

(a) Rates, levies and charges

2024 2023
$ $

General rates 1,126,639                   987,474 
Separate rates 57,994                          54,688 
Water 571,060                      417,750 
Sewerage 402,071                      366,098 
Garbage charges 108,135                        97,889 
Total rates and utility charge revenue 2,265,899        1,923,899        

Less:  Pensioner remissions (4,648)                           (5,872)
2,261,251        1,918,027        

(b) Fees and charges

2024 2023
$ $

Agistment fees 264,889                      176,897 
Caravan park fees 489,390                      463,922 
Consumer direct care fees 343,116                        58,296 
Live weigh scale fee 61,697                          52,379 
Airport fees 53,976                          55,750 
Other fees and charges 213,504                      152,280 

1,426,572        959,524           

(c) Sales revenue

2024 2023
$ $

Sale of services
Road maintenance performance contract (RMPC) 1,002,281                1,144,048 
Main Roads contract works 8,725,966                7,271,435 
Private works 86,987                        108,595 

9,815,234        8,524,078        

Rates, levies and and annual charges are recognised as revenue at the beginning of the rating period to which they relate. Prepaid
rates are recognised as a financial liability until the beginning of the rating period.

Revenue arising from fees and charges is recognised at the point in time when the performance obligation is completed and the
customer receives the benefit of the goods / services being provided.

Sale of goods revenue is recognised at the point in time that the customer obtains control of the goods, generally at delivery. Revenue
from services is recognised when the service is rendered.

Revenue from contracts and recoverable works generally comprises a recoupment of material costs together with an hourly charge for
use of equipment and employees. This revenue and the associated costs are recognised by reference to the stage of completion of the
contract activity based on costs incurred at the reporting date. Where consideration is received for the service in advance it is included
in other liabilities and is recognised as revenue in the period when the service is performed. The contract work carried out is not subject
to retentions.

The performance obligation relates to the specific services which are provided to the customers and generally the payment terms are
within 30 days of the provision of the service or in some cases, the customer is required to pay on arrival, for example pools. There is
no material obligation for Council in relation to refunds or returns.



Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

3 Revenue (cont.)

(d) Grants, subsidies and contributions

Grant Income Under AASB 15

Grant Income Under AASB 1058

Capital Grants

Donations and contributions

2024 2023
$ $

(i) Recurrent 
General purpose grants 234,074                   8,622,421 

State government subsidies and grants 38,898                        167,751 

Commonwealth government subsidies and grants 209,088                      639,085 

Other 14,615                          38,000 

496,675           9,467,257        

(ii) Capital 

Government subsidies and grants 8,906,611              11,276,585 
Contributed assets -                               9,618 

8,906,611        11,286,203      

Total grants, subsidies, contributions and donations 9,403,286              20,753,460 

Where assets are donated or purchased for significantly below fair value, revenue is recognised when the asset is acquired and
controlled by Council.

In June 2023, Council received $8,622,421, equating to 100% of the 2023-24 Commonwealth Financial Assistance Grant allocation. As 
these grants are considered untied grants, they were recognised upon receipt in the 2022-23 financial year. In the 2023-24 financial 
year, Council received only $234,074 under the Commonwealth Financial Assistance Grant, and as such, there is a decrease in Council 
revenue. The 2024-25 Commonwealth Financial Assistance Grant was not prepaid.

Where grant income arises from an agreement which is enforceable and contains sufficiently specific performance obligations then the
revenue is recognised when control of each performance obligation is satisfied.  

The performance obligations vary in each agreement but include clean up and repair of assets, community and home support services,
etc. Payment terms vary depending on the terms of the grant, cash is received upfront for some grants and on the achievement of
certain payment milestones for others.

Each performance obligation is considered to ensure that the revenue recognition reflects the transfer of control and within grant
agreements there may be some performance obligations where control transfers at a point in time and others which have continuous
transfer of control over the life of the contract.

Where control is transferred over time, revenue is recognised using either costs or time incurred.

For construction projects, this is generally as the construction progresses in accordance with costs incurred.

Where council receive funding under an enforceable contract to acquire or construct a specified item of property, plant and equipment
which will be under Council’s control on completion, revenue is recognised as and when the obligation to construct or purchase is
completed.



Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

3 Revenue (cont.)

(iii)

Revenue 
recognised at 
a point in time

Revenue 
recognised 
over time

Revenue 
recognised at 
a point in time

Revenue 
recognised 
over time

 $  $  $  $ 

Grants, subsidies, contributions and donations 559,369           8,843,917                8,831,543       11,921,917 
559,369           8,843,917                8,831,543       11,921,917 

4 Rent and other income
2024 2023

$ $
(a) Rental income

Property rentals 175,842           176,220           
175,842           176,220           

(b) Interest received

Interest received from term deposits 419,316                      163,941 
Interest from overdue rates and utility charges 15,244                          10,672 

434,560           174,613           

(c) Other income
Fuel rebate 96,298             103,675           
Other income 137,415           243,268           

233,713           346,943           

5 Employee benefits
2024 2023

$ $

Total staff wages and salaries 4,336,417        4,404,065        
Councillors' remuneration 410,259           391,772           
Annual and long service leave entitlements 856,437           729,719           
Superannuation 655,952           613,749           

6,259,065        6,139,305        
Other employee related expenses 34,446             20,831             

6,293,511        6,160,136        
Less: Capitalised employee expenses (140,112)          (147,400)          

6,153,399        6,012,736        

2024 2023
Total council employees at the reporting date: Number Number
Elected members 6                     6                     
Administration staff 32                   24                   
Depot and outdoors staff 37                   40                   
Total full time equivalent employees 75                   70                   

Interest received from term deposits is accrued over the term of the investment.

Rent from other property is recognised as income on a periodic straight line basis over the lease term.

Timing of revenue recognition for grants, subsidies, contributions and donations

20232024

Councillor remuneration represents salary, and other allowances paid in respect of carrying out their duties.



Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

6 Materials and services
2024 2023

$ $

Audit fees 72,400             103,804           
Donations paid 13,185             15,637             
WPHS - quality assurance 172,245           278,337           

Admin contractors 129,676           172,126           
Insurance 402,017           323,853           
Subscriptions 76,624             111,580           
Computer expenses 306,721           361,476           

Staff training 61,643             62,259             

Private works 56,913             73,677             

Engineer expenses 30,279             59,271             
Council roads 901,003           568,475           
Main roads 4,136,449        4,224,637        
Workshop expenses 1,071,471        1,096,123        
Community development 93,997             124,314           
Pool expenses 253,221           195,678           
Museum expenses 289,111           280,000           
Council houses and buildings 287,695           315,400           
Stock routes 80,310             85,460             
Parks & gardens 263,482           246,735           
Caravan park expenses 410,109           404,402           
Legal fees 115,229           76,089             
Water & sewerage 473,559           544,953           
Airport expenses 144,446           56,403             
Consumer Directed care expenses 336,729           109,992           
Waste management expenses 271,581           266,070           
Other material and services 962,169           509,357           

11,412,264      10,666,108      

*Total audit fee quoted by the Queensland Audit Office relating to the 2023-24 financial statements is $72,400 (2023: $72,000).

7 Capital income and expenses
2024 2023

$ $
Gain/(Loss) on disposal of non-current assets
Proceeds from the sale of property, plant & equipment 5,199               875,184           

Less:  Book value of property, plant and equipment sold (509,810)          (1,832,396)       
Less:  Assets written off -                -                
Total profit/(loss) on disposal of non-current assets (504,611)          (957,212)          

8 Cash and cash equivalents
2024 2023

$ $

Cash at bank and on hand 513,040           9,263,585        
Term deposits - QTC 6,408,248        420,212           

Balance per statement of cash flows 6,921,288        9,683,797        

Councils cash and cash equivalents are subject to a number of internal and external restrictions that limit amounts available for
discretionary or future use. These include:



Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

8 Cash and cash equivalents (cont.)
2024 2023

$ $

Unspent government grants and subsidies            441,439            955,085 

Internally imposed expenditure restrictions at the 
reporting date:

Future recurrent expenditure         2,899,493         2,761,961 

Total internally allocated cash         2,899,493 2,761,961        

9 Receivables

2024 2023
$ $

Current
Rateable revenue and utility charges 185,976           188,101           
Other debtors 1,787,426        3,084,134        
Allowance for credit losses (2,470)             (2,354)             

1,970,932        3,269,881        

10 Inventories

Costs are assigned on the basis of weighted average cost.

2024 2023
Inventories held for sale $ $

Inventories held for sale:
History books                5,670 5,670               

Inventories held for distribution:
Quarry, fuel, road materials and stores            391,368 561,106           

Land purchased for development and sale:
Cost of acquisition and development costs capitalised                      -   126,000           
Total inventories            397,038 692,776           

Externally imposed expenditure restrictions at the reporting date relate to the following 
cash assets:

Land acquired by Council with the intention of reselling it (with or without further development) is classified as inventory. 

Because Council is empowered under the provisions of the Local Government Act 2009 to sell an owner's property to recover
outstanding rate debts, Council does not impair rate receivables.

Interest is charged on outstanding rates at a rate of 11.64% (2023: 8.17%) per annum. No interest is charged on other debtors.

Settlement is required within 30 days after the invoice is issued.

Receivables are measured at amortised cost which approximates fair value at reporting date. 

Refer to Note 24 for the credit risk exposure of cash and cash equivalents.
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Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

11 Property, plant and equipment (cont.)

Capital work in progress

Depreciation, where applicable, is calculated on a straight-line basis such that the cost of the asset less its residual value is recognised
progressively over its estimated useful life to Council. Management believe that the straight-line basis appropriately reflects the pattern
of consumption of all Council assets.

The condition assessments performed as part of the annual valuation process for assets measured at written down current replacement
cost are used to estimate the useful lives of these assets at each reporting date.

The cost of property, plant and equipment being constructed by Council includes the cost of purchased services, materials, direct labour 
and an appropriate proportion of labour overheads.

Land, work in progress, certain cultural and heritage assets with heritage listing, road formations and formation work associated with the
construction of dams, levee banks and reservoirs are not depreciated.

(c) Depreciation

(a) Recognition

The asset capitalisation threshold for Council is:
 - Land                                  $1
 - Plant and equipment         $5,000
 - Infrastructure assets         $10,000

(b) Measurement

Property, plant and equipment assets are initially recorded at cost. Subsequently, each class of property, plant and equipment is stated
at cost or fair value less, where applicable, any accumulated depreciation and accumulated impairment loss.    

Land under roads and reserve land which falls under the Land Act 1994 or the Land Title Act 1994 is controlled by the Queensland
Government pursuant to the relevant legislation. This land is not recognised in these financial statements.

Key judgments and estimates:

Management reviews its estimate of the useful lives of depreciable assets at each reporting date, based on the expected utility of the
assets. Uncertainties in these estimates relate to technical or physical obsolescence that may change the utility of infrastructure assets.

(d) Impairment

An impairment loss is recognised as an expense in the Statement of Comprehensive Income, unless the asset is carried at a revalued
amount. When the asset is measured at a revalued amount, the impairment loss is offset against the asset revaluation surplus of the
relevant class to the extent available.

Where an impairment loss subsequently reverses, the carrying amount of the asset is increased to the revised estimate of its
recoverable amount, but so that the increased carrying amount does not exceed the carrying amount that would have been determined
had no impairment loss been recognised for the asset in prior years. A reversal of an impairment loss is recognised as income unless
the asset is carried at a revalued amount, in which case the reversal of the impairment loss is treated as a revaluation surplus increase.



Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

11 Property, plant and equipment (cont.)

(e) Valuation

(i) Valuation

On revaluation, accumulated depreciation is restated proportionately with the change in the carrying amount of the asset and any
change in the estimate of remaining useful life. Separately identified components of assets are measured on the same basis as the
assets to which they relate.

Non-current physical assets measured at fair value are revalued, where required, so that the carrying amount of each class of asset
does not materially differ from its fair value at the reporting date. This is achieved by engaging independent, professionally qualified
valuers to determine the fair value for each class of property, plant and equipment assets at least once every five years. This process
involves the valuer physically sighting a representative sample of Council assets across all asset classes and making their own
assessments of the condition of the assets at the date of inspection.

In estimating the fair value of an asset or a liability, the Council uses market-observable data to the extent it is available and other inputs 
as necessary.

Some of the Council's assets and liabilities are measured at fair value for financial reporting purposes.

Key judgments and estimates:

In the intervening years, management engage independent, professionally qualified valuers to perform a desktop valuation. A desktop
valuation involves management providing updated information to the valuer regarding additions, deletions and changes in assumptions
such as useful life, residual value and condition rating. The valuer then determines suitable indices which are applied to each of these
asset classes.

Fair values are classified into three levels as follows:

      -  Level 1 - Fair value based on quoted prices (unadjusted) in active markets for identical assets or liabilities
      -  Level 2 - Fair value based on inputs that are directly or indirectly observable, such as prices for similar assets, for the asset or 
liability
      -  Level 3 - Fair value based on unobservable inputs for the asset and liability

There were no transfers between categories during the year (2023: Nil). Council's policy is to recognise transfers in and out of the fair 
value hierarchy as at the end of the reporting period.







12 Contract balances

2024 2023
$ $

(a) Contract assets 1,030,514          2,972,885          

(b) Contract liabilities
306,098             894,869             

Non-capital performance obligations not yet satisifed 135,341             60,216               
441,439             955,085             

Current Contract Liabilities 441,439             955,085             
441,439             955,085             

Funds to construct Council controlled assets 512,572             1,046,229          
Non-capital performance obligations 200,189             202,967             

712,761             1,249,196          

(c) Significant changes in contract balances

13 Payables

2024 2023
$ $

Current
Creditors 1,372,680          1,727,826          
Accrued expenses 57,767               21,477               
ATO Payable (162,695)            70,720               

1,267,752          1,820,023          

Richmond Shire Council
Notes to the financial statements
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Revenue recognised that was included in the contract liability balance at the beginning of the year.

Funds received upfront to construct Council controlled assets

The contract liabilities in relation to capital grants relate to funding received prior to the work being performed since revenue is
recognised as Council constructs the assets. Council expects to recognise the contract liability as income in the next financial
year.

Significant movements in contract assets and contract liabilities that have occurred during the year were due to the change in
the timing of the work and monies received in advance for various projects.

Creditors are recognised when goods or services are received at the amounts owed. Amounts owing are unsecured and are
generally settled on 30 day terms.

Liabilities are recognised for employee benefits such as wages and salaries in respect of services provided by the employees
up to the reporting date.
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14 Borrowings

2024 2023
$ $

Current

Loans - Queensland Treasury Corporation
Opening balance 579,634             563,624             
Re-classified as current 593,415             576,256             
Principal repayments (576,928)            (560,246)            
Book value at end of period 596,121             579,634             

Non-current

Loans - Queensland Treasury Corporation
Opening balance 1,676,680          2,253,608          
Balance adjustment (693)                   (672)                   

Re-classified to current (593,415)            (576,256)            
Book value at end of period 1,082,572          1,676,680          

Loans - Queensland Treasury Corporation

Opening balance 2,256,314          2,817,232          
Balance adjustment (693)                   (672)                   
Principal repayments (576,928)            (560,246)            
Book value at end of period 1,678,693          2,256,314          

15 Provisions

Long service leave
The provision for long service leave represents the present value of the estimated future cash outflows to be made in respect of
services provided by employees up to the reporting date. The liability is calculated using current pay rates and projected future
increases in those rates and includes related employee on-costs. The estimates are adjusted for the probability of the
employee remaining in the Council's employment or other associated employment which would result in the Council being
required to meet the liability. Adjustments are then made to allow for the proportion of the benefit earned to date, and the result
is discounted to present value. The interest rates attaching to Commonwealth Government guaranteed securities at the
reporting date are used to discount the estimated future cash outflows to their present value.  

Interest is expensed as accrued. No interest has been capitalised during the current or comparative reporting period. Expected
final repayment date is 15 March 2027. There have been no defaults or breaches of the loan agreement during the period.

Where employees have met the prerequisite length of service and council does not have an unconditional right to defer this
liability beyond 12 months long service leave is classified as a current liability. Otherwise it is classified as non-current.

Council adopts an annual debt policy that sets out Council's planned borrowings for the next nine years. Council's current policy
is to only borrow for capital projects and for a term no longer than the expected life of the asset. Council also aims to comply
with the Queensland Treasury Corporation's borrowing guidelines and ensure that sustainability indicators remain within
acceptable levels.

The QTC loan market value at the reporting date was $1,638,656. This represents the value of the debt if Council repaid it at 
that date. As it is the intention of Council to hold the debt for its term, no provision is required to be made in these accounts.
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15 Provisions (cont.)

Refuse dump restoration 

2024 2023

$ $

Current
Annual leave 617,691             513,975             
Refuse restoration 77,128               -                   
Long service leave 887,921             847,907             

1,582,740          1,361,882          

Non-current
Refuse restoration 66,467               150,687             
Long service leave 93,881               92,583               

160,348             243,270             

Movements in non-employee benefit provisions:

Restoration of refuse dump
Balance at beginning of financial year 150,687             150,767             

(7,092)                (80)                     
Balance at end of financial year 143,595             150,687             

16 Asset revaluation surplus

2024 2023
$ $

Movements in the asset revaluation surplus were as follows:

Balance at beginning of financial year 133,921,894      126,221,696      
Net adjustment to non-current assets at end of period 
to reflect a change in current fair value:

Land and improvements 30,694.00          9,717                 
Buildings 3,124,890.00     2,406,934          
Road and Bridge 576,062.00        4,444,868          
Water Infrastructure 444,750.00        619,409             
Sewerage Infrastructure 227,794.00        219,270             
Other assets -                   -                   

Balance at end of financial year 138,326,084      133,921,894      

The closing balance of the asset revaluation surplus 
comprises the following asset categories:

Land and improvements 865,014             834,320             
Buildings 28,279,146        25,154,256        
Road and Bridge 97,711,271        97,135,209        
Water Infrastructure 5,104,479          4,659,729          
Sewerage Infrastructure 6,327,310          6,099,516          
Other assets 38,865               38,865               

138,326,085      133,921,894      

A provision is made for the cost of restoring refuse dumps where it is probable the Council will be liable, or required, to do this 
when the use of the facilities is complete. 

Net increase/(decrease) due to change in discount rate and estimated cost

The provision for refuse restoration is calculated as the present value of anticipated future costs associated with the closure of
the dump sites, decontamination and monitoring of historical residues and leaching on these sites. The calculation of this
provision requires assumptions such as application of environmental legislation, site closure dates, available technologies and
engineering cost estimates. These uncertainties may result in future actual expenditure differing from amounts currently
provided. Because of the long-term nature of the liability, the most significant uncertainty in estimating the provision is the costs
that will be incurred. The provision recognised for dump sites is reviewed at least annually and updated based on the facts and
circumstances available at the time. Management estimates that the site will close in 2025 and that the restoration will occur
progressively over the subsequent thirty years.

The asset revaluation surplus comprises revaluation movements on property, plant and equipment.
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17 Contingent liabilities

Local Government Mutual

Local Government Workcare

Other Contingent Liabilities

18 Superannuation - Regional Defined Benefit Fund

Details and estimates of maximum amounts of contingent liabilities are as follows:

There are no other contingent liabilities as at 30 June 2024.

As at 30 June 2024, the financial statements of the pool reported an accumulated surplus and it is not anticipated any liability 
will arise.

Council is a member of the Queensland local government worker's compensation self-insurance scheme, Local Government
Workcare. Under this scheme the Council has provided an indemnity towards a bank guarantee to cover bad debts which may
remain should the self insurance licence be cancelled and there was insufficient funds available to cover outstanding liabilities.
Only the Queensland Government’s workers compensation authority may call on any part of the guarantee should the above
circumstances arise. The Council's maximum exposure to the bank guarantee is $129,602 (2023: $100,000).

The Council is a member of the local government mutual liability self-insurance pool, LGM Queensland. In the event of the pool
being wound up or it is unable to meet its debts as they fall due, the trust deed and rules provide that any accumulated deficit
will be met by the individual pool members in the same proportion as their contribution is to the total pool contributions in
respect to any year that a deficit arises. 

Council contributes to the LGIAsuper Regional Defined Benefits (the scheme), at the rate of 12% (2023: 12%) for each
permanent employee who is a defined benefit member. This rate is set in accordance with the Brighter Super trust deed and
may be varied on the advice of an actuary. The Regional Defined Benefits Fund is a complying superannuation scheme for the
purpose of the Commonwealth Superannuation Industry (Supervision) legislation and is also governed by the Local
Government Act 2009. The scheme is managed by LGIAsuper trustee for LGIAsuper trading as Brighter Super. 

Technically Richmond Shire Council can be liable to the scheme for a portion of another local governments’ obligations should
that local government be unable to meet them. However the risk of this occurring is extremely low and in accordance with the
Brighter Super trust deed changes to council's obligations will only be made on the advice of an actuary.

The last completed actuarial assessment of the scheme as required under Superannuation Prudential Standard 160 was
undertaken as at 1 July 2021. The actuary indicated that “At the valuation date of 1 July 2021, the net assets of the scheme
exceeded the vested benefits and the scheme was in a satisfactory financial position as at the valuation date." The measure of
vested benefits represents the value of benefit entitlements should all participating employees voluntarily exit the scheme. The
Council is not aware of anything that has happened since that time that indicates the assets of the scheme are not sufficient to
meet the vested benefits, as at the reporting date.

The scheme is a pooled defined benefit plan and it is not in accordance with the deed to allocate obligations, plan assets and
costs at the council level. 

Any amount by which the scheme is over or under funded may affect future contribution rate obligations, but has not been 
recognised as an asset or liability of the Council. 
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18

2024 2023
Note $ $

Superannuation contribution made to the Regional Defined Benefit Fund 15,118               14,405               
Other superannuation contribution to employees 640,834             613,749             
Total superannuation contributions paid by Council for 5 655,952             628,154             

19

2024 2023

Note $ $

Trust funds held for outside parties

             159,462                63,602 

             159,462                63,602 

20 Reconciliation of net result for the year to net cash 
inflow (outflow) from operating activities

Net result (1,149,499)         8,694,732          
Non-cash and investing items:
Depreciation and amortisation 11 6,755,135          6,435,837          
Net (profit)/loss on disposal of non-current assets 7 504,611             957,212             
Capital grants and contributions 3(d) (8,906,611)         (11,286,203)       
Non-cash adjustment on borrowings (693)                   (672)                   
WIP write-off 297,326             -                   

(2,499,731)         4,800,906          

Changes in operating assets and liabilities:
(Increase)/ decrease in trade & other receivables 9 1,298,949          (830,985)            
(Increase)/decrease in inventory 10 295,738             (101,368)            
(Increase)/decrease in contract assets 12 151,550             (103,084)            
(Increase)/decrease in other assets (6,172)                (127,545)            
Increase/(decrease) in trade & other payables 13 (552,271)            (485,437)            
Increase (decrease) in contract liabilities 12 (442,512)            14,769               
Increase/(decrease) in provisions 15 137,936             (20,006)              

883,218             (1,653,656)         

Net cash inflow from operating activities (1,616,512)         3,147,250          

The next triennial actuarial review is not due until 1 July 2024.

Salary growth risk - The risk that wages or salaries will rise more rapidly than assumed, increasing vested benefits to be 
funded.

Investment risk - The risk that the scheme's investment returns will be lower than assumed and additional contributions are
needed to fund the shortfall. 

The most significant risks that may result in Brighter Super increasing the contribution rate, on the advice of the actuary, are:

Trust funds

Monies collected or held on behalf of other entities yet to be paid out to 
or on behalf of those entities

Council performs only a custodial role in respect of these monies. As these funds cannot be used by the Council, they are not
brought to account in these financial statements.

Superannuation - Regional Defined Benefit Fund (cont.)

No changes have been made to prescribed employer contributions which remain at 12% (2023: 12%) of employee salary or
wages and there are no known requirements to change the rate of contributions. 
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21 Reconciliation of liabilities arising from finance activities

Note
As at

30 June 2023
Non-cash 

adjustment
Cash Flows

As at
30 June 2024

Loans          2,256,314              (693) (576,928)            1,678,693          

14          2,256,314              (693) (576,928)            1,678,693          

Note
As at

30 June 2022
 Cash Flows 

As at
30 June 2023

Loans          2,817,232              (672) (560,246)            2,256,314          

14          2,817,232              (672) (560,246)            2,256,314          

22

2024 2023
$ $

Revenue from operations 848,304                          832,090 
Other income 241,721                          266,595 
Contributions from Council for operating funding 280,000                          280,000 
Expenditure from operations (1,369,153)                  (1,470,177)

Net result from operations                     872               (91,492)

Assets 310,063                          295,537 
Liabilities (197,228)                        (183,574)

Net assets at the reporting date              112,835              111,963 

The unaudited financial statements of The Kronosaurus Korner Board Inc. have not been consolidated with Council's financial 
statements as at the reporting date due to the association’s immateriality.

Information relating to the financial position of the controlled entity is set out below.

The Kronosaurus Korner Board Inc. is an incorporated association and does not have any share capital.

Controlled entity that has not been consolidated



23 Transactions with related parties

2024 2023 2024 2023 2024 2023

$ $ $ $ $ $

Kronosaurus Korner               280,000                   280,000                                -                                  -                                  -                             6,490 

Total               280,000                   280,000                                -                                  -                                  -                             6,490 

2024 2023

$ $

Short-term employee 
benefits

           1,058,061                   964,475 

Post-employment 
benefits

              122,298                   107,657 

Long-term benefits                 23,569                     12,239 

Total            1,203,928 1,084,371

2024 2023

$ $

                  252,505                       245,896 

                  622,685                       734,125 
Purchase of materials and services from 
entities controlled by key management 
personnel

Employee expenses for close family 
members of key management personnel

Rates and charges

Details of Transaction

Other related parties include the close family members of KMP and any entities controlled or jointly controlled by KMP or their close family members. Close
family members include a spouse, child and dependent of a KMP or their spouse.

KMP include the Mayor, Councillors, Council's Chief Executive Officer and executive management. The compensation paid to KMP for 2023-24 comprises: 

Details of transactions between council and other related parties are disclosed below and were at arms length and on commercial terms:

Detailed remuneration disclosures are provided in the annual report.

(c) Transactions with other related parties

(i) All close family members of key management personnel were employed through an arm’s length process. They are paid in accordance with the Award for
the job they perform. 

The council employs 75 (2023:70)  staff of which only  4 (2023:4) are close family members of key management personnel.

(ii) Council purchased materials and services from entities controlled by key management personnel. All purchases were at arm's length and in the normal
course of Council operations. The total disclosed includes the following:

Richmond Shire Council
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(b) Transactions with Key Management Personnel (KMP) 

Subsidiary

The group consists of Richmond Shire Council and one controlled entity. Details of the controlled entity are disclosed in Note 22.

The following transactions occurred with subsidiaries:

Council provides free rental to Kronosaurus Korner, which is dependent on Council. All funding support given to subsidiaries was agreed to by the Council for
the 2023-24 and 2022-23 financial years.

(a) Subsidiaries

Grants and subsidies provided by 
council Building Maintenance

Goods and services supplied by council, on normal terms and conditions
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23 Transactions with related parties (cont.)

2024 2023

$ $

                               -                             1,900 

                      153,104                       167,422 

                               -                             9,600 

                        14,583                                -   

                      419,831                       527,083 

                        35,147                         28,100 

                              20                               20 

Total                       622,685                       734,125 

(d) Outstanding balances

The only outstanding balance at the end of the reporting period in relation to transactions with related parties is $3,145 (2023: $1,496) for Nutrien Ag Solutions.

(e) Loans and guarantees to/from related parties

Council does not make loans to or receive loans from related parties. No guarantees have been provided.

(f) Transactions with related parties that have not been disclosed

 - Payment of rates

 - Dog registration 

Details of related party

Fox Helicopters, a company controlled by 
Councillor Patsy-Ann Fox

Various other related parties

Purchase of materials and services 
from entities controlled by key 
management personnel

Disaster assistance services

Other materials and services

Hire of plant and equipment
Kuhl & Co, a company controlled by 
Councillor June Kuhl

Fencing and labour, materials supply 
and equipment hire

North West Hardware, a company 
controlled by a close family member of 
Councillor John Macarthur Wharton

Saleyard services (cattle)
Jr Sale Yard Services, a company 
controlled by Councillor Terrence John Flute

Most of the entities and people that are related parties of Council live and operate within Richmond Shire. Therefore, on a regular basis ordinary citizen 
transactions occur between Council and its related parties. Some examples include:

Council has not included these types of transactions in its disclosure, where they are made on the same terms and conditions available to the general public. 

 - Borrowing books from a Council library

*Councillor Nick Buick and Councillor Sherreen Johnston are only employees of Liberty Oil Australia Pty Ltd and Nutrien Ag Solutions and have no controlling
 interests.

Liberty Oil Australia Pty Ltd*

Nutrien Ag Solutions *

Employer of Councillor Nick Buick

Employer of Councillor Sherreen Johnston

 - Use of Council's swimming pool



24 Financial instruments and financial risk management

(a) Financial assets and financial liabilities

Richmond Shire Council has exposure to the following risks arising from financial instruments:
Credit risk
Liquidity risk

Market risk

Financial risk management

Credit risk

The carrying amount of financial assets represents the maximum exposure to credit risk.

In the case of rates receivables, the Council has the power to sell the property to recover any defaulted amounts. In effect this power
protects the Council against credit risk in the case of defaults.

In other cases, the Council assesses the credit risk before providing goods or services and applies normal business credit protection
procedures to minimise the risk.

By the nature of the Council's operations, there is a geographical concentration of risk in the Council's area. Because the area is
largely cattle farming, there is also a concentration in the cattle farming sector.
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Cash and cash equivalents

The Council may be exposed to credit risk through its investments in the Queensland Treasury Corporation (QTC) Cash Fund and
QTC Working Capital Facility. The QTC Cash Fund is an asset management portfolio that invests with a wide range of high credit
rated counterparties. Deposits with the QTC Cash Fund are capital guaranteed. Working Capital Facility deposits have a duration of
one day and all investments are required to have a minimum credit rating of "A-", therefore the likelihood of the counterparty having
capacity to meet its financial commitments is strong.

No collateral is held as security relating to the financial assets held by Richmond Shire Council.

Richmond Shire Council is responsible for the establishment and oversight of the risk management framework, together with
developing and monitoring risk management policies.

Council's management approves policies for overall risk management, as well as specifically for managing credit, liquidity and market
risk.

Council's risk management policies are established to identify and analyse the risks faced, to set appropriate limits and controls and to
monitor these risks and adherence against limits. The Council aims to manage volatility to minimise potential adverse effects on the
financial performance of the Council.

Richmond Shire Council does not enter into derivatives.

Credit risk is the risk of financial loss if a counterparty to a financial instrument fails to meet its contractual obligations. These
obligations arise principally from the Council's investments and receivables from customers.

Exposure to credit risk is managed through regular analysis of credit counterparty ability to meet payment obligations. The carrying
amount of financial assets represents the maximum credit exposure.

Trade and other receivables
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24 Financial instruments (cont.)

2024 2023

$ $

Not past due 1,764,517           3,061,940 

Past due 31-60 days 19,103                     17,742 

Past due 61-90 days 658                               453 

More than 90 days 189,124                 192,100 

Impaired (2,470)                       (2,354)

Total 1,970,932       3,269,881    

Liquidity risk

Exposure to liquidity risk

0 to 1 year 1 to 5 years Over 5 years Total 
contractual 
cash flows

Carrying 
amount

$ $ $ $ $
2024
Trade and other payables 1,372,680       -                        -                             1,372,680 1,372,680    
Loans - QTC 636,965                   1,114,688                       -        1,751,653 1,678,693    

       2,009,645          1,114,688                       -        3,124,333     3,051,373 

2023

Trade and other payables 1,727,826       -                        -                             1,727,826 1,727,826    
Loans - QTC           636,965          1,751,653                       -        2,388,618 2,256,314    

       2,364,791          1,751,653                       -        4,116,444     3,984,140 

Market risk

The Council manages its exposure to liquidity risk by maintaining sufficient cash deposits and undrawn facilities, both short and long
term, to cater for unexpected volatility in cash flows. These facilities are disclosed in notes 8 and 14. 

The Council's approach to managing liquidity is to ensure, as far as possible, that it will have sufficient liquidity to meet its labilities
when they are due, under both normal and stressed conditions, without incurring unacceptable losses or risking damage to the
Council's reputation.

Market risk is the risk that changes in market prices, such as interest rates, will affect the Council's income or the value of its holdings
of financial instruments.

Richmond Shire Council is exposed to liquidity risk through its normal course of business and through its borrowings with QTC.

The following table sets out the liquidity risk in relation to financial liabilities held by the Council. It represents the remaining contractual
cashflows (principal and interest) of financial liabilities at the end of the reporting period, excluding the impact of netting agreements:

The outflows in the above table are not expected to occur significantly earlier or for significantly different amounts than indicated in the
table.

Liquidity risk is the risk that the Council will encounter difficulty in meeting the obligations associated with its financial liabilities that are
settled by delivering cash or another financial asset. 

 



Richmond Shire Council
Notes to the financial statements
For the year ended 30 June 2024

24 Financial instruments (cont.)

Interest rate risk

Sensitivity

1% increase 1% decrease 1% increase 1% decrease
$ $ $ $ $

2024

QTC cash fund 6,408,248     64,082            (64,082)             64,082            (64,082)           

Loans - QTC* 1,678,693     -                -                  -                -                

Net total 8,086,941     64,082            (64,082)             64,082            (64,082)           

2023

QTC cash fund 420,212        4,202              (4,202)               4,202              (4,202)             

Loans - QTC* 2,256,314     -                -                  -                -                

Net total      2,676,526               4,202                (4,202)               4,202              (4,202)

Fair value

25 Commitments for expenditure

Contractual commitments
Contractual commitments at end of financial year but recognised in the financial statements are as follows: 

2024 2023

$ $
Refuse Tip Management Contract 120,120          106,920            
Service Maintenance Contract -                34,500              
Swimming Pool 161,298          11,500              

281,418          152,920            

These expenditures are payable as follows: 
Within one year 240,013          152,920            
One to five years 41,405            -                  

281,418          152,920            

Net carrying 
amount

In relation to the QTC loans held by the Council, the following has been applied:   

Effect on Net Result Effect on Equity

The fair value of trade and other receivables and payables is assumed to approximate the value of the original transaction, less any
allowance for impairment. 

Richmond Shire Council is exposed to interest rate risk through investments and borrowings with QTC.

The Council has access to a mix of variable and fixed rate funding options through QTC so that interest rate risk exposure can be
minimised.

Sensitivity to interest rate movements is shown for variable financial assets and liabilities based on the carrying amount at reporting
date. 

QTC Fixed Rate Loan - financial instruments with fixed interest rates which are carried at amortised cost are not subject to interest
rate sensitivity.

*QTC Generic Debt Pool - the generic debt pool products approximate a fixed rate loan. There is a negligible impact on interest
sensitivity from changes in interest rates for generic debt pool borrowings.

QTC Client Specific Pool - client specific pool products are often rebalanced to a target benchmark duration. This partially exposes
clients to the level of interest rates at the time of rebalancing. Sensitivity on these products is provided by QTC through calculating the
interest effect over the period.

The following interest rate sensitivity analysis depicts what effect a reasonably possible change in interest rates (assumed to be 1%)
would have on the profit and equity, based on the carrying values at the end of the reporting period. The calculation assumes that the
change in interest rates would be held constant over the period.
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25 Commitments for expenditure (cont.)

Capital Commitments
Commitment for the construction of the following assets contracted for at the reporting date but not recognised as 
liabilities: 

2024 2023

$ $
Property, Plant and Equipment
Road, drainage and bridge network 2,122,547       3,152,645         
Buildings 188,498          57,618              
Other 230,269          354,630            

2,541,314       3,564,893         

These expenditure are payables as follows: 
Within one year 2,541,313       3,564,893         

2,541,314       3,564,893         

26 Events after the reporting period

There has not been any event that occurred after the end of the reporting period that has significantly affected, or may significantly
affect, the current or future fnancial results of the Council.



(i) the prescribed requirements of the Local Government Act 2009 and Local Government Regulation 2012  for the establishment and keeping 
of accounts have been complied with in all material respects; and

(ii) the general purpose financial statements present a true and fair view, in accordance with Australian Accounting Standards, of the Council’s 
transactions for the financial year and financial position at the end of the year.

Date:  22/10/2024                                                Date:  22/10/2024

For the year ended 30 June 2024

These general purpose financial statements have been prepared pursuant to sections 176 and 177 of the Local Government Regulation 2012 
(the Regulation) and other prescribed requirements.

In accordance with section 212(5) of the Regulation we certify that:

Name: John Wharton                                         Name: Peter Bennett

_____________________________________________         _______________________________________________________
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Financial statements

For the year ended 30 June 2024

Management Certificate

Mayor                                                                 Chief Executive Officer



 
 

 

To the councillors of Richmond Shire Council  

Report on the audit of the financial report 

Opinion 

I have audited the financial report of Richmond Shire Council.  

The financial report comprises the statement of financial position as at 30 June 2024, the 
statement of comprehensive income, statement of changes in equity and statement of cash 
flows for the year then ended, notes to the financial statements including material accounting 
policy information and the certificate given by the Mayor and Chief Executive Officer. 

In my opinion, the financial report: 

a)  June 2024, and of its 
financial performance for the year then ended; and 

b) complies with the Local Government Act 2009, the Local Government Regulation 2012 and 
Australian Accounting Standards. 

Basis for opinion 

I conducted my audit in accordance with the Auditor-General Auditing Standards, which 
incorporate the Australian Auditing Standards. My responsibilities under those standards are 
further described in the  section of 
my report. 

I am independent of the council in accordance with the ethical requirements of the 
Code of Ethics for 

Professional Accountants (including Independence Standards) (the Code) that are relevant 
to my audit of the financial report in Australia. I have also fulfilled my other ethical 
responsibilities in accordance with the Code and the Auditor-General Auditing Standards.  

I believe that the audit evidence I have obtained is sufficient and appropriate to provide a 
basis for my opinion. 

Other information 

The councillors are responsible for the other information. 

year ended 30 June 2024
thereon.  

the available other information in Richmond Shire 
Council  annual report for the year ended 30 June 2024 was the current year financial 
sustainability statement, current year financial sustainability statement - contextual ratios, 
and long-term financial sustainability statement and annual report. 



 
 
My opinion on the financial report does not cover the other information and accordingly I do 
not express any form of assurance conclusion thereon. However, as required by the Local 
Government Regulation 2012, I have formed a separate opinion on the current year financial 
sustainability statement. 

In connection with my audit of the financial report, my responsibility is to read the other 
information and, in doing so, consider whether the other information is materially 
inconsistent with the financial report and my knowledge obtained in the audit or otherwise 
appears to be materially misstated. 

If, based on the work I have performed, I conclude that there is a material misstatement of 
this information, I am required to report that fact. I have nothing to report in this regard. 

Responsibilities of the councillors for the financial report 

The councillors are responsible for the preparation of the financial report that gives a true 
and fair view in accordance with the Local Government Act 2009, the Local Government 
Regulation 2012 and Australian Accounting Standards, and for such internal control as the 
councillors determine is necessary to enable the preparation of the financial report that is 
free from material misstatement, whether due to fraud or error.  

The councillors are also responsible for assessing  to continue as a going 
concern, disclosing, as applicable, matters relating to going concern and using the going 
concern basis of accounting unless it is intended to abolish the council or to otherwise cease 
operations of the council.  

 

My objectives are to obtain reasonable assurance about whether the financial report as a 
whole is free from material misstatement, whether due to fraud or error, and to issue an 

assurance, but is not a guarantee that an audit conducted in accordance with the Australian 
Auditing Standards will always detect a material misstatement when it exists. Misstatements 
can arise from fraud or error and are considered material if, individually or in the aggregate, 
they could reasonably be expected to influence the economic decisions of users taken on 
the basis of this financial report. 

A further description of my responsibilities for the audit of the financial report is located at the 
Auditing and Assurance Standards Board website at:  

https://www.auasb.gov.au/auditors_responsibilities/ar4.pdf  

 

Report on other legal and regulatory requirements  

In accordance with s. 40 of the Auditor-General Act 2009, for the year ended 30 June 2024: 

a) I received all the information and explanations I required 

b) I consider that, the prescribed requirements in relation to the establishment and keeping 
of accounts were complied with in all material respects. 

  



Prescribed requirements scope

The prescribed requirements for the establishment and keeping of accounts are contained in 
the Local Government Act 2009, and the Local Government Regulation 2012. The applicable 
requirements include those for keeping financial records that correctly record and explain the 

financial report.

23 October 2024

Lisa Fraser Queensland Audit Office
as delegate of the Auditor-General Brisbane





Richmond Shire Council
Current-year Financial Sustainability Statement
For the year ended 30 June 2024

                   
Mayor                                                                                   Chief Executive Officer
Name: John Wharton                                                           Name: Peter Bennett

Date:  22/10/2024                                                                  Date:  22/10/2024

Certificate of Accuracy
For the year ended 30 June 2024

This current-year financial sustainability statement has been prepared pursuant to Section 178 of the Local 
Government Regulation 2012 (the regulation).

In accordance with Section 212(5) of the Regulation we certify that this current-year financial sustainability
statement has been accurately calculated.



 

 

INDEPENDENT AUDIT  REPORT 

 
To the Councillors of Richmond Shire Council 
 
Report on the Current-Year Financial Sustainability Statement 

Opinion 

I have audited the accompanying current-year financial sustainability statement of Richmond 
Shire Council for the year ended 30 June 2024, comprising the statement, explanatory 
notes, and the certificate of accuracy given by the Mayor and the Chief Executive Officer. 

In accordance with s.212 of the Local Government Regulation 2012, in my opinion, in all 
material respects, the current-year financial sustainability statement of Richmond Shire 
Council for the year ended 30 June 2024 has been accurately calculated. 

Basis of opinion  

I conducted my audit in accordance with the Auditor-General Auditing Standards, which 
incorporate the Australian Auditing Standards. My responsibilities under those standards are 
further described in the responsibilities for the audit of the current-year financial 
sustainability statement section of my report.  

I am independent of the council in accordance with the ethical requirements of the 
Accounting Professional and Ethical Standards Board APES 110 Code of Ethics for 
Professional Accountants (including Independence Standards) (the Code) that are relevant 
to my audit of the statement in Australia. I have also fulfilled my other ethical responsibilities 
in accordance with the Code and the Auditor-General Auditing Standards. 

I believe that the audit evidence I have obtained is sufficient and appropriate to provide a 
basis for my opinion. 

Emphasis of matter  basis of accounting 

I draw attention to Note 1 which describes the basis of accounting. The current-year financial 
sustainability statement has been prepared in accordance with the Financial Management 
(Sustainability) Guideline 2024 for the purpose of fulfilling the c
responsibilities under the Local Government Regulation 2012. As a result, the statement 
may not be suitable for another purpose. My opinion is not modified in respect of this matter. 

Other Information 

The councillors are responsible for the other information. 

The other information comprises 
year ended 30 June 2024, but does not include the financial sustainability statement and our 

.  

the available other information in Richmond Shire 
Council  annual report for the year ended 30 June 2024 was the general-purpose financial 
statements, current-year financial sustainability statement - contextual ratios,  and the long-
term financial sustainability statement and annual report. 

My opinion on the current-year financial sustainability statement does not cover the other 
information and accordingly I do not express any form of assurance conclusion thereon. 



 

 

However, as required by the Local Government Regulation 2012, I have formed a separate 
opinion on the general-purpose financial report. 

In connection with my audit of the financial sustainability statement, my responsibility is to 
read the other information and, in doing so, consider whether the other information is 
materially inconsistent with the financial sustainability statement and my knowledge obtained 
in the audit or otherwise appears to be materially misstated. 

If, based on the work I have performed, I conclude that there is a material misstatement of 
this information, I am required to report that fact. I have nothing to report in this regard. 

Responsibilities of the councillors for the current-year financial sustainability 
statement 

The councillors are responsible for the preparation and fair presentation of the current-year 
financial sustainability statement in accordance with the Local Government Regulation 2012. 
The councillors responsibility also includes such internal control as the councillors determine 
is necessary to enable the preparation and fair presentation of the statement that is 
accurately calculated and is free from material misstatement, whether due to fraud or error. 

responsibilities for the audit of the current-year financial sustainability 
statement 

My objectives are to obtain reasonable assurance about whether the current-year financial 
sustainability statement as a whole is free from material misstatement, whether due to fraud 

my opinion. Reasonable assurance is 
a high level of assurance, but is not a guarantee that an audit conducted in accordance with 
the Australian Auditing Standards will always detect a material misstatement when it exists. 
Misstatements can arise from fraud or error and are considered material if, individually or in 
the aggregate, they could reasonably be expected to influence the economic decisions of 
users taken on the basis of this statement.  

My responsibility does not extend to forming an opinion on the appropriateness or relevance 
of the reported ratios, nor on the c  

As part of an audit in accordance with the Australian Auditing Standards, I exercise 
professional judgement and maintain professional scepticism throughout the audit. I also:  

 Identify and assess the risks of material misstatement of the statement, whether due to 
fraud or error, design and perform audit procedures responsive to those risks, and 
obtain audit evidence that is sufficient and appropriate to provide a basis for my 
opinion. The risk of not detecting a material misstatement resulting from fraud is higher 
than for one resulting from error, as fraud may involve collusion, forgery, intentional 
omissions, misrepresentations, or the override of internal control. 

 Obtain an understanding of internal control relevant to the audit in order to design audit 
procedures that are appropriate in the circumstances, but not for the purpose of 
expressing an opinion on the effectiveness of the council  

 Evaluate the appropriateness of material accounting policy information used and the 
reasonableness of accounting estimates and related disclosures made by the council. 



I communicate with the council regarding, among other matters, the planned scope and 
timing of the audit and significant audit findings, including any significant deficiencies in 
internal control that I identify during my audit.

23 October 2024

Lisa Fraser Queensland Audit Office
as delegate of the Auditor-General Brisbane





                   
Mayor                                                                                   Chief Executive Officer
Name: John Wharton                                                            Name: Peter Bennet

Date:  22/10/2024                                                                  Date:  22/10/2024

Certificate of Accuracy
For the year ended 30 June 2024

This current-year financial sustainability statement - contextual ratio has been prepared pursuant to Section
178 of the Local Government Regulation 2012 (the regulation).

In accordance with Section 212(5) of the Regulation we certify that this current-year financial sustainability
statement has been accurately calculated.

Richmond Shire Council
Unadited Current-year Financial Sustainability Statement - Contextual Ratios
For the year ended 30 June 2024





Chief Executive Officer
Name: Peter Bennet

This long-term financial sustainability statement has been prepared pursuant to Section 178 of the Local Government Regulation 2012 
(the Regulation).

Richmond Shire Council 
Long-term  Financial Sustainability Statement
For the year ended 30 June 2024

Certificate of Accuracy
For the year ended 30 June 2024

In accordance with Section 212(5) of the Regulation we certify that this long-term financial sustainability statement has been accurately 
calculated.

Date:  22/10/2024                                                                  Date:  22/10/2024                                                                  

Mayor                                                                 
Name: John Wharton                                         
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Item 3.3 2024 Closing Report and 2024 Final Management Report 

 
EXECUTIVE SUMMARY 
In accordance with Section 213 of the Local Government Regulation 2012, the Mayor is 
required to present the audit management report at the next ordinary meeting after being 
received. The intent of this section is to ensure management reports are made open and 
available to the public. The 2024 closing report was received by Council on the 15 October 
2024 and the final management report was received by Council on the 23 October 2024. 
 
The 2024 closing report and final management report by the Auditor General for the 2023-24 
audit is tabled for Council’s consideration.  
 
OFFICER’S RECOMMENDATION 
That Council: receive and note the 2024 Closing Audit Report as in accordance with 
Section 213 of the Local Government Regulation 2012. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
 
Report 
There were no current issues raised, of the 4 previously raised issued only 3 remain. 
Management commentary has been provided to Queensland Audit Office (QAO) on these 
items and is included in the final version of the report.  
 
This report is the final outcome of the external audit along with audited financial statements 
which are included for Council’s adoption as part of the Annual Report for the 2023-2024 
financial year.  
 
Consultation (Internal/External) 
External: Pitcher Partners for Queensland Audit Office 
 
Attachments  
Attachment Q –  

• 2024 Closing Report 

• Final Management Report 

 

Report prepared by Peta Mitchell (Director of Corporate Services) 
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4. Status of issues 

Internal control issues  

The following table identifies the number of deficiencies in internal controls and other matters we have 

identified. Details of the deficiencies we identified during our final audit are outlined further in this section. Refer 

to section 7 Matters previously reported for the status of previously raised issues. 

Year and status Significant deficiencies Deficiencies Other matters* 

Current year issues - - - 

Prior year issues – unresolved 1 2 - 

Prior year issues – resolved - - 1 

Total issues 1 2 1 

Note: *Queensland Audit Office only tracks resolution of other matters where management has committed to implementing action. 

Our ratings are as follows. For more information and detail on our rating definitions, please see the webpage 

here: www.qao.qld.gov.au/information-internal-controls or scan the QR code.  

 

 

 

 

Financial reporting issues  

We have not identified any new financial reporting issues during our audit; further, there were no outstanding 

issues brought forward from the previous period. Refer to section 7 Matters previously reported for the status of 

previously raised financial reporting issues. 

 

  

Internal control issues 

Significant deficiency Deficiency Other matter 

S D O 























Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 3.4 2024 Audit Committee Briefing Paper 

 
EXECUTIVE SUMMARY 
The 2024 Audit committee briefing paper by the Queensland Audit Office for the 2023-24 audit 
is tabled for Council’s consideration. 
 
OFFICER’S RECOMMENDATION 
That Council: receive the 2024 Audit Committee briefing paper. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
 
Report 
The paper provides the areas of focus for the audit completed and information relevant to the 
Council.  
 
Consultation (Internal/External) 
External: Pitcher Partners for Queensland Audit Office 
 
Attachments  
Attachment R – 2024 Audit Committee Briefing Paper 

 

Report prepared by Peta Mitchell (Director of Corporate Services) 
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Richmond Shire Council

22 October 2024

QAO representatives
Lisa Fraser — Director (QAO)

Nicole Short — Manager (QAO)

Andrew Robin — Engagement Leader (Pitcher Partners)

Chris McNee — Engagement Manager (Pitcher Partners)

2024 AUDIT COMMITTEE BRIEFING PAPER
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1. Summary

Audit progress – On track

We have completed our final audit.

Financial reporting risks and areas of audit focus

We have completed our audit procedures over the areas of audit focus that we identified in the external 

audit plan. There are no changes to our areas of audit focus raised within the 2024 external audit plan.

Key milestones

14 June 2024 pro forma financial statements due (met)

12 July 2024 asset valuations due (met)

13 September 2024 financial statements due (met)

Internal controls and financial reporting issues

4 active and 0 closed issues

$246,000 overall materiality

Based on our work to date, which included a walkthrough of key control processes to assess design and implementation 

of your controls. We have not identified any new control deficiencies and no new financial reporting issues.   

This graph summarises the current status of significant deficiencies, deficiencies, and other matters that we have

previously reported.

0 0.5 1 1.5 2 2.5

Financial reporting issues

Other matters

Deficiencies

Significant deficiencies

Resolved Resolved pending QAO verification Not yet due Overdue
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2. Key financial audit milestones

The following table details the current status of key financial reporting and audit deliverable milestones for your 

entity since our last interim report dated 14 June 2024. 

Planning Agreed date Completed date

External audit plan issued to client 14 May 2024 14 May 2024 
Interim

Interim testing visit 15 May – 17 May 2024 17 May 2024 
Interim report outlining preliminary audit findings issued to client 14 June 2024 14 June 2024 
Proforma financial statements due to audit 14 June 2024 17 May 2024 
Feedback on proforma financial statements to client 12 July 2024 9 July 2024 
Asset valuations reviewed by audit 12 July 2024 12 July 2024 
Final

Year-end visit 16 Sep – 20 Sep 2024 20 Sep 2024 
Working draft financial statements to audit 6 Sep 2024 16 Sep 2024 
Complete draft financial statements to audit 13 Sep 2024 16 Sep 2024 
Feedback on draft financial statements to client 25 Sep 2024 24 Sep 2024 
QAO closing report summarising the audit findings issued to 

client

15 October 2024 15 October 2024 

Audit committee clearance 22 October 2024 DD Month Year 
Financial statements signed by management 22 October 2024 DD Month Year 
Audit report including our audit opinion issued to the client 28 October 2024 DD Month Year 
Final management report outlining the final audit findings issued 

to the client

28 October 2024 DD Month Year 

Report to parliament 28 October 2024

Note:  Audit visit | Richmond deadline |  QAO deadline                     Completed  |   On track  |   Behind schedule

3. Controlled Entities

Your entity is currently involved in the following assurance audit and resultant report to QAO:  

Report Status

Kronosaurus Korner Board Inc Final audit work completed at the same time as final audit visit for Richmond Shire 

Council.
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4. Update on new reports and resources

Recently tabled reports to parliament

We have tabled the below reports to parliament. For more information on any of these reports, please see our 

website: www.qao.qld.gov.au/reports-resources/reports-parliament.

Local government 2023 (Report 8: 2023–24)

We present to you our update on reports and resources, as at 14 October 2024. It provides an overview of 

the information relevant to your entity, including learnings from our tabled reports to parliament, newly 

published resources such as our blog articles and fact sheets, and an update on our audits that are in 

progress.

 Financial reporting timeliness has declined for the third year in a row with more councils not meeting their 
statutory deadline.

 Councils are also delaying the signing of the financial statements right to the end of their statutory timeframes, 
meaning financial statements in some cases are not available to their community almost 5 months after the 
end of their reporting date.

 Poor accounting practices continue to be the primary driver for councils not being able to complete their 

financial statements in a timely manner.

 There are still 121 significant deficiencies that need to be addressed, 90 of which have remained unresolved 
for more than 12 months. 

 Approximately 50% of these issues unresolved for more than 12 months are within councils that don’t have 
an audit committee or an internal audit function.

 Significant deficiencies over information systems continue to increase with 45 councils having at least one or 
more significant deficiencies in their IT systems.

 Despite our earlier recommendations, 17 councils have not provided cyber security training to their staff.
 Deficiencies in procurement and risk management also continue to exist with 26 councils having at least one 

deficiency.
 There are more councils than before that either do not have policies and procedures, or their policies and 

procedures are outdated to the extent that they are not relevant to their organisation anymore. This means 

transitioning new employees and on-boarding of new elected members will be a challenge for these councils.

Control environment needs attention

 A third of council’s head of finance do not have professional qualifications (i.e. membership with CAANZ, CPA 
etc).

 When councils are unable to attract and retain qualified professionals, they engage consultants and contractors 
to assist with the preparation of their year-end financial statements. However, this does not build capability 
within their finance team or improve their maturity in the financial reporting process and their control 

environment.

Maturity of the sector has not improved due to a shortage of qualified professionals 

Timeliness of financial reporting

Financial performance and sustainability has deteriorated

 Although all councils received advanced grant funding in the form of Financial Assistance Grants:
o Almost 50% of the sector have made operating losses. In the event of lower or no advance funding 

in 2024, the financial performance is expected to further deteriorate.
o There are more councils that are in the moderate and high risk category at 30 June 2023 

(48 councils) compared to 30 June 2022 (46 councils).

 New sustainability measures come into effect from 1 July 2023, however the department’s framework does 
not measure financial sustainability. As such councils and the community will not have an understanding of 
what their financial sustainability risk would be when these ratios are reported for the first time at 30 June 

2024.
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Report Summary

2024 status of Auditor-

General’s recommendations

Report 1: 2024-25

Tabled 20 September 2024

The Queensland Audit Office (QAO) makes recommendations and provides insights to 

state and local government entities to help them improve the delivery of their services. 

This is important work that helps make a difference to the lives of Queenslanders.  

This is our fourth report to parliament on the status of Auditor-General’s 

recommendations. We asked 84 entities to self-assess their progress in implementing 

603 performance audit recommendations from 40 QAO reports tabled in parliament 

between 2015–16 and 2022–23. Based on these self-assessments, we share insights 

on the progress that has been made and highlight opportunities for improvement: 

www.qao.qld.gov.au/reports-resources/reports-parliament/2024-status-auditor-

generals-recommendations

Wider learnings

Entities should provide clear information to explain their progress

Entities are keeping better track of the recommendations we make. However, some 

entities could better explain the progress they have made. Capturing clear and concise 

information on the actions they have taken to address our recommendations can help 

an entity’s leaders and governance groups understand what has been done and 

whether the intended outcomes have been achieved. This, in turn, allows for more 

streamlined annual reporting to QAO on the status of these recommendations.

Entities should proactively identify and manage risk  

Entities need strong and robust risk management practices. This includes developing a 

framework and systematic process for identifying, assessing and mitigating risks. 

Strong risk management practices can enhance decision making, drive innovation and 

growth and help entities tackle unforeseen challenges.  

Entities need to build agile workforces  

Public sector entities need to build agile workforces, so they can anticipate and 

respond to future needs in a rapidly changing environment. Improved workforce 

planning can help attract and retain the right talent to help entities navigate these 

challenges and deliver on their objectives. While entities report developing strategic 

workforce plans, many are still working to embed them.

Queensland’s regions 2023 

Report 14: 2023-24

Tabled 13 June 2024

Queensland is the second largest state in Australia and has the most people living 

outside greater capital city areas. Queensland’s regions (referring to all areas outside 

Greater Brisbane) cover around 99 per cent of the state. It ranges from coastal cities, 

like the Gold Coast, through to the Far North, to more remote outback areas. Our 

regions are home to diverse regional economies and environments, reflected in 

significant industries like mining, manufacturing, agriculture, and tourism. 

This report brings together insights from our financial audits across entities, and 

analyses data on state and local government service delivery and support to the 

state’s regions: www.qao.qld.gov.au/reports-resources/reports-

parliament/queenslands-regions-2023

Wider learnings

 Entities may need to adapt their plans and services to accommodate changing 

community needs.  

 Having useful data is important for measuring the success of policy initiatives. 

Without it, entities cannot accurately track their progress against objectives. 

Entities across government must work together to effectively deliver initiatives, 

including working across internal boundaries, having clear roles and responsibilities for 

each entity, and implementing appropriate governance arrangements. Entities may 

need to contribute some of their own resources to achieve a common goal. 

Responding to and recovering 

from cyber attacks 

Report 12: 2023–24

Tabled 4 June 2024

The nature, frequency, and severity of cyber attacks continues to grow and evolve. 

Public sector and local government entities, regardless of size or location, are a target 

because of what they do and the type of information they hold. Cyber incidents may 

compromise entities’ information systems and business operations –significantly 

disrupting the delivery of critical public services. This can have long-lasting economic 

and social impacts. All entities need to proactively manage their cyber security risks,

identify vulnerabilities, and ensure they can respond to an incident. 

This report discusses how prepared public sector entities are to respond to and 

recover from cyber security incidents. We examined 2 lead entities and their role in 
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Report Summary

guiding cyber security across the Queensland Government, and 3 other entities with 

differing levels of resourcing and capability for managing cyber incidents: 

www.qao.qld.gov.au/reports-resources/reports-parliament/responding-recovering-

cyber-attacks

We have published 2 better practice guides. Our checklist of key questions for those 

charged with governance (executive management, boards, and councillors) to 

consider when planning how they respond to and recover from cyber security 

incidents: www.qao.qld.gov.au/reports-resources/better-practice/cyber-response-

recovery-governance-checklist. And a checklist for entities to map where they do or do 

not hold cyber capabilities: www.qao.qld.gov.au/reports-resources/better-practice/role-

capability-checklist-cyber-attack-response-recovery.

Listen in to our podcast Cyber risk: what do we do now? as 2 of our senior directors 
and the Queensland Government Cyber Security Unit chat about what chief executives 
need to consider, including risk management, controls, and what to do if you 
experience an attack: www.qao.qld.gov.au/reports-resources/podcasts. 

Wider learnings

Take a business-led approach to cyber incident response 

Responding to a cyber attack requires a coordinated approach across the business. It 

is not simply a technical exercise. This ‘business-led approach’ focuses on the broader 

organisational impacts of a cyber incident rather than just the technical cyber and

systems elements. Entities should bring key stakeholders such as legal, 

communications, and operational areas in with management and technical teams to 

coordinate the response.  

Periodically test preparedness 

Entities need to test their preparedness for managing and responding to cyber attacks. 

Just having plans in place is not sufficient. Testing these plans through exercises such 

as cyber simulations: 

 provides entities with valuable feedback on how they are managing risks and 

identifying vulnerabilities, and helps them identify any areas requiring improvement 

 gives key personnel experience in managing these incidents in a safe environment.

Take ownership of third-party cyber-related risks

Those charged with governance at public sector entities and local governments need 

to understand and be accountable for all of their cyber risks. Most entities have 

arrangements in place with third-party providers, which includes access to systems 

and to expertise and resources. Entities must understand risks that arise under these 

arrangements and be accountable for managing them. 

Collaborate and share learnings

Most entities face similar cyber risks and use similar products, networks, hardware, 

systems, and applications. As such, it is critical that entities proactively share their 

knowledge and lessons learned, and collaborate to improve their preparedness. All 

entities should take part in central communities of practice and forums available to 

them, such as those the Queensland Government Cyber Security Unit leads. 

Evolve alongside changing cyber risks

The changing nature of technology means that cyber security threats evolve rapidly. 

The development of new technologies, such as artificial intelligence and machine-

learning, compounds this. Entities need to continually revisit and refresh their plans 

and risk assessments to ensure they are prepared for a cyber attack.  

Insights from other jurisdiction: Cyber security in local government

Background:

Audit Office of New South Wales (NSW AO) reports to Parliament over the years have highlighted gaps in 
councils' cyber security risk management approaches since 2020. 
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Their Local Government 2023 report, tabled in March 2024, found that 50 councils were yet to implement cyber 
security governance frameworks and related internal controls.

Following on from a series of reports in the cyber security theme, the NSW AO recently published their report 
on cyber security in local government. This audit undertook a deep dive into 3 councils and assessed how 
effectively they identified and managed cyber security risks.

Findings in this report that relate to councils:

1. All three councils did not effectively identify and manage cyber security risks.
a. Risk management processes did not identify and manage cyber risk.
b. Ineffective governance arrangement in managing and reporting cyber security risks .
c. Value of the information assets and systems were not assessed to inform the risk councils are exposed 

to.
d. Ineffective policies and procedures to manage cyber risk and no plans to improve their cyber security.
e. No clear and consistent approach to monitoring the effectiveness of controls to mitigate identified cyber 

security risks.
2. Councils do not have up to date plans and processes to support effective detection, response and recovery 

from cyber security incidents.
a. Lack of cyber incident response plan to ensure an effective response to and prompt recovery from 

cyber incidents.
b. Out of date business continuity and disaster recovery planning. 
c. No clearly defined roles and responsibilities for detecting, responding to  and recovering from cyber 

incidents.
d. No  register of cyber incidents was maintained to record information about the sources and types of 

incidents experienced and relevant responses, to support post-incident evaluation.

Recommendations to NSW councils in this report:

 Integrate the assessment and monitoring of cyber security risks into corporate governance processes.
 Complete a self-assessment against the foundational requirements in the Cyber Security Guidelines –

Local Government and report the results to audit committees.
 Implement a plan and program to improve cyber security. 

 Develop, implement and test a cyber incident response plan.

What can Queensland councils take away from this report?

1. Review the recommendations made in this report and consider them as a part of your risk assessment 
process, and cyber security plans, including the response and recovery process.

2. Undertake a self-assessment of your council’s practices against the NSW's cyber security guideline for 
local governments to identify any improvement opportunities.

3. Discuss the results of the self-assessment with your audit committees and elected members. 

Recent blog articles of interest

QAO’s blog, available at www.qao.qld.gov.au/blog, provides updates on topical issues, insights from our work, 

and general news from QAO. Here are the latest posts you may be interested in.

Published About

Rethinking data governance 

for artificial intelligence and 

emerging technologies

Published date 3 October 2024

Data analysis is powerful, and can help us make effective, evidence-based decisions. 

But while its rapid evolution offers new insights, we must balance this with strong 

governance practices and respect for the data itself. This blog delves into this ever-

expanding world and highlights what entities should consider when rethinking their 

relationship with data: www.qao.qld.gov.au/blog/rethinking-data-governance-artificial-

intelligence-emerging-technologies

Why is it important to report 

material losses to QAO?

Published 3 September 2024

Reporting material losses to QAO is more than just a compliance exercise. Proactive 

entities reap the benefits of timely reporting, which allows us to work with you to 

identify underlying causes and take preventative action. The more we know, the more 

we can help you, and share common insights and advice that can help others. Find out 

more about the benefits and who must report losses, including when and how: 

www.qao.qld.gov.au/blog/why-it-important-report-material-losses-qao
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Understanding general 

purpose financial statements 

Published 8 August 2024

Financial statements contain a wealth of useful information about how an organisation 

is performing. But they can be difficult to understand if you don’t have a strong finance 

or accounting background. This blog provides an overview of what general purpose

financial statements are and the main components they contain:

www.qao.qld.gov.au/blog/understanding-general-purpose-financial-statements

Resources for new 

councillors  

Published 31 July 2024

As elected members, Queensland’s councillors set the strategic direction of their 

councils and make crucial decisions that impact their delivery of services for the 

community. QAO has a range of resources for all councillors, including reports to 

parliament, better practice tools and guides, blogs, and an interactive data dashboard 

on council performance and demographics. Find out more about how these resources 

support effective financial decision-making, managing assets to meet community 

needs, practising good governance, and responding to cyber threats:

www.qao.qld.gov.au/blog/resources-new-councillors

Advice on setting your risk 

appetite  

Published 19 June 2025

Risk appetite is an ever-evolving aspect of an organisation. It's rarely a set and forget 

exercise, and should be revisited regularly. Organisations can use it to drive decision-

making, understand the extent of controls needed to manage risks, and assess how to 

take advantage of opportunities. The second blog in our risk series outlines how to set 

and monitor your risk appetite: www.qao.qld.gov.au/blog/advice-setting-your-risk-

appetite

Ex-gratia payments – what 

those charged with 

governance need to consider.

Published date 4 April 2024

Queensland public sector entities, including local governments, occasionally make ex-

gratia payments, sometimes called special payments, to terminated employees and 

third parties. Ex-gratia payments are regularly made with non-disclosure 

agreements/conditions.

Our recent reports to parliament have identified several significant internal control 

deficiencies over ex-gratia payments made by some public sector entities, including:

 issues in authorising payments

 failure to maintain appropriate records supporting the reason for the payment

 inadequate policies covering when ex-gratia payments can be made and how 

they are made

 lack of transparency and accountability over the payments.

This blog summarises what boards, councils, and executive management should 

consider before authorising ex-gratia payments.

Read it here: https://www.qao.qld.gov.au/blog/ex-gratia-payments-what-those-

charged-governance-need-consider

What we covered at our 2024 

client technical update event.

Published date 14 March 2024

Each year, the Queensland Audit Office (QAO) holds an in-person and live-streamed 

event for all our clients’ chief financial officers, finance managers, and other staff 

involved in financial statement preparation. We share and discuss emerging issues 

and opportunities from our audit work across entities, upcoming changes to financial 

reporting requirements and other technical matters, and updates on our audit program.

Read it here: https://www.qao.qld.gov.au/blog/what-we-covered-our-2024-client-

technical-update-event

Keep fraud risks front and 

centre in 2024.

Published date 26 February

2024

Fraud and corruption risks are pervasive to all organisations, regardless of whether 
they operate in the public or private sector, or are for-profit or not-for-profit.

It’s important that all entities self-assess their operating environments and any risks to 
them. But designing preventative and detective internal controls isn’t a one size fits all 
exercise. A large department has different risks to a hospital and health service, which 
again has different risks to a local government. This is expected as they operate in 
different environments.
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Once an entity has identified any risks that arise from their self-assessment, it needs to 
ensure their overarching risk management plans effectively target and address them.

Read it here: https://www.qao.qld.gov.au/blog/keep-fraud-risks-front-centre-2024

Our refreshed financial 

statement maturity model and 

tool.

Published date 13 February 

2024

The Queensland Audit Office (QAO’s) financial statement maturity model helps entities 

identify strengths and improvement opportunities in their financial reporting processes. 

We have refreshed our model, which is based on better practice, so it’s easier for our 

clients to use. We published our new model with our recently tabled Local government 

2023 report to parliament.

Read it here: https://www.qao.qld.gov.au/blog/our-refreshed-financial-statement-

maturity-model-tool

Risk management – where do 

we start?

Published date 5 February 2024

Risk management has never been more important than it is now. Today’s global risk 

landscape has a wide range of more complex risks that hit harder, come faster, are 

interlinked, and bring more profound disruptions.

Recent events have significantly changed the business environment, such as the 

COVID-19 pandemic, wars, and supply chain disruption. This, alongside the now-

pervasive use of digital technology, makes identifying and mitigating risks a challenge 

for any business.

This blog introduces the principles of risk management and gives an update on our 

refreshed maturity model. It will be the first in a series of blogs we are planning on this 

topic.

Read it here: https://www.qao.qld.gov.au/blog/risk-management-where-do-we-start

Lessening the year-end rush: 

embracing a hard close audit.

Published date 30 January 2024

A ‘hard close’ audit – one way we can improve quality and bring more of our work 

forward in the year.

The Queensland Audit Office (QAO) has agreed with some clients to undertake a ‘hard 

close’ financial audit this year. This blog explains what a hard close is, how we do it, 

and why you should consider it next financial year for your entity.

Read it here: https://www.qao.qld.gov.au/blog/lessening-year-end-rush-embracing-

hard-close-audit

Upcoming QAO events

Briefing for audit committee chairs

QAO briefs the chairs of public sector and local government audit committees twice each year. The next 

briefing is on 3 December 2024. Invitations were sent in August 2024. 

The most recent briefing was held on 1 May 2024.  

Copies of the presentations from our prior updates are available on our website: www.qao.qld.gov.au/reports-

resources/events

Client technical audit update

The most recent update was held on 21 February 2024 and covered Queensland Treasury and QAO providing

an update on auditing and accounting standards, managing change and internal controls, how QAO is 

preparing to audit climate reporting, and key learnings from reports and upcoming audits. Tourism and Events 

Queensland also presented on system implementation from a client's perspective. A copy of the presentation is 

available on our website: www.qao.qld.gov.au/reports-resources/events.
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Appointment of Queensland Auditor-General

Rachel Vagg commenced as Queensland’s 24th Auditor-General on 12 August 2024. As per the Auditor-

General Act 2009, her term is for a fixed period of 7 years. Rachel succeeds Brendan Worrall, who concluded 

his tenure on 10 July 2024. 

Rachel has extensive government experience, including as an Assistant Auditor-General at the Queensland 

Audit Office and as a partner at a global consulting and advisory firm. 

Queensland’s Auditor-General is an independent officer of Queensland’s parliament and the chief executive 

and accountable officer for the Queensland Audit Office. 

5. Climate-related financial disclosures 

The Commonwealth Treasury has issued proposed legislation outlining the scope of mandatory climate and 

environmental sustainability reporting and assurance.

In June 2023, the International Sustainability Standards Board (ISSB) issued its first 2 standards – IFRS S1 

General Requirements for Disclosure of Sustainability-related Financial Information and IFRS S2 Climate-

related Disclosures. 

In October 2023, the Australian Accounting Standards Board (AASB) issued Exposure Draft SR1 Australian 

Sustainability Reporting Standards (ASRS) 1 General requirements for disclosure of Climate-related Financial 

Information for public feedback. The AASB’s approach is to take a ‘climate-first’ approach. It is proposing that 

references to sustainability in the ISSB standards be replaced with ‘climate-related’ in the Australian 

equivalents.

In January 2024, the Commonwealth Treasury issued proposed legislation on how it will mandate application of 

climate-related financial disclosures to entities reporting under the Corporations Act 2001 (Corprations Act).

These proposals are expected to affect many Queensland government owned corporations (GOCs).

It will be up to Queensland Treasury to determine how the standards apply to the public sector entities under its 

jurisdiction that are outside of the Corporations Act (such as departments and statutory bodies). Queensland 

Treasury is currently evaluating how the content of the proposed standards will apply to these entities. This will 

include those registered as companies who are required to report under the new standards.

The impact on your entity

Your entity is not included in the scope of the draft Commonwealth legislation. Therefore, you are not a 

mandatory reporting entity and will need to follow the guidance from Queensland Treasury. 
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Item 4.  Reports for Consideration – Community Services    

 

Item 4.1 Expressions of Interest to Host Australia Day 

 
EXECUTIVE SUMMARY 
One expression of interest to host Australia Day 2025 has been received from the Richmond 
Tennis Club. 
 
OFFICER’S RECOMMENDATION 
That Council: decide on the host for Australia Day 2025. 
 

 
Budget & Resource Implications 
$1,000.00 
 
Background 
Nil 
 
Consultation (Internal/External) 
N/A 
 
Attachments  
Attachment S – Proposal  
  

Report prepared by Angela Henry (Director of Community Services and Development) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Richmond Tennis Club
Sincerely,

President: Tiffany Hintz
Vice-President: Stephanie Fields
Treasurer: Jodie Fox 
Secretary: Kristy-Lee Littlewood

A:
E:

63 Crawford Street, Richmond QLD 4822
richmondtennisnwq@outlook.com

Richmond Tennis Club would like to express interest to host
Australia Day Awards 2025.

The club would offer the following:
Awards Ceremony at the Club House - starting at 5:00pm.
Committee and Volunteers Members to organise and serve
BBQ. 
Social Tennis, Thong Toss & Tug-a-war (Adults & Children)

Council will provide the following:
All food for free community event.
Chairs, tables ect.

If successful we require a wet area permit to be granted so that the
club are able to have B.Y.O Alcohol (no glass). 

Event to end at 9:00pm.

Host Australia Day Awards
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Item 4.2 Abuse and Neglect Policy 

 
EXECUTIVE SUMMARY 
To provide worker guidance in the prevention and reporting of consumer elder abuse and 
neglect. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Abuse and Neglect Policy as presented. 
 

 
Budget & Resource Implications 
Nil 
 
Background 
The Aged Care Policies are updated as per the legislative requirements. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment T – Policy 
  

Report prepared by Angela Henry (Director of Community Services and Development) 
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1 PURPOSE 

To provide worker guidance in the prevention and reporting of consumer elder abuse1 and neglect.2 
 

2 SCOPE 

Home Care  
 

3 CARE TEAM AND RESPONSIBILITIES 

The care team who contributes to preventing and reporting suspected consumer abuse and neglect 
include: 

• Medical Practitioner: medical assessment and treatment 

• Registered Nurse (and Enrolled Nurse within scope of practice): communication with the consumer 
and other people involved in their care (with consent); supervision of workforce to prevent abuse and 

 
1  Elder abuse: A single or repeated act or lack of appropriate action, occurring within any relationship where there is an 

expectation of trust which causes harm or distress to an older person. World Health Organisation Elder abuse can take various 
forms including financial, physical, psychological, emotional and sexual abuse or neglect. Elder abuse | Australian Human 
Rights Commission Accessed July 2024  

2  Neglect: A breach of the duty of care owed by the provider, or worker of the provider, to the consumer; a breach of professional 
standards by a worker of the provider in providing care or services to the consumer Australian Government Aged Care Quality 
and Safety Commission 2022 Reportable Incidents: Neglect Fact Sheet 

POLICY STATEMENT 

Richmond Aged Care is committed to providing high quality and safe services, preventing elder 
abuse and neglect and fostering a safe environment for consumers and the workforce. 

https://humanrights.gov.au/elderabuse
https://humanrights.gov.au/elderabuse
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neglect; nursing assessment and appropriate care provision; reporting through incident and SIRS 
management processes if abuse or neglect is suspected; emotional support of consumers and 
workforce; training of workforce regarding abuse and neglect.  

• Health professionals: specialist assessment; advice and care planning; supervision of workforce to 
prevent abuse and neglect; reporting suspected consumer abuse or neglect to Registered Nurse; 
participation in training regarding abuse and neglect.  

• Support workers: following and implementing care/support plans; observing for suspected 
consumer abuse and neglect and reporting this to the Registered Nurse; participation in training 
regarding abuse and neglect. 

• All workforce: observing for suspected consumer abuse and neglect and reporting this to the 
Registered Nurse; participation in training regarding abuse and neglect. 

• Consumers and their representatives/substitute decision makers: reporting any suspected 
abuse or neglect to the Registered Nurse to investigate. 

 

4 PREVENTING ABUSE AND NEGLECT 

Under the Charter of Aged Care Rights, consumers have the right to safe and high-quality care and 
services, the right to be treated with dignity and respect, and the right to live without abuse and neglect.3 
Richmond Aged Care is responsible for providing facilities and services for consumers, workers and 
others that are free from abuse and neglect. In identifying and reporting abuse and neglect and will report 
to the SIRS if we suspect abuse or neglect has occurred.  
 
See also the Queensland Government Information for Health Professionals 6-step approach to help 
health professionals assess and respond to elder abuse.4  
 
4.1 UNDERSTANDING ABUSE 

Elder abuse is a single or repeated act or lack of appropriate action, occurring within any relationship 
where there is an expectation of trust which causes harm or distress to an older person. Elder abuse can 
take various forms including financial, physical, psychological, emotional and sexual abuse or neglect 
(See SIRS Management). 
 
4.2 UNDERSTANDING NEGLECT 

Some examples of what is considered neglect and what is not considered neglect in home care is 
detailed below. Neglect Includes:5 

• Where a worker does not arrive to provide care and services, resulting in harm and/or discomfort to 
the consumer, e.g. where:  

o a worker does not arrive to assist a consumer into bed, so the consumer remains in their 
wheelchair all night 

o a provider fails to deliver meals to the consumer, resulting in the consumer going hungry  

 
3  Australian Government Aged Care Quality and Safety Commission Charter of Aged Care Rights (Effective 1 July 2019) Website 

Accessed August 2024 
4  Queensland Government Elder Abuse: Information for Health Professionals Website accessed September 2024 
5  Australian Government Aged Care Quality and Safety Commission SIRS Home services - Reportable incidents: neglect 

November 2022 Website Accessed August 2024 

https://www.qld.gov.au/seniors/safety-protection/discrimination-abuse/elder-abuse/info-health-professionals
https://www.agedcarequality.gov.au/consumers/consumer-rights
https://www.qld.gov.au/seniors/safety-protection/discrimination-abuse/elder-abuse/info-health-professionals
https://www.agedcarequality.gov.au/resource-library/sirs-home-services-reportable-incidents-neglect
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o a worker providing assistance with hygiene and toileting does not arrive to change a consumer’s 
continence aids resulting in emotional distress to the consumer  

o a worker does not arrive to change a consumer’s dressing and their wound worsens as a result.  

• Frequent or regular missed instances of care without the consumer’s prior agreement.  

• Withholding personal care (such as showering, toileting or oral care) or agreed outings to community 
settings (such as not taking the consumer shopping). 

• Frequent or regular late or missed assistance with administration of medications, or failure to assist 
a consumer to administer correct or time critical medications (where this is the responsibility of the 
worker). 

• Failing to supervise a consumer in an environment that leaves them susceptible to injury. For 
example: failing to appropriately monitor/support a consumer at risk of falls when taking a consumer 
shopping resulting in the consumer falling over. 

 
Neglect does not include: 

• An isolated incident of late or missed medications, where the provider is responsible for assisting the 
consumer to administer medications and there is no harm and/or discomfort caused (or could 
reasonably have been expected to have been caused) to the consumer.  

• Rapid weight loss as a result of disease, where the provider is responsible for delivering meals and all 
reasonable efforts are made to ensure the consumer is receiving adequate nutrition.  

• Where a consumer has made an informed choice not to receive care and services in line with their 
assessed care needs, for example: 

o where the provider is responsible for delivering meals and a consumer with diabetes chooses 
not to eat a diabetic diet – where the provider is responsible for delivering personal care and a 
consumer chooses not to be showered or have their teeth or hair brushed  

o where the provider is responsible for delivering garden maintenance and a consumer chooses 
not to have their lawn mowed  

o where the provider is responsible for delivering clinical care and a consumer chooses not to have 
their wound cleaned and dressed. 

 
4.3 PROCESSES TO MINIMISE THE RISK OF ABUSE AND NEGLECT 

Richmond Aged Care has the following processes in place to minimise the risk of abuse and neglect of 
consumers: 

• Informing consumers and workers that consumers have a right to be safe in our service and 
encouraging and supporting them to let us know if they have concerns for their own or another 
consumers’ safety (See Assessment and Care/Support Planning Home Care and Consumer 
Handbook) 

• Training workers in identifying and being alert to abuse and neglect including suspected abuse or 
neglect, whether from within the service or outside, and ensuring workers are aware of the process 
for responding to abuse and neglect (See below: Responding to Abuse and Neglect. See also 
Workforce Training) 

• Worker training in safe and respectful interaction with consumers (See Workforce Training) 

• Appropriate selection and screening of workers, contractors and volunteers (See Workforce 
Employment Checks) 
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• Ensuring the supervision and support of the workforce by trained professionals (See Workforce 
Employment Checks) 

• A code of conduct for workers and volunteers (See Codes of Conduct and Banning Orders) 

• Application of the consumer rights and responsibilities in the provision of services (See Person-
Centred Care and Rights and Responsibilities of Consumers) 

• Inviting feedback from consumers (See Continuous Improvement and Complaints and Feedback) 

• Access to care and services policies and procedures outlining responsibilities 

• Provision of a safe environment (including consideration to the consumer’s home care environment) 

• Minimising the use of restraint (See Restrictive Practices) 

• An Incident Reporting system (See Incident Management) 

• Clinical indicator monitoring (See Clinical Governance) 

• Audits including call bell audits to monitor the responsiveness of care and services (See Continuous 
Improvement) 

• Ensuring the safety of consumers with specific needs consumers (See Consumer Specific Needs and 
Diversity) 

• Evaluating and continuously improving the effectiveness of our processes in line with good practice. 
(See Continuous Improvement). 

 
4.3.1 CONSUMER CAMERAS 

In addition to the above processes to minimise the risk of abuse and neglect consumers are informed 
that they have a right to film/photograph and record care within their own home, if they inform 
management that they have cameras or digital surveillance equipment that will result in the workforce 
being filmed or recorded.  
 
In addition, the consumer must obtain verbal consent from each individual worker before they are 
filmed/photographed or recorded. Workers are not obliged to consent.  
 
The location of cameras must be pointed out to workers and where recording is used on an ongoing 
basis, workers and management must be informed if camera locations are moved, or new cameras 
installed. 
 
An alert is placed in the Care Management System that the consumer’s home is being monitored. In 
home care an alert is included in the support plan.  
 

5 RESPONDING TO AND REPORTING ABUSE AND NEGLECT 

On becoming aware of any instance of abuse or suspected abuse, workers are required to immediately 
report it to a supervisor and complete an Incident Form. The supervisor will assess whether the incident 
meets the criteria for a SIRS reportable incident (using the Serious Incident Response Scheme decision 
support tool if necessary) and, if applicable, initiate the SIRS process (See SIRS Management).  
 
The consumer is provided immediate care and emotional support and the process for ongoing care and 
incident management is followed (See Incident Management).  
 

https://www.agedcarequality.gov.au/for-providers/serious-incident-response-scheme/reportable-incidents/support-tool-new
https://www.agedcarequality.gov.au/for-providers/serious-incident-response-scheme/reportable-incidents/support-tool-new
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6 CONTACTS FOR ELDER ABUSE 

If a worker or the consumer would like to talk to someone about potential, suspected or actual elder 
abuse of an aged care consumer, they can call the national 1800 ELDERHelp (1800 353 374) line. This 
service provides information on how to get help, and support and referrals to assist with potential or 
actual elder abuse (See Complaints and Feedback). 
 
The Older Persons Advocacy Network (OPAN) also provides advice, information, and support for older 
people experiencing abuse, and can be contacted on 1800 700 600. Alternatively, staff can contact or 
refer consumers to the QLD Elder Abuse Prevention Unit - Abuse Helpline on 1300 651 192. 
 
Consumers are only referred to other agencies with their consent. 
 
If advice is required by a worker and consumers have not consented to being involved, the consumer’s 
name is not provided to other agencies.   
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DOCUMENT INFORMATION 

Owner** Director of Community Services  

Date Approved  

Applicable Aged Care Programs CHSP, HCP 

Review History Developed: 15 October 2024 

Date of review and summary of 
changes 
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changes 

 

Date of review and summary of 
changes 

 

**The person responsible for ensuring the Procedure is appropriate, followed and maintained up to date. 
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Item 4.3 Assessment and Care/Support Planning Home Care Policy 

 
EXECUTIVE SUMMARY 
To provide worker guidance in consumer assessment and care/support planning in home care. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Assessment and Care/ Support Planning Home Care Policy as 
presented. 
 

 
Budget & Resource Implications 
Nil 
 
Background 
The Aged Care Policies are updated as per the legislative requirements. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment U – Policy 
  

Report prepared by Angela Henry (Director of Community Services and Development) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



RICHMOND AGED CARE POLICIES AND 
PROCEDURES 

ASSESSMENT AND CARE/SUPPORT PLANNING HOME CARE 

 

© GGJ 2024 LICENSED TO RICHMOND SHIRE COUNCIL 12|01012 PAGE: 1 
DATE OF LAST REVIEW: 1 AUGUST 2024 

Assessment and Care/Support Planning Home Care 

TABLE OF CONTENTS 

1 Purpose ................................................................................................................................. 2 
2 Scope .................................................................................................................................... 2 
3 Care Team and Responsibilities .............................................................................................. 2 
4 Effective Communication ....................................................................................................... 2 
5 Assessement ......................................................................................................................... 3 

5.1 Overview ........................................................................................................................... 3 

5.2 Assessment Principles ....................................................................................................... 4 

5.2.1 Key Assessment and Planning Process Steps and Timelines....................................... 5 
6 Care/Support Planning ........................................................................................................... 6 

6.1 Goal Setting ....................................................................................................................... 6 

Figure 1: SMART Goals ........................................................................................................... 6 
7 Review and Reassessment ..................................................................................................... 6 

7.1 Commonwealth Home Support Program (CHSP) Consumers ............................................... 6 

7.1.1 Regional Assessment Service (RAS) Review ............................................................... 7 
7.1.2 Richmond Aged Care CHSP Reassessment Process .................................................. 7 

7.2 Home Care Package (HCP) Consumers ............................................................................... 8 

7.2.1 HCP Reassessment Process .................................................................................... 9 
7.2.2 Requests for Care/Support Plan Reviews from Health Professionals to My Aged Care 11 
7.2.3 Upgrades to Home Care Packages Level ................................................................. 11 

8 Referral to Other Agencies .................................................................................................... 11 
9 Advance Care Planning......................................................................................................... 12 
Appendix 1: Service Commencement Home Care ........................................................................ 13 
Appendix 2: HCP Care and Services Inclusions and Exclusions Framework .................................. 17 
Document Information ............................................................................................................... 19 
 

  

POLICY STATEMENT 

Richmond Aged Care ensures home care consumers and others involved in their care are 
actively engaged in developing and reviewing their care/support plans through consultation 

and assessment. Care/support plans describe each consumer’s care, services and treatments 
including risk management and preventative care strategies and are updated as needs change.  
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1 PURPOSE 

To provide worker guidance in consumer assessment and care/support planning in home care.1 
 

2 SCOPE 

Home Care 
 

3 CARE TEAM AND RESPONSIBILITIES 

The care team who contributes to supporting assessment and care/support planning include: 

• Medical Practitioner: medical assessment; diagnosis and treatment 

• Registered Nurse (and Enrolled Nurse within scope of practice): communication with the consumer 
and other people involved in their care (with consent); nursing assessment; development of 
appropriate care/support plans; monitoring consumer status and identifying deterioration or change 
in condition; evaluation of care interventions; reassessment; referral to appropriate health 
professionals. Specifically, the Registered Nurse is responsible for: 

o conducting holistic clinical assessments 

o assessing the needs of consumers and developing care/support plans to meet their needs and 
that give consideration of the views of the consumer, referral information and assessments  

o conferring with other health professionals to develop appropriate care/support plans and use 
assessment information completed by health professionals 

o reporting through audits and meeting forums, the organisation’s performance in assessment 
processes through multidisciplinary team meetings 

• Coordinator: consumer onboarding; conduct of non-clinical assessments; developing non-clinical 
care/support plans; conferring with the Registered Nurse in clinical matters 

• Health professionals: specialist assessment; advice and care planning to support care and service 
delivery; monitoring consumer status and identifying deterioration or change in condition; evaluation 
of care interventions; reassessment. Specifically, Allied Health Professionals are responsible for: 

o assessing the needs of consumers and developing care/support plans to meet their needs that 
give consideration of the views of the consumer, referral information and assessments.  

o conferring with nurses and other health professionals 

o participating in the multidisciplinary care meetings.  

• Support workers: following and implementing care/support plans; supporting, recording and 
monitoring consumers’ wellbeing; reporting concerns or changes in consumers condition to the 
Coordinator/Registered Nurse; participating in training to ensure appropriate skills in the provision of 
care and support. 

 

4 EFFECTIVE COMMUNICATION 

We ensure effective communication with consumers and representatives/substitute decision makers in 
the assessment and care planning processes. 
 

 
1 Note: Advance care planning is described in Consent, Substitute Decision Makers and Advance Care Planning/Advance Care 
Planning and Directives 
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Preferred modes of communication are explored in the Service Commencement Meeting with the 
consumer and their representative/s and recorded on the Support Plan and in the consumer record and 
are respected by all staff. Modes of communication can include: 

• Spoken communication 

• The use of translators in spoken communication – professional or family depending on the 
consumer’s choice 

• Written material including Braille or large print 

• Audio 

• Easy read materials 

• Screen readers 

• Translated written material 

• Cue cards 

• Imagery 

• Facial expressions and gestures 

• Recorded speech 

• Synthetic speech. 
 
Consumer representatives are consulted to identify the most appropriate modes of communication. 
 
(See also Consumers Are Partners/Partnering with Consumers in Care, Communicating for Safety and 
Quality, Choice, Independence and Quality of Life, Consumer Specific Needs and Diversity and Rights 
and Responsibilities of Consumers)  
 

5 ASSESSEMENT 

5.1 OVERVIEW 

The assessment and planning processes in Richmond Aged Care focus on the person, recognising each 
person’s strengths and abilities and aims to empower the person to identify their own support needs and 
goals. To ensure our care and services are effective and reflect the needs, goals and preferences of 
consumers, we: 

• Establish an ongoing partnership with consumers (See Consumers Are Partners) 

• Utilise information from the My Aged Care Comprehensive Aged Care Assessment2 

• Foster choice and independence (See Choice, Independence and Quality of Life) 

• Conduct a service commencement process that focuses on the consumer with consideration to 
strategies to promote health and wellbeing (See below Appendix 1: Service Commencement Home 
Care) 

• Consider infection prevention and control strategies (See Infection Prevention and Control) 

 
2  For information on the areas covered by the Comprehensive Aged Care Assessment see: Australian Government Department of 

Health and Aged Care Home Care Packages Program Operational Manual A Guide For Home Care Providers Version 1.4 – 
August 2023, 6.2 What is a comprehensive aged care assessment and how does it work? This information can be applied to all 
programs 

https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
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• Conduct comprehensive assessments and develop support plans that include advanced care 
planning and end of life planning 

• Identify, monitor and manage high impact and high prevalence clinical care risks 

• Conduct regular reviews of consumers’ needs and refer consumers to relevant health professionals 
and other agencies as required 

• Refer consumers to other health professionals and services as required to meet their care and 
service needs. 

 
We always try to honour consumer choice, whilst acknowledging that sometimes consumer’s choices 
can pose potential risks to their health, safety and wellbeing. We work through any potential risks that 
may be identified through assessment and care/support planning. (See Choice, Independence and 
Quality of Life/ Consumer Choice and Risk, Figure 1: Process for Mitigating Risk and Honouring 
Consumer Choice.) 
 
If ongoing support cannot be provided due to the risks identified, the Manager consults with the 
consumer and develops a plan to address the issues and/or support the consumer to find and coordinate 
transition to another care provider.  
 
Consumers are referred to other health professionals for further assessment if necessary and 
information provided by the Health Professional is included in the care/support plan.  
 
5.2 ASSESSMENT PRINCIPLES 

Assessment and care/support planning are conducted following the principles of assessment and 
support planning and summarised here:  

• Consumers are involved in the assessment and care/support planning process through discussion 
and observation 

• Each consumer is assessed to determine appropriate care and support needs (non-clinical) by the 
Coordinator  

• The Registered Nurse and Allied Health Professionals conduct clinical assessments (detailed in the 
Care Management System) relevant to roles and responsibilities that includes an assessment of vital 
signs, weight and other physical assessments as deemed appropriate  

• Assessment is conducted after consent is gained, the purpose of the assessment is explained to the 
consumer, strategies to support the consumer (such as an interpreter, representative/substitute 
decision maker) are in place and a private environment is ensured 

o a photograph is taken of the consumer (with consent) for the support plan and our office records 
and updated annually. The photograph is used by workers to assist in identification of the 
consumer 

o consumers with specific needs are identified and strategies implemented to ensure that they are 
supported during the assessment and care/support planning process (for example those 
consumers with sensory and cognitive impairments or who have difficulty communicating, we 
ensure we use verbal and nonverbal cues to communicate) 

o a previous history is determined from referral information and through conversation with the 
consumer including medical conditions, previous surgery, allergies, medications and treatments 
(as appropriate to the care and support to be provided) 

o assessment includes the identification of risks (including high impact and high prevalence 
clinical care risks) physical needs, cognitive functioning, relationships, communication, 
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psychosocial functioning, activities and physical environment considerations using validated 
assessment tools where possible and we discuss with consumers these risks and options to 
mitigate them with consideration to consumer choice 

o consumer risks are assessed using the Consumer Choice Risk Assessment. Fulsome 
consultation is conducted, and the assessment reviewed and updated as required to support 
consumer choice and risk taking. (See Choice, Independence and Quality of Life/Dignity of Risk) 

 
5.2.1 KEY ASSESSMENT AND PLANNING PROCESS STEPS AND TIMELINES 

The key process steps in the assessment and care/support planning process always includes: 

• Consumer consultation and assessment (this commences with onboarding and continues on an 
ongoing basis to ensure consumer preferences and needs are met). Relevant assessment forms 
from the care management system are used to determine the consumer needs and preferences. 
(See Appendix 1: Service Commencement Home Care) 

• Exception reporting when something out of the ordinary happens (incidents, new information, or a 
change in condition) that requires consideration to a change in care 

• Six-week review a review is conducted six weeks after service commencement, to ensure the 
consumer is happy with the support outcomes and provides an opportunity to reassess any clinical 
needs the consumer may have 

• Six monthly and when required care/support plan review (depending on the complexity of the 
consumer’s support needs, this process ensures a systematic consumer review process occurs at 
least six monthly and when required as care needs change) 

• Annual review an annual review is conducted with consumers and representatives/substitute 
decision maker. 
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6 CARE/SUPPORT PLANNING 

Care/support plans are developed for each individual consumer based on their needs, goals and 
preferences. Assessments are used to guide the development of care/support plans and include 
information about the risks associated with care and service delivery, and mitigation strategies workers 
use to manage these risks.  
 
Care alerts (such as allergies, mobility, skin integrity, infection, cognition, dysphagia etc) are noted in the 
care/support plan and in the Care Management System.  
 
6.1 GOAL SETTING 

We talk with consumers about their goals, including their goals of care and support them to think about 
what they want to achieve from both a personal perspective and a health and wellbeing perspective. To 
support goal setting, we endeavour to assist the consumer to think about: 

• Their overarching ‘living their best life’ goal 

• Any health and wellbeing goals, for example, increase participation in leisure interests and activities 
to three times per week 

• Any specific clinical and health goals the multidisciplinary team can support with, for example: 
increase the distance walked daily by 50 m in three months. 

 
We use a SMART goal approach to ensure goals are specific, measurable, achievable, relevant and 
timebound.  
 
Goals are included in the consumer’s care/support plan and reviewed with the consumer at care/support 
plan review.  
 
Figure 1: SMART Goals 

 
 

7 REVIEW AND REASSESSMENT 

7.1 COMMONWEALTH HOME SUPPORT PROGRAM (CHSP) CONSUMERS 

CHSP consumers are reviewed and reassessed on an on-going basis with a focus on progress towards 
agreed goals and consideration of the support and duration of services required to meet these goals.3 If 
there are changes in a consumer’s circumstances or the consumer requires an increase in services, the 
consumer is referred to the Regional Assessment Service (RAS) who may require a support plan review to 
be undertaken. This may result in a new assessment. 

 
3  Australian Government Department of Health and Aged Care Commonwealth Home Support Programme (CHSP) Manual 2024-

2025 Published June 2024, 2.3 Embedding wellness and reablement and 9.3 Support Plan Reviews 

https://www.health.gov.au/resources/publications/commonwealth-home-support-programme-chsp-manual?language=en
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7.1.1 REGIONAL ASSESSMENT SERVICE (RAS) REVIEW 

A support plan review is a check of the effectiveness and on-going appropriateness of the services the 
consumer is receiving. A review may take place where:  

• A consumer has received restorative care interventions under CHSP and has made a functional gain 
or improvement to remain independent 

• Short-term or time-limited assessment support/coordination utilising a wellness and reablement 
approach has been undertaken by the RAS 

• The My Aged Care assessor sets a review date in the support plan for a short-term service. For 
example, where the consumer is referred for time limited support under the CHSP whilst a consumer 
is waiting for access to a home care package 

• We identify a change in the consumer’s needs or circumstances that affects the existing support 
plan, such as informal care arrangements have changed or ceased  

• A consumer identifies a change in their needs or circumstances or seeks assistance to access new 
services or change their service provider. 

 
We have an on-going responsibility to monitor and review the services we provide to our consumers 
under their care/support plan to ensure that their needs are being met. Where the My Aged Care assessor 
recommends short term or time limited services, we incorporate suitable review points in the 
consumer’s support plan. Where there is no recommended review date included in the My Aged Care 
support plan, we undertake a review of services we are delivering at least every 12 months. The outcome 
of this review is recorded on the My Aged Care consumer record.  
 
Where the consumer requires a different service or a significant increase in services, or where our review 
highlights needs or goals not identified on the consumer’s support plan, we request a support plan 
review from the RAS through the My Aged Care portal. A consumer completing a restorative care program 
may also be referred to the RAS, for identification of any on-going services needed following the end of 
the program.  
 
7.1.2 RICHMOND AGED CARE CHSP REASSESSMENT PROCESS 

Reassessments are conducted by the relevant team member using the consumer’s Care/Support Plan 
and a Review Checklist as a basis for determining if significant changes may have occurred. Changes 
are documented in the consumer’s record. As noted above, the RAS is advised of significant changes. A 
new support plan is developed if only minor changes are necessary. The type of reassessment may vary 
depending on the services provided; however, if significant changes appear to have occurred a face-to-
face reassessment is completed.  
 
The range of reassessments may include: 

• Consumers only receiving meals/transport are reassessed by telephone annually 

• Consumers receiving in-home support are reassessed annually; if additional reassessments are 
scheduled within the year, they may be conducted by telephone, depending on the consumer’s 
requirements. However, if a reassessment occurs a year after the last review, it is conducted face-to-
face 

• Consumers only accessing group social support are reassessed annually in the centre. 
 
Reassessments for CHSP consumers include the following: 

• Consultation with the consumer throughout the reassessment process highlighting the partnership 
approach 

• Explanation of the purpose of the reassessment including wellness and reablement principles 
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• The consumer’s living situation – who lives with them, do they have anyone to support or assist them, 
the living environment and safety concerns  

• Identification of carer supports and any needs in this area 

• Medical issues and medications (as appropriate) and whether medication support is required 

• A review of the care/support plan, including goals, in consultation with the consumer  

• An evaluation of the quality and success of the services and supports in supporting the attainment of 
consumer goals  

• An assessment of physical resources required for adequate care and support  

• Identification of required changes to the support plan focusing on promoting consumer control, 
wellness and reablement in consultation with and agreed to by the consumer  

• An explanation and review of fees for CHSP consumers including fee increases and identifying 
possible financial hardship 

• Discussion of the option of ‘topping up’ service delivery with fee for services paid directly by 
consumers if requested or required 

• Referrals to other services using the Referral to Another Agency form if required and agreed to by 
the consumer 

• An explanation of information in the Consumer Handbook to the consumer to the extent necessary 
to ensure understanding 

• A review of the Home Safety Checklist which is updated at least annually (this can be informed 
through discussion with the consumer regarding any changes, hazard reports and worker feedback). 

 
Following the reassessment: 

• A summary of the reassessment, the Review Checklist for CHSP consumers and updates to the 
care/support plan, are included in the consumer records 

• The RAS is advised if a support plan review is required 

• The updated care/support plan is provided to the relevant Team Leader or support worker to explain 
any changes to consumers (and/or representatives/substitute decision makers with consent) and to 
place a copy in the home notes file 

• The result of the reassessment is recorded in the consumer record on My Aged Care 

• The next reassessment date is recorded in the consumer record. At the end of each month the 
administration team run a Care Management System report to advise the Consumer Care 
Coordinator of pending reviews to ensure all scheduled reassessments are completed in the month 
in which they are scheduled. Any missed reassessments are given a priority in the coming month. 

 
7.2 HOME CARE PACKAGE (HCP) CONSUMERS 

HCP consumers are reassessed face-to-face at least annually and as frequently as required depending 
on their level of care and requirements. Consumers receiving HCP levels 3 and 4 are reassessed more 
often due to their higher care and support needs (can be monthly, quarterly or six monthly as required). In 
determining HCP care and services inclusions we refer to Appendix 2: HCP Care and Services Inclusions 
and Exclusions Framework.  
 
The need for a more frequent reassessment is triggered by4: 

• A request by the consumer 

 
4  Australian Government Department of Health and Aged Care Home Care Packages Program Operational Manual A Guide For 

Home Care Providers Version 1.4 – August 2023, 10.6 How often does the care plan need to be reviewed 

https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
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• A change to a higher-level package 

• A change in condition or health/wellness episode 

• A change in care need that cannot be met within the budget available for the package 

• A change in living or carer arrangements 

• Ongoing or increasing use of clinical services by a consumer 

• Increased clinical risk identification such as increased incidents 

• A change in the costs of providing the care and services. 
 
We also complete a reassessment if we receive a report of a decline in physical or mental health from: 

o The consumer 

o The carer, family, representative/substitute decision maker 

o The Support Worker/s  

o A Medical Practitioner/Health Professional or 

o Another agency. 
 
The reassessment of HCP consumers is based on their last assessment and care/support plan and is 
guided by the Review Checklist. If significant changes are indicated a new Assessment/Reassessment 
form is completed. 
 
The relevant team member reassesses level 1 and 2 consumers. The Registered Nurse and/or Allied 
Health Professional reassesses Level 3 and 4 consumers routinely (and Level 1 and 2 consumers’ clinical 
care needs if necessary). The Registered Nurse or Health Professional may conduct additional 
assessments if deemed appropriate (e.g. continence assessment, behaviour assessments etc). 
 
The reassessment has a reablement and wellness focus that does not assume a decline in the 
consumer’s health and functioning. It involves:5 

• A review of current care needs, care goals and preferences 

• An evaluation of the quality and success of the services and supports that have been provided 

• A renegotiation and update of the care plan and individualised package budget and 

• Support for the consumer to continue to make informed choices about their care and services, and 
the life they choose to live, including whether they wish to change their level of involvement and 
decision-making in the management of the package. 

 
The review considers: 

• Their last assessment 

• Current care/support plan and individualised budget (including goals) 

• Feedback from the consumer and/or representative/substitute decision maker 

• Input from other health care professionals/agencies and 

• Consumer records including observations from the Support Workers and other workers.  
 
7.2.1 HCP REASSESSMENT PROCESS 

The reassessment process for HCP consumers includes the following: 

 
5  Australian Government Department of Health and Aged Care Home Care Packages Program Operational Manual A Guide For 

Home Care Providers Version 1.4 – August 2023, 10.6 How often does the care plan need to be reviewed? 

https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
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• Consultation with the consumer throughout the review process highlighting the partnership 
approach 

• Explanation of the purpose of the review/reassessment including wellness and reablement 
principles 

• A check on the consumer’s living situation – who lives with them, do they have anyone to support or 
assist them, the living environment and safety concerns  

• Identification of carer supports and any needs in this area 

• A review/reassessment of the consumer’s medical issues and medications (as appropriate) and 
whether medication support is required 

• A review of the care/support plan, including goals, in consultation with the consumer  

• An evaluation of the quality and success of the services and supports in supporting the attainment of 
consumer goals that have been provided 

• An assessment of physical resources required for adequate care and support 

• Identification of required changes to the care/support plan based on promoting consumer control, 
wellness and reablement in consultation with the consumer, and agreed to by the consumer  

• Review of the individualised budget and/or fees in consultation with the consumer and agreed to by 
the consumer  

• Discussion of the option of ‘topping up’ service delivery with fee for services paid directly by 
consumers if requested or required 

• Referrals to other services using the Referral to Another Agency form if required and agreed to by 
the consumer 

• An explanation of information in the Consumer Handbook to the consumer to the extent necessary 
to ensure understanding 

• Completion of the Assessment/Reassessment form if significant changes to the consumer’s 
support are indicated. If no changes are indicated this is noted on the current 
Assessment/Reassessment form and the update date is entered 

• Support for consumers to continue to make informed decisions, including discussion of whether 
they wish to change their level of involvement and decision-making in the management of the 
package 

• A review of the Home Safety Checklist which is updated at least annually (this can be informed 
through discussion with the consumer regarding any changes, hazard reports and worker feedback). 

 
Following the review/reassessment: 

• The findings of the review are explained to the consumer (and their family/carer/representative with 
permission) in a way that they can understand 

• A summary of the review/reassessment, the Assessment/Reassessment form for HCP consumers 
and the Review Checklist and updates to the care/support plan, are included in the consumer 
records 

• The updated care/support plan is provided to the relevant team member or Support Worker to 
explain any changes and to place a copy in the home notes file 

• The result of the review is recorded in the consumer record on My Aged Care 

• The next review date is recorded in the consumer record. At the end of each month the relevant team 
member runs a Care Management System report to advise the Consumer Care Coordinator of 
pending reviews to ensure all scheduled reviews are completed in the month in which they are 
scheduled. Any missed reviews are given a priority in the coming month. 
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If a reassessment identifies that a consumer may require a higher-level package My Aged Care is advised. 
If the consumer is already in receipt of a Level 4 package, they may need to consider other options 
including: 6 

• Reviewing their care plan to identify alternatives and priorities (for example, reducing higher cost 
services, such as support on weekends, and replacing it with informal supports) 

• Purchasing additional services 

• The benefits of residential care, either as short-term respite to complement their package or as a 
long-term option. 

 
The consumer retains security of tenure of their package and must continue to receive care and services 
as agreed, until they notify the provider in writing that they wish to terminate their Home Care 
Agreement. 
 
7.2.2 REQUESTS FOR CARE/SUPPORT PLAN REVIEWS FROM HEALTH PROFESSIONALS TO MY AGED CARE 

When the My Aged Care contact centre receives a request for a care/support plan review from a Health 
Professional or Medical Practitioner, the contact centre liaises directly with Richmond Aged Care. They 
advise us of the new referral information and we determine if the changed care needs can be serviced 
through the existing package, or if the consumer requires a reassessment for a higher level package. 
 
7.2.3 UPGRADES TO HOME CARE PACKAGES LEVEL7 

When a consumer, who has accepted an interim HCP at a lower level, receives an upgrade the following 
process applies: 

• My Aged Care advises both the consumer and Richmond Aged Care of the approval of the higher-
level package 

• We discuss the upgrade with the consumer, including additional services, they would like to receive 
with the additional funding 

• Their care/support plan and Home Care Agreement are updated, and signed copies provided to the 
consumer 

• Services are delivered in accordance with the new care/support plan and agreement 

• The My Aged Care record is updated to reflect the new service information. Do not submit entry or 
exit information to My Aged Care as it may lead to the package being withdrawn. 

 
Note: When a consumer has been assigned a higher-level package, it is unable to be ‘downgraded’ as it is 
based on the needs identified in the consumer’s assessment. If a consumer has decided they are happy 
with an interim lower-level package, they must opt-out of the national queue by calling the My Aged Care 
contact centre. They must do this before they are assigned a higher package level, as after it is assigned it 
cannot be declined in favour of the interim package. We assist the consumer to opt out if that is their 
wish, by supporting them to call the My Aged Care contact centre. 
 

8 REFERRAL TO OTHER AGENCIES 

Consumers requesting information and/or assistance to contact other community services such as 
social groups, information providers or government agencies are provided with assistance as needed and 
the referral is noted in their consumer record. 
 

 
6  Australian Government Department of Health and Aged Care Home Care Packages Program Operational Manual A Guide For 

Home Care Providers Version 1.4 – August 2023, 10.10 What happens when a care recipient’s care needs have increased? 
7  Australian Government Department of Health and Aged Care Provider Fact Sheet Manage an Upgrade to your Consumer’s 

Home Care Package January 2018 

https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
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Consumers are referred to other health professionals for further assessment if necessary and 
information provided by the Health Professional is included in the care/support plan as outlined below.  
 
Consumers who want or require referrals in relation to their assessed needs and current care/support 
plan are referred to appropriate agencies or providers. The relevant team member: 

• Liaises with the consumer and/or their representative to clarify the requirements from another 
agency 

• Identifies appropriate agencies with the consumer 

• Identifies referral options and discusses these with the consumer  

• Obtains consent to liaise with other agencies on behalf of the consumer 

• Contacts other appropriate agencies to discuss the needs of the consumer 

o for clinical care referrals to health professionals an ISoBAR Handover is provided in the Clinical 
Referral form and referral is noted in the consumer’s progress notes (See Communicating for 
Safety and Quality) 

o once clinical assessment/care has been provided, the Health Professional provides a handover 
regarding care, support and clinical interventions provided/recommended and any appropriate 
assessments and care/support plan if required. These are documented in the care management 
system 

• Refers the consumer to the agency (non-clinical) using a Referral to Another Agency form 

• Follows up with the consumer and/or provider referred to, to check on the outcome of the referral 

• Provides any further information to the other provider as required  

• Documents the referral in the care management system  

• Advises the relevant workers of any new agencies that should be included in our community 
resources information or of changes to current information on agencies 

• A care/support plan is developed that reflects the consumer’s needs, goals and wishes inclusive of 
any additional information received following the referral 

• Ensures care/support plans are regularly monitored and reviewed to ensure they reflect the 
consumer’s needs, support preventative care and optimise quality of life. 

 
9 ADVANCE CARE PLANNING 

Consumers are supported to advance care plan with consideration to their advancing age, medical 
conditions and preferences for end of life. Discussions regarding advance care planning are conducted 
with the consumer if they wish by the Registered Nurse, and the consumer is referred to their Medical 
Practitioner if they wish. Consumer preferences are included in their care/support plan as applicable to 
their current care goals and wishes.  
 
Consumers are encouraged to develop an Advanced Health Directive outlining their preferences. (See 
Consent, Substitute Decision Makers and Advance Care Planning/Advance Care Planning and Directives 
and Palliative and End of Life Care). 
 
.
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APPENDIX 1: SERVICE COMMENCEMENT HOME CARE 

Consumer Preferred 
Name: 

 Address:  

NOK/Representative:   DOB:  

 Items Common to CHSP and HCPs 

 Items Specific to CHSP Items Specific to HCPs 

 1. On receipt of referral 

 Identify from the referral any cultural or physical considerations that may apply to the consumer and 
confirm these with the referrer, consumer or family/representative  

  

 Validate any care alerts prior to the first in-home visit by workers (e.g. pets, smoking etc). Note any issues 
and actions to ensure workers safety on the Support Plan (for agreement with consumer) 

 Arrange a Service Commencement Meeting with the consumer at their home (or centre if only receiving 
social support) at a time convenient to them 

 Clarify with the consumer the roles of any family, friends, carers or other people that they may want involved 
in their care, including representatives/substitute decision makers  

 Inform the consumer /representative that they can have an advocate or support person who can help them 
understand their rights and choices within their package and supports them through decision-making 
processes. (If requested, arrange an advocate through National Aged Care Advocacy Program to attend the 
Commencement Meeting) 

 Ensure cultural, safety and physical requirements are in place for the Service Commencement Meeting 
including an interpreter if required 

 2. In commencement meeting explain and validate, referring to the Consumer Handbook and 
providing a copy to the consumer: 

 The identity of the consumer and representative using a three-point identification check (e.g. name, 
address, date of birth validated by documentation such as drivers’ licence, pension card, Medicare card 
etc) 

 The purpose of the meeting (admission or annual review) including the role of assessment and support 
planning 

 The relevant funded program (CHSP or HCP) and how home care fits within the aged care system  

 Decision-making: consumers have a right to time to consider and review their options and seek advice if 
required, at any stage, including assessment, planning, , support provision, review and exit We do not 
pressure them to decide quickly. 

 Discuss cultural safety requirements with the consumer/representative considering information from other 
people involved in their care including family and other providers.  

 The supports offered by Richmond Aged Care under the HCP or CHSP program as appropriate. (Refer to the 
table below: HCP Care and Services Inclusions and Exclusions Framework if necessary) 

 Security of tenure 

 The fees relevant to the CHSP program and the 
fees policy 

For HCP note the 20% limit of the package level for 
Care Management and the 15% limit for Package 
Management. Advise this is also explained in the 
Consumer Handbook. 
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Consumer Preferred 
Name: 

 Address:  

NOK/Representative:   DOB:  

 Items Common to CHSP and HCPs 

 Items Specific to CHSP Items Specific to HCPs 

 The partnership approach and the importance of Richmond Aged Care working with the consumer in 
assessing individual goals, needs and preferences 

 Wellness and reablement approaches and what they mean for the consumer including staying well (eating 
healthy, falls and pressure injury prevention, exercise, and mobility etc as applicable to the consumer) 

 Consumers right to: 
• Exercise choice and independence including the right to have a say in the care and services they 

access 
• Have input into how care and services are delivered and who delivers them including services that may 

need to be purchased through other providers 
• Determine the involvement of family, friends and other people, connections, and relationships with 

other people  

 Consumers right to supports and services free from all forms of violence, discrimination, exploitation, 
neglect and abuse and sexual misconduct 

 Consumers right to choose how they conduct their personal and social life, including where the choices 
involve personal risk. Our role is to inform them of the risks, the consequences and how the risks can be 
managed 

 The role of care coordination including review timeframes relevant to complexity of care, follow up of needs, 
escalation of care, partnering and consultation with other providers including family and others, referrals 
etc. 

 Support plan and goals including consideration to the Advance Health Directive provided by the consumer 
and End of Life Plan if the consumer wishes 

 Policy on Advance Health Directives and End of Life Plan, and the requirement of four copies (one for the 
consumer to keep, two to be placed with the support plan, [one available to take to hospital (if necessary)] 
and one to be stored in our main office 

 How the consumer can communicate their decisions, choices, and feedback (i.e. encourage complaints 
and other feedback, freedom and choice of advocate) 

  Consumer Directed Care and what it means for the 
consumer including: 
• Individualised budget including income and 

expenditure 
• The Monthly Statement and options for receiving it 
• Right to leave the service  
• Return of unspent monies  
• Consumer options and preferences in HCP 

management and involvement of others 

 3. Complete the following 

 Consent and signing of the Consent Form including:  
• Other people involved in care and services 
• Release of information and medical information, if applicable 

 Consumer information and assessments (relevant to program and clinical need as appropriate) including 
vital sign, weight assessment and any other relevant clinical assessments 
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Consumer Preferred 
Name: 

 Address:  

NOK/Representative:   DOB:  

 Items Common to CHSP and HCPs 

 Items Specific to CHSP Items Specific to HCPs 

 Determine if the consumer has an Enduring Power of Attorney and/or Enduring Power of Guardianship, 
request a copy and file it in the main office 

 Obtain or refer as appropriate, Advance Health Directive and End of Life Plan (require four copies: one for 
the consumer to keep, two to be placed with the support plan, [one available to take to hospital (if 
necessary)] and one to be stored in our main office 

 Identification of any care alerts or risks to the consumer (safety, care, infection) for inclusion on the support 
plan 

  HCP Assessment including cultural, sexual, and 
spiritual preferences 

 Develop the Support Plan including goals based 
on the consumer’s requirements and 
preferences including physical, social, spiritual, 
and emotional needs and with consideration to 
Advance Health Directive and End of Life Plan if 
applicable  

Develop the Support Plan and Individualised Budget 
with goals based on consumers’ requirements, 
preferences and physical, social, spiritual and 
emotional needs and with consideration to the Care and 
Services Inclusions and Exclusions Framework below 
(within 14 days after signing the Home Care Agreement) 
and Specific Support Plans as applicable 

 Discuss advance care and end of life plan if the consumer wishes to. Explore whether they have an Advance 
Care Plan, and if not, whether they would like to discuss it with their doctor. If they prefer assistance from 
Richmond Aged Care, arrange a time with the relevant team member  

 CHSP Commencement of Service Letter Home Care Agreement 

 Action in the event of a consumer not responding to a scheduled visit 

 Consumer Details and Transfer Form 

 Letter to Medical Practitioner 

 Direct Debit Request Form 

 Home Safety Checklist 

 4. Explain (referring to the Consumer Handbook and provide a copy of the Handbook and other 
information as appropriate) 

 The home file 

 Ongoing consumer monitoring and reviews including escalation of care 

 Referral to other services and involvement of other people 

 Charter of Aged Care Rights (worker to sign and date and consumer to sign. Provide a copy to the consumer 
and file original in home care records) 

 The Tell Us What You Think Form (provide copy) 

 The Complaints Procedure and feedback processes 
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Consumer Preferred 
Name: 

 Address:  

NOK/Representative:   DOB:  

 Items Common to CHSP and HCPs 

 Items Specific to CHSP Items Specific to HCPs 

 The importance of letting us know if anyone treats the consumer in a way that does not respect them or that 
makes them feel unsafe or at all uncomfortable. This also applies if the consumer witnesses another 
consumer being treated in a non-respectful manner 

 The need for us to report serious incidents that occur in the course of our service delivery (including 
suspected abuse or neglect) to the Aged Care Quality and Safety Commission and possibly the police 

 5. Complete post-meeting 

 Finalise CHSP Commencement of Service 
Letter  Finalise the Home Care Agreement 

 

Finalise the Individualised Budget and Support 
Plan 

Providers must give care recipients a written plan of the 
care and services that they will receive before the care 
recipient receives home care or within 14 days of the 
date on which they commence receiving home care.8 
Note that the Support Plan forms part of the Home Care 
Agreement 

 Allocate a care manager 

 Set up Home File including copies of the signed 
CHSP Commencement of Service Letter, 
Support Plan, Consumer Handbook, Rights and 
Responsibilities and other information and 
forward copies to consumer with support worker 
on first support visit 

Set up Home File including copies of the signed Home 
Care Agreement, Individualised Budget/Support Plan, 
Consumer Handbook, Rights and Responsibilities and 
other information and forward copies to consumer with 
support worker on first support visit 

 Follow up on Advance Health Directive and End of Life Plan and Enduring Power of Attorney and/or Enduring 
Power of Guardianship if applicable 

 Set up consumer in Service/CDC Management System 

 Arrange out-sourcing of services not directly provided and clarify roles with other people involved in the 
delivery of care and services 

 Enter commencement date of services in My Aged Care 

 Enter Review Date in Care Management System 

  Complete the Aged Care Entry Record (ACER) and 
forward to My Aged Care 

 

  

 
8  Australian Government Department of Health and Aged Care Home Care Packages Program Operational Manual A Guide For 

Home Care Providers Version 1.4 – August 2023, Rights of care recipients – Part 4.2 in the Aged Care Act 1997 

https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
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APPENDIX 2: HCP CARE AND SERVICES INCLUSIONS AND EXCLUSIONS 
FRAMEWORK9 

Criteria Action Notes 

Is the support specifically 
excluded under aged care 
legislation?10  

If the care or service is on the list 
of excluded items, it is not 
included in a package. 

 

Does the support directly align 
with the intent and scope of the 
HCP program?  
 

If the care or service does not 
align with the intent and scope of 
the HCP program, it is not be 
funded from the package budget 

 

How does the support align 
with the assessed care needs 
as documented in the ACAT 
assessment, the providers’ own 
assessment of the consumer’s 
needs or an assessment by a 
health care professional? 

All assessments relevant to the 
consumer’s current care needs 
and goals are considered 
 

 

How does the support assist 
the consumer to achieve their 
care goals, now and in the short 
to medium term? Is the support 
necessary to meet the 
consumer’s assessed care 
needs and care goals? 
 

Consideration is given to the 
immediate impacts of the care or 
service on the package budget 
and whether the package budget 
will still meet assessed care 
needs and care goals in the short 
to medium term 

 

Has the evidence-base for the 
use of the support in 
addressing the assessed care 
need been considered? 
 

Consider the clinical 
appropriateness of a care or 
service to meet the consumer’s 
assessed care needs or care 
goals based on supporting 
evidence when available and on 
our clinical skills and expertise 
when evidence is not available. 

 

Does the support pose a risk to 
the health and safety of the 
consumer, workers or the 
community? 

Consider risks to the consumer, 
workers and the community. 
 

 

Does the support require 
equipment maintenance to 
ensure the safe use of an item? 
Is it difficult to provide the 
maintenance required? 

Consider the feasibility of 
maintaining the item purchased 
in the short-term and into the 
future.  
 

 

Is there an opportunity cost 
associated with the support? 
 

Consider if the request may be at 
the expense of receiving other 
care and services that would 
better meet the assessed care 
needs and care goals  

 

 
9  Australian Government Department of Health and Aged Care Home Care Packages Program Operational Manual A Guide For 

Home Care Providers Version 1.4 – August 2023, 9.1 How do I work out what services can be included in a care recipient’s care 
plan? 

10  Australian Government Department of Health and Aged Care Home Care Packages Program Operational Manual A Guide for 
Home Care Providers Version 1.4 – August 2023, Section 9 Inclusions and Exclusions 

https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
https://www.health.gov.au/resources/publications/home-care-packages-program-operational-manual-a-guide-for-home-care-providers?language=en
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Criteria Action Notes 

Will the consumer miss out on 
a support identified in their 
assessment if package funding 
is used for a large purchase? 

Consider the cost of the 
purchase against other services 
that cannot be provided due to 
insufficient budget 
 

 

Does the support represent 
value for money to meet the 
consumer’s assessed care 
needs? 

Consider if the outcome achieved 
by the support is providing value 
for money. 
 

 

Can the support be provided 
informally through the 
community? 
 

Consider if there are other 
agencies or programs that may 
be able to provide the support as 
an alternative to package funds 

 

Does the support directly 
support the consumer, or does 
it have significant benefits for 
others that do not directly 
benefit the consumer? 

If the support provides benefit to 
others but not the consumer 
directly it is not included in the 
package. 
 

 

 
More details of each criterion are provided in the HCP Operational Manual. 
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Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.4 Board Charter Policy 

 
EXECUTIVE SUMMARY 
To provide guidance in the functioning of the governing body including:  

• Role and responsibilities of the Council and Councillors 

• Operations of Council  

• Business entity structures and responsibilities.  
 

OFFICER’S RECOMMENDATION 
That Council: adopt the Board Charter Policy as presented. 
 

 
Budget & Resource Implications 
Nil 
 
Background 
The Aged Care Policies are updated as per the legislative requirements. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment V – Policy 
  

Report prepared by Angela Henry (Director of Community Services and Development) 
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POLICY STATEMENT 

Richmond Aged Care recognises the legislative and regulatory requirements that define the 
Councils role in the effective governance of the organisation. Council, as the governing body of 
Richmond Aged Care is committed to ensuring the organisation’s safe and quality care delivery 

and sustainability. 
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1 PURPOSE 

To provide guidance in the functioning of the governing body including:  

1. Role and responsibilities of the Council and Councillors 

2. Operations of Council  

3. Business entity structures and responsibilities.  
 

2 SCOPE 

CHSP and  Home Care 
 

3 BOARD1 

The Governing Body for Richmond Aged Care is the Council. The  Council  comprises of six people all 
elected by their constituents.    
 

4 ROLE AND RESPONSIBILITIES OF THE BOARD 

The Council sets the direction and strategic priorities for Richmond Aged Care, oversees the financial 
management, ensures the efficient and effective operation of the organisation as guided by the 
organisation’s management team and leads and sets the culture of the organisation.2  
 
The Council is responsible for ensuring Richmond Aged Care operates within its approved budget and in 
accordance with the policies and procedures. The Council is accountable for the provision of safe and 
quality care and services3. 
 
The Council ensure that they, and the organisation’s management have the requisite knowledge, skills 
and experience to manage a complex aged care business.4 
 
4.1 WORKING WITH THE CEO 

The Council works in partnership with the Director of Community Services and Development  who is 
responsible for implementing the directions and decisions of the Council and for providing the Council 
with the information necessary to effectively monitor the operations of the service. Information includes 
input from workers and consumers. 
 

 
1  Australian Government Aged Care Quality and Safety Commission 2024 Draft Glossary of Terms      Governing body: The 

individual or group of people (such as a Board) with overall responsibility and ultimate accountability for the organisation. This 
includes responsibility for the strategic and operational decisions that affect the safety and quality of care and services. 

2  Australian Government Aged Care Quality and Safety Commission Provider Responsibilities Relating to Governance - Guidance 
for Approved Providers November 2022 p 5. 

3  Accountable for the provision of safe and quality care and services is a requirement of the Strengthened Aged Care Quality 
Standards Outcome 2.3: Accountability and quality system 

4  Australian Government Aged Care Quality and Safety Commission Provider Responsibilities Relating to Governance - Guidance 
for Approved Providers November 2022 p 10 & p 47. Note: Applies to all approved providers except those that are a state or 
territory, a state or territory authority, or a local government authority.  

https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
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The Director of Community Services  implements the directions and decisions of the Council by ensuring 
day to day operations of the service are managed in accordance with the policies and procedures 
approved by the Council. 
 
The Director of Community Services is responsible for executing the strategy set by Council and 
informing the Council on any major risks or issues that may adversely impact on the organisation and its 
capacity to provide high quality care and achieve organisational objectives. 
 
Issues that are not covered by established policies and procedures are referred to the Council for 
consideration and direction.  
 
4.2 INVOLVEMENT IN DAY-TO-DAY MANAGEMENT  

The Council is not involved in the day-to-day management of Richmond Aged Care and Councillors  
cannot direct the workers or volunteers of the service.   The Council will permit the relevant portfolio 
holder to liaise with the Director of Community Services on an ongoing basis.  
 
4.3 RESPONSIBILITIES OF THE BOARD 

The Council is responsible for: 

• Setting directions and strategic priorities in partnership with consumers (See below Policy and 
Planning)  

• Legal responsibilities 

• Policy and planning 

• Financial management 

• Worker management, including leading a positive organisational culture 

• Other. 
 
4.3.1 LEGAL RESPONSIBILITIES 

The Council ensures Richmond Aged Care operates within relevant Federal, State and Local Government 
laws and funding provider requirements including: 

• Maintaining the organisation financial viability 

• Ensuring the organisation's purposes are being achieved 

• Meeting the requirements of: 

o The relevant Incorporation Act (See below 5.1.2 Key Requirements of Incorporated Associations) 

o The constitution/ rules 

o Funding/grant agreements 

o Strengthened Aged Care Quality Standards 

o Common law, such as the duty of due care, skill and diligence, the duty to act in good faith, and 
the duty to ensure that the association does not trade while insolvent 

o Legislation in relation to the employment of workers and volunteers including: 

o Minimum conditions of employment and any awards that may apply 
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o Income tax requirements 

o Occupational health and safety requirements  

o Equal employment opportunity legislation 

o Workers compensation and 

o Superannuation 

• Ensures adequate insurance cover including professional indemnity, public liability and accident 
insurance and any other insurances recommended by the insurance broker 

• Ensures that in circumstances where an approved provider may be a wholly owned subsidiary of 
another body corporate, that the rules or the constitution do not authorise the directors to act in 
good faith in the best interests of the holding company, but rather act in the best interests of 
consumers5 

• Complies with the Privacy Act and regulations, the Aged Care Act and any other relevant legislation 
or regulations. 

 
4.3.2 POLICY AND PLANNING 

Ensure that: 

• Richmond Aged Care has clear and relevant objectives that guide the operations of Richmond Aged 
Care 

• A strategic plan and Plans for Continuous Improvement (Organisation and Operational) are 
developed and reviewed each year and identified priorities are implemented 

• Safe and quality care and services are delivered to consumers in line with the Aged Care Quality 
Standards and relevant funding program guidelines and are monitored through management reports 

• We engage with and monitor the Quality Care Advisory Body and ensure compliance with section 63-
1D(6)(a) of the Aged Care Act6 dealing with provider responsibilities. 

• The policies and procedures and related documents are kept up-to-date and are adhered to. The 
Council has responsibility for endorsing the following policies and procedures: 

o Board Charter 

o Planning 

o Governance 

o Clinical Governance, 

o Provider Accountabilities 

o Financial Management 

o Risk Management 

o Whistleblowers 

o Workplace Safety. 

 
5  Australian Government Aged Care Quality and Safety Commission Provider Responsibilities Relating to Governance - Guidance 

for Approved Providers November 2022 Section 63-1H(1) of the Aged Care Act p 49 & Constitution of certain providers p 10. For 
existing providers requirement to be implemented by 1 December 2023 

6  Australian Government Aged Care Quality and Safety Commission Provider Responsibilities Relating to Governance - Guidance 
for Approved Providers November 2022 p 23  

https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
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4.3.3 FINANCIAL 

Ensure that: 

• Richmond Aged Care has an annual budget that is approved by the Board, and that expenditure is 
within the budget 

• Richmond Aged Care have sufficient income to meet the budget requirements 

• The conditions of funding agreements and guidelines are met 

• Funds are properly accounted for, and an audit is completed as required 

• Financial Declaration - A Financial Acquittal Report in accordance with the CHSP Grant Agreement. 
This must be provided for the previous year (July to June) and submitted by the end of August each 
year (See also Provider Responsibilities/ Appendix 1/ Directory of CHSP Provider Accountability 
Reports) 

• An annual statement (in the form required by the Department) attesting to the approved providers 
structure, systems and processes to deliver safe and high-quality care, evidenced by its 
responsibilities. This must be provided for the previous year (July to June) and submitted by the end 
of October each year.7 (See also Provider Responsibilities/ Appendix 2/ Directory of Home Care 
Packages Provider Accountability Reports). 

 
4.3.4 WORKER MANAGEMENT RESPONSIBILITIES 

Ensure management: 

• Recruits the best possible workers (including contracted workers) through ensuring workers have the 
appropriate skills, qualifications and experience to deliver quality and safe care  

• Provides workers with opportunities to develop their capability to provide care and services8 

• Provides workers with support, direction and supervision 

• Recruits volunteers and provides them with training, support, direction and supervision. 
 
4.3.5 OTHER BOARD RESPONSIBILITIES 

• Ensure the independence, skills and qualifications of Board members is appropriate to the provision 
of aged care and meets ‘membership responsibilities’9 

• Ensure that Richmond Aged Care maintains a strong membership base and community support and 
remains a viable organisation 

• Represent Richmond Aged Care to the public. 
 

 
7  Australian Government Aged Care Quality and Safety Commission Provider Responsibilities Relating to Governance - Guidance 

for Approved Providers November 2022 p 53 
8  Australian Government Aged Care Quality and Safety Commission Provider Responsibilities Relating to Governance - Guidance 

for Approved Providers November 2022 p 46 
9  Australian Government Aged Care Quality and Safety Commission Provider Responsibilities Relating to Governance - Guidance 

for Approved Providers November 2022 p 14 & Membership of governing body p 8. Note: Exceptions apply. For existing 
providers requirement due 1 December 2023 

https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
https://www.agedcarequality.gov.au/resources/provider-responsibilities-relating-governance-guidance-approved-providers
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4.4 COUNCILLORS  

The responsibilities of Councillors are clearly communicated during monthly Council Meetings to ensure 
the elected officials understand their responsibilities.  By being elected, Councillors agree to carry out 
the following responsibilities:  
 
4.4.1 FOCUS ON SAFETY, INCLUSION AND QUALITY  

The Board leads a culture of safety, inclusion and quality that focuses on continuous improvement, 
embraces diversity and prioritises the safety, health and wellbeing of older people and the workforce. 
 
4.4.2 ATTENDANCE AT MEETINGS 

Councillors agree to attend all scheduled and extraordinary meetings. If unable to attend a meeting, 
Councillors agree to give the maximum notice possible. Notice should be given to the administration 
workers or the CEO to ensure that a quorum for the meeting is met and annual minimum requirements 
for meeting attendance is met.  
 
 
4.5 CODE OF CONDUCT  

Councillors have a responsibility to comply with the organisation’s codes of conduct (See Codes of 
Conduct and Banning Orders). 
 
4.6 CONFLICT OF INTEREST 

Councillors  and workers act in the best interests of Richmond Aged Care. If business or personal 
interests or affiliations of members conflict with (or may be perceived to conflict with) the interests of 
Richmond Aged Care the following procedures apply: 

• If a Councillor has any direct or indirect pecuniary interest in any contract being considered by the 
Council as soon as they become aware of their interest, disclose it to the Council. This excludes an 
interest resulting entirely from a Councillor also being an employee or member of Richmond Aged 
Care 

• An interest disclosed by a Councillor is recorded in the minutes of the Council meeting at which it 
was disclosed 

• A Councillor with any direct or indirect pecuniary interest in any contract being considered by the 
Council will not take part in any deliberations or decision of the Council with respect to that contract. 

 
4.7 LEAVING THE BOARD 

A Councillor who leaves the Council must return all organisational documents within the time specified 
in the constitution/ rules. 
 
4.7.1 RESIGNATION OF COUNCILLOR 

If a Councillor wishes to resign, they must provide written notice, in accordance with the Local 
Government Act 2009.  If the Mayor is resigning, the resignation should be discussed with the CEO and 
the Deputy Mayor 
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4.7.2 EXPULSION OF MEMBER 

A Councillor may be deemed unsuitable to govern an Aged Care Service and in this instance must leave 
the room during all discussions pertaining to the Aged Care Service.   
 
4.8 COUNCIL MEETINGS 

Council Meetings are held on the third Tuesday each month. Full details of the organisation’s meetings 
are included in Governance. (See Governance /Appendix 1: Directory of Management Meetings). 
 
4.9 ORIENTATION FOR BOARD MEMBERS 

The first meeting following an election includes a short orientation session for all members, and 
particularly new members. This covers the following information: 

• The vision, objectives and philosophy of Richmond Aged Care  

• Council  and Councillor roles and responsibilities 

• Information on funding 

• Information on the services delivered including a review of the Consumer Handbook 

• Information on workers 

• Information about Board meetings 

• The Code of Conduct for Key Personnel emphasising consumer and worker safety 

• Governance emphasising responsibilities and processes 

• Continuous improvement and risk management processes 

• Serious Incident Response Scheme (SIRS) 

• The Strengthened Aged Care Quality Standards 

• The Whistleblower policy including the role of the Board and the Whistleblower processes 

• Our Consumers  

• Consumer Specific Needs and Diversity 

• IT System: System Failure, Data Breaches, Threats. 
 
The CEO and Director of Community Services  is responsible for ensuring the preparation and distribution 
of this information for new Councillors. 
 

5 BUSINESS ENTITY STRUCTURE 

5.1 LOCAL GOVERNMENT ACT 2009 AND LOCAL GOVERNMENT REGULATIONS 2012 

 

DOCUMENT INFORMATION 

Owner** Board  
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Date Approved  

Applicable Aged Care Programs CHSP, HCP 

Review History Developed: October 15, 2024 

Date of review and summary of 
changes 

 

Date of review and summary of 
changes 

 

Date of review and summary of 
changes 

 

**The person responsible for ensuring the Procedure is appropriate, followed and maintained up to date. 



Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.5 Dealing with Infectious Diseases Policy 

 
EXECUTIVE SUMMARY 
Children encounter many other children and adults within the OSHC Service environment 
which can result in the contraction of infectious illnesses. Our Service has a duty of care to 
ensure that children’s families, educators, and visitors of the Service are provided with a high 
level of protection during the hours of the Service’s operation. We aim to minimise cross 
contamination and the spread of infectious illnesses by implementing best practice and high 
standards of personal hygiene within our OSHC Service. 
 
This policy communicates clear directions and guidance about protocols and actions to be 
followed to avoid adversely affecting the safety and health of children, other staff members 
and visitors to the service. A simple, safe and effective way of protecting individuals and others 
within the community against harmful diseases is immunisation.  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Dealing with infectious Diseases Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Updates have been made to this Policy to align with Legislation. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment W – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Co-Ordinator) 
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DEALING WITH INFECTIOUS DISEASES POLICY 
The National Quality Standard requires education and care services implement specific strategies to 

minimise the spread of infectious illness and maintain a healthy environment for all children, staff, 

educators and families. The spread of infections in the education and care environment is facilitated by 

microbial contamination of the environment, as well as the greater exposure to young children who are 

still developing hygienic behaviours and habits.  Our Out of School Hours Care (OSHC) Service will 

minimise children’s and staff’s exposure to infectious diseases by adhering to all recommended 

guidelines from relevant authorities regarding the prevention of infectious diseases, promoting practices 

that reduce the transmission of infection, ensuring the exclusion of sick children and educators, 

supporting child immunisation, and implementing effective hygiene practices.  

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

2.1 Health  Each child’s health and physical activity is supported and promoted.  

2.1.1 Wellbeing and 
comfort  

Each child’s wellbeing and comfort is provided for, including appropriate 
opportunities to meet each child’s needs for sleep, rest and relaxation. 

2.1.2 
Health 
practices and 
procedures  

Effective illness and injury management and hygiene practices are 
promoted and implemented. 

2.2 Safety  Each child is protected.  

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

Sec. 172 Offence to fail to display prescribed information 

Sec.174(2)(a) Serious incident- any emergency for which emergency services attended 

12 Meaning of serious incident 

77 Health, hygiene and safe food practices 

83 Staff members and family day care educators not to be affected by alcohol or drugs 

85 Incident, injury, trauma and illness policies and procedures  

86 Notification to parents of incident, injury, trauma and illness  

87 Incident, injury, trauma and illness record  

88 Infectious diseases  
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89 First aid kits 

90 Medical conditions policy 

92 Medication record  

93 Administration of medication 

162 Health information to be kept in enrolment record 

168 Education and care service must have policies and procedures 

170 Policies and procedures to be followed 

172(2)(g) 
a notice stating that there has been an occurrence of an infectious disease at the 
premises 

173 Prescribed information to be displayed 

175(2)(c) 
Prescribed information to be notified to the Regulatory Authority-  
(2) any circumstance arising at the service that poses a risk to the health, safety or 
wellbeing of a child or children attending the service 

 

RELATED POLICIES 

Administration of Medication Policy  
Child Safe Environment Policy 
Code of Conduct Policy 
Dental Health Policy 
Enrolment Policy 
Family Communication Policy  
Governance Policy 
Hand Washing Policy  
Health and Safety Policy  

Immunisation Policy 
Incident, Injury, Trauma and Illness Policy  
Medical Conditions Policy  
Physical Environment Policy  
Pregnancy in Early Childhood Policy 
Privacy and Confidentiality Policy 
Rest Time Policy 
Work Health and Safety Policy  

 

PURPOSE 

Children encounter many other children and adults within the OSHC Service environment which can 

result in the contraction of infectious illnesses. Our Service has a duty of care to ensure that children 

families, educators, and visitors of the Service are provided with a high level of protection during the 

hours of the Service’s operation. We aim to minimise cross contamination and the spread of infectious 

illnesses by implementing best practice and high standards of personal hygiene within our OSHC Service. 

 

This policy communicates clear directions and guidance about protocols and actions to be followed to 

avoid adversely affecting the safety and health of children, other staff members and visitors to the 

service. A simple, safe and effective way of protecting individuals and others within the community 

against harmful diseases is immunisation.  
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SCOPE 

This policy applies to children, families, staff, educators, approved provider, nominated supervisor, 

students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

Under the Education and Care Services National Regulations, the approved provider must ensure policies 

and procedures are in place in relation to dealing with infectious diseases. (ACECQA, August 2021). 

Our Service is committed to minimise the spread of infectious diseases and viruses by implementing 

recommendations as stated in the Staying healthy: Preventing infectious diseases in early childhood 

education and care services (6th Edition) developed by the Australian Government National Health and 

Medical Research Council and advice provided from the Australian Health Protection Principal Committee 

(AHPPC). 

 

We are guided by decisions regarding exclusion periods and notification of infectious diseases by the 

Australian Government- Department of Health and local Public Health Units in our jurisdiction as per the 

Public Health Act.  

 

This policy must be read in conjunction with our other Quality Area 2 policies: 

o Immunisation Policy 

o Incident, Illness, Accident and Trauma Policy and  

o Medical Conditions Policy and  

o Handwashing Policy 

 

PREVENTING INFECTIOUS DISEASES 

Children often enter school and education and care services when their immune systems are still 

developing. They have not been exposed to many common germs and therefore are susceptible to 

bacteria that may cause infections. Given the close physical contact children have with other children in 

OSHC it is very easy for infectious diseases and illnesses to spread through normal daily activities as 

germs can be picked up directly from an infected person or from the environment. It is important to 

understand that an infected person may not show any signs or symptoms of illness. 

 

Our OSHC Service implements rigorous hygienic practices to limit the spread of illness and infectious 

diseases including: 

• immunisation- for children and adults   

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/ch55-staying-healthy.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/ch55-staying-healthy.pdf
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• effective hand washing hygiene 

• respiratory hygiene- cough and sneeze etiquette 

• appropriate use of gloves and other PPE 

• exclusion of children, educators or staff when they are unwell or displaying symptoms of an 

infectious disease or virus 

• effective environmental cleaning including toys and resources 

• requesting parents and visitors to wash their hands with soap and water or hand sanitizer upon 

arrival and departure at the OSHC Service 

• encouraging use of the outdoors environment  

• ensuring adequate ventilation  

• encouraging children, educators or staff to seek medical attention and get tested if they show 

symptoms of an infectious disease or virus, including COVID-19. 

 

IMMUNISATION REQUIREMENTS  

Immunisation is a reliable way to prevent many child hood infectious diseases. When enrolling a child in 

an Out of School Hours Care Service, parents will be asked to provide an Immunisation History 

Statement. Should a child not be fully immunised according to the National Immunisation Program 

Schedule, they will not be prevented from enrolling. 

• Only parents of children who are fully immunised or are on a recognised catch-up schedule or have 

an approved medical exemption recorded on the Australian Immunisation Register (AIR) can receive 

Child Care Subsidy (CCS) 

• Educators and other staff at our OSHC Service are highly recommended to keep up to date with all 

immunisations including yearly influenza vaccinations. These include vaccinations recommended by 

the National Health and Medical Research Council (NHMRC). Our OSHC Service recommends 

educators and children keep up to date with vaccinations for COVID -19 and boosters.  

• Staff are required to provide an Immunisation History Statement from the Australian Immunisation 

Register (AIR) and/or records from their general practitioner to management for their staff record. 

• Vaccination is important as not only can staff members catch a potentially serious infection such as 

measles or whooping cough, but they could also then inadvertently pass it onto children in their care 

who are too young to have had their vaccinations or to women who may be pregnant.  
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EXCLUDING CHILDREN FROM THE OSHC SERVICE 

Excluding children, staff and parents who are at risk of transmitting infection to others limits the spread of 

infection in education and care services.’ (Staying healthy, 2024, p. 75) 

The need for exclusion and the length of time a person is excluded from the Service depends on: 

• the type of infection 

• if symptoms are present and how severe they are 

• how easily the infection or disease can spread 

• how long the person is likely to be infectious 

 

When a child or adult has symptoms or has been diagnosed with an illness or infectious disease, the 

Service will refer to information about recommended exclusion periods from the Public Health 

Unit (PHU) and Staying healthy: Preventing infectious diseases in early childhood education and care 

services, 6th edition.  

Although some illnesses will state ‘not excluded’, any child or staff member displaying symptoms of an 

illness or condition are encouraged to stay at home and/or seek medical advice for any concerning 

symptoms or if symptoms continue.   

Exclusion for common or concerning conditions 

• When an infectious disease has been diagnosed or suspected, the OSHC Service will display 

appropriate documentation and alerts for families including information on the illness/disease, 

symptoms, infectious period and the exclusion period. (Fact sheets are available Staying Healthy 

Guidelines) 

• If a vaccine preventable disease occurs in the OSHC Service, children who have not been fully 

immunised will be excluded from care; staff who are not vaccinated will be notified and should be 

excluded from the workplace. Management will check all children’s Immunisation records and alert 

parents as required 

• Staff and children that have had diarrhoea and/or vomiting will be excluded from the Service until 

there has not been any diarrhoea or vomiting for at least 24 hours. If the diarrhoea or vomiting are 

confirmed to be norovirus, they will be excluded until there has not been any diarrhoea or vomiting 

for at least 48 hours. Staff who handle food will be excluded from the Service for up to 48 hours after 

they have stopped vomiting or having diarrhoea. [Staying healthy, 2024.]  

 

 

http://www.health.nsw.gov.au/Infectious/Pages/phus.aspx
http://www.health.nsw.gov.au/Infectious/Pages/phus.aspx
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
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REPORTING OUTBREAKS TO THE PUBLIC HEALTH UNIT AND REGULATORY AUTHORITY (Reg. 175 

(2) (c) 
Outbreaks of communicable diseases and contagious viruses represent a threat to public health. To help 

prevent outbreaks, the Department of Health monitors the number of people who contract certain 

infectious diseases and their characteristics, the recent travel or attendance of infected people in a public 

place or on public transport, and works with health specialists and doctors to help prevent the 

transmission of diseases to other people. 

 

The Public Health Act 2010 lawfully requires and authorises doctors, hospitals, laboratories, school 

principals and childcare centre directors to confidentially notify the Public Health Unit of patients with 

certain conditions, and to provide the required information on the notification forms. Specialist trained 

public health staff review this information and if necessary, contact the patient’s doctor, and sometimes 

the patient, to provide advice about disease control and to complete the collection of information.  

 
All information is held confidentially in order to protect the patient’s privacy. Under the Commonwealth 

Privacy Acts, patient information is only released/disclosed where it is lawfully required or authorised. 

Management is required to notify the local Public Health Unit (PHU) by phone (call 1300 066 055) as soon 

as possible after they are made aware that a child enrolled at the Service is suffering from one of the 

following vaccine preventable diseases. 

• Diphtheria 

• Hib (Haemophilius influenzae type b) 

• Mumps 

• Poliomyelitis 

• Meningococcal disease 

• Rubella (‘German measles’) 

• Measles  

• Pertussis (‘whooping cough’) 

• Tetanus  

 

Notification is also required for: 

• Gastroenteritis (if 2 or more people are affected and an outbreak is suspected)  

 

Management will closely monitor health alerts and guidelines from Public Health Units and the Australian  

Government- Department of Health for any advice and emergency health management in the event of a  

contagious illness outbreak.  
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Services in NSW- A notification must be lodged through the NQA-ITS  if there is an outbreak of COVID-19 

in the service (5 cases or more within a 7-day period) 

 

THE APPROVED PROVIDER /NOMINATED SUPERVISOR WILL ENSURE: 

• that obligations under the Education and Care Services National Law and National Regulations are 

met 

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and 

associated procedure 

• all new employees are provided with a copy of this policy as part of their induction process  

• families are aware of this Dealing with Infectious Diseases Policy upon enrolment 

• children are protected from harm by ensuring relevant policies and procedures are followed 

regarding health and safety within the OSHC Service 

• an Immunisation History Statement for each child is requested on enrolment regarding the child’s 

immunisation status (AIR) and any medical conditions 

• a staff immunisation record that documents each staff member’s previous infection or 

immunisations (including dates) is developed and maintained 

• the OSHC Service implements recommendations from Staying healthy: Preventing infectious diseases 

in early childhood education and care services- 6th Edition to maintain a healthy environment 

• that all information regarding the prevention of infectious diseases is sourced from a recognised 

health authority  Australian Government Department of Health 

• exclusion periods for people with infectious diseases recommended by Government Authorities are 

implemented for all staff, children, parents, families and visitors  

• the Public Health Unit is notified as soon as possible after they are made aware that a child enrolled 

has a vaccinated preventable disease 

• the Public Health Unit is notified in the event of an outbreak of viral gastroenteritis. Management 

must document the number of cases, dates of onset, duration of symptoms. An outbreak is when 

two or more children or staff have a sudden onset of diarrhoea or vomiting in a 2-day period.  

• after confirmation that a child is suffering from an infectious disease, and as soon as practical, the 

family of each child enrolled in the Service must be notified whilst maintaining the privacy of the 

ill/infectious child. Communication may be: 

o verbal 

o through a letter from the educator or approved provider 

o via electronic message- text message or email 

o notice clearly displayed at the OSHC Service 

https://education.nsw.gov.au/early-childhood-education/coronavirus/managing-covid-cases
https://public.nqaits.acecqa.gov.au/Pages/Landing.aspx
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.health.gov.au/
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• families are advised that they are requested to alert the Service if their child is diagnosed with an 

infectious illness, including COVID-19 

• daily attendance records for staff, children and visitors are up to date at all times  

• safe health and hygiene practices are implemented at all times 

• educators and staff routinely role model hand washing, hand drying, cough and sneeze etiquette  

• effective environmental cleaning policies and procedures are adhered to all times  

• children are supported in their understanding of health and hygiene practices throughout the daily 

program and routine (hand washing, hand drying, cough and sneeze etiquette)   

• families are provided with relevant sourced materials and information on infectious diseases, health, 

and hygiene including:  

o the current National Immunisation Schedule  

o exclusion guidelines in the event of a vaccine preventable illness at the Service for 

children that are not immunised or have not yet received all their immunisations 

o advice and information regarding any infectious diseases in general and information 

regarding any specific infectious illnesses that are suspected/present in the Service. 

• all educators are mindful and maintain confidentiality of individual children’s medical circumstances  

• that opportunities for educators to source pertinent up to date information from trusted sources on 

the prevention of infectious diseases and maintaining health and hygiene are provided 

• families are advised to keep children at home if they are unwell and not return to the Service until 

they have improved 

• the recommended minimum exclusion periods from Staying healthy are followed for children or staff 

depending on their symptoms or disease and whether a medical professional has diagnosed a specific 

condition 

• to minimise the chance of disease/illness spreading, children must be well for 24hrs before returning 

to the OSHC Service  

• to complete the register of Incident, Injury, Trauma or Illness and/or document incidents of infectious 

diseases no later than 24 hours of an illness or infectious disease occurring in the Service 

• educators or staff who have diarrhoea or an infectious disease do not handle food for others and are 

not to return to work until they have been symptom free for 48 hours 

• any risk to a child or adult with complex medical needs is minimised in the event of an outbreak of an 

infectious disease or virus. This may require a risk assessment and decision-making regarding the 

suitability of attendance of the child or staff member during this time. 
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EDUCATORS WILL ENSURE: 

• that any child suspected of having an infectious illness is responded to and their health and  

emotional needs are supported  

• that any child suspected of having an infectious Illness is responded to and their health and 

emotional needs supported at all times 

• any child suspected of having an infectious illness is separated from other children and supervised 

whilst waiting for collection by parents or guardian or emergency contact person 

• that appropriate health and safety procedures are implemented when treating ill children- wear 

disposable gloves, face mask or other PPE if needed 

• families are aware of the need to collect their unwell child/ children as soon as practicable from the 

OSHC Service 

• all resources or items touched by a child with a suspected illness are thoroughly cleaned and 

disinfected- (cushions, toys) 

• their own immunisation status is maintained, and the approved provider/nominated supervisor is 

advised of any updates to their immunisation status 

• opportunities are provided for children to participate in hygiene practices, including routine 

opportunities, and intentional practice such as hand washing, sneezing and cough etiquette 

• consideration is given to the combination of children to decrease the risk of attaining an infectious 

illness when planning the routines/program of the day 

• they adhere to the OSHC Service’s Health and Safety Policy including:  

o hand washing  

o daily cleaning of the OSHC Service 

o wearing gloves (particularly when in direct contact with bodily fluids) 

o appropriate and hygienic handling and preparation of food 

o wearing face masks (optional) 

o providing adequate ventilation to reduce the transmission of diseases that are airborne 

• they maintain up-to-date knowledge regarding best practice principles and high standards of hygiene 

to reduce the spread of spread of infectious disease and promote good health and safety  

 

PREVENTION STRATEGIES FOR MINIMISING THE SPREAD OF DISEASE WITHIN OUR SERVICE 

STAFF AND EDUCATORS WILL ENSURE: 

• a healthy environment is provided through adherence to the Staying Healthy cleaning guidelines 

• utility gloves are worn and washed and dried between uses 

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/healthy-environment#toc__27
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• surfaces are cleaned first with detergent and water before using disinfectants. (Disinfectants cannot 

kill germs unless areas are clean) 

• mops with detachable used for toilet accidents are to be soaked in disinfectant in a bucket in the 

laundry sink and then air-dried 

• that if a child has a toileting accident, the items are placed in a plastic bag with the child’s name on it. 

The plastic bag will be stored in a sealed container labelled ‘soiled/wet clothing’ for parents to take 

home.   

• cloths and mops are colour coded so that a separate cloth or mop is used to clean floors, bathroom, 

art and craft, and meal surfaces 

• detachable mop heads and cloths are washed in a washing machine using hot water 

• all washable toys/equipment out on display for the children are to be washed on a weekly basis to 

decrease the risk of cross contamination and recorded with the date and a signature as evidence. 

• toys and equipment (that are difficult to wash) will be washed with detergent (or soap and water) 

and air-dried in sunlight 

• washable toys and equipment will be washed in detergent and hot water or the dishwasher and aired 

to dry (toys will not be washed in the dishwasher at the same time as dishes). All toys and equipment 

that have been cleaned will be recorded on the toy cleaning register. 

• all cleaning procedures will be recorded on the Service’s Cleaning Checklist 

• floor surfaces will be cleaned on a daily basis after each meal and at the end of each day 

• toilets/bathrooms will be cleaned following before school care sessions, the end of the day and 

whenever needed throughout the day using detergent and water followed by disinfectant and paper 

towel 

• when cleaning up spills of faeces, vomit or urine off floors, bathrooms etc. educators will use 

disinfectant on the surface after cleaning it with detergent and warm water 

• pregnant staff members should not assist in toileting or cleaning up toileting accidents to prevent 

unexpected cross contamination and risk of contracting Cytomegalovirus (CMV). The occupational 

risks of CMV infection must be discussed with management of the OSHC Service. (see Pregnancy in 

Early Childhood Policy) 

 

FAMILIES WILL:   

• adhere to the OSHC Service’s policies regarding Dealing with Infectious Diseases, Immunisation and  

Incident, Injury, Trauma and Illness and adhere to exclusion requirements 

• alert the OSHC Service if their child is diagnosed with an infectious illness, including COVID-19 

https://www.pregnancybirthbaby.org.au/cytomegalovirus-cmv-during-pregnancy
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• exclude their child from care for the recommended minimum exclusion period if they display 

symptoms of an infectious illness or disease  Exclusion for common or concerning conditions 

• adhere to exclusion periods in the event of a vaccine preventable disease occurring in the OSHC 

Service and their child is not fully immunised  

• adhere to the OSHC Service’s restrictions of entry into the Service in the event of an outbreak of an 

infectious disease or virus 

• adhere to the OSHC Service’s policy regarding Hand Washing 

• exclude their child from care if they display symptoms of an infectious illness or disease or in the 

event of a vaccine preventable disease occurs in the OSHC Service and their child is not immunised 

fully 

• advise the OSHC Service of their child’s immunisation status, by providing approved written 

documentation for the Service to copy and place in the child’s file 

• advise the OSHC Service when their child’s immunisation/medical condition is updated to ensure that 

immunisation and medical records are up to date 

• adhere to the OSHC Service’s risk minimisation strategies if their child has complex medical needs in 

the event of an outbreak of an infectious disease or virus. 

 

RESOURCES 

Gastro Pack NSW Health 

Common cold fact sheet 

Exclusion for common or concerning conditions 

NSW Health Stopping the spread of childhood infections factsheet. 

Pregnancy Birth and Baby. Cytomegalovirus (CMV) during pregnancy.  

RSV Fact Sheet 

Time Out Keeping your child and other kids healthy! (Queensland Government)  

Time Out Brochure Why do I need to keep my child at home? 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Dealing with Infectious Diseases Policy will be reviewed on an annual basis in consultation with 

children, families, staff, educators and management.  

 

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES 

Hand Washing Procedure  
Illness Management Procedure  

Immunisation Register  
Incident injury trauma and illness Record  

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.health.nsw.gov.au/Infectious/gastroenteritis/Documents/ccc-gastro-pack.pdf
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets/common-cold
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.health.nsw.gov.au/Infectious/factsheets/Pages/childhood.aspx
https://www.pregnancybirthbaby.org.au/cytomegalovirus-cmv-during-pregnancy
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets/rsv
https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf
https://www.health.qld.gov.au/__data/assets/pdf_file/0025/702619/timeout-brochure.pdf
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Illness or Infectious Disease Register Reporting Infectious Diseases Procedure 
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• annual policy maintenance  
• deleted reference to ‘Sick Children Policy’ 

(now merged with Incident, Injury, Trauma 
and Illness Policy) 

• deleted managing COVID-19 positive case 
section 

• merged ‘nominated supervisor/ responsible 
person educator’ section 

MARCH 2025 

https://www.acecqa.gov.au/sites/default/files/2024-03/Guide-to-the-NQF-web.pdf
https://www.acecqa.gov.au/sites/default/files/2021-08/DealingInfectiousDiseasesGuidelines.pdf
https://www.health.gov.au/our-work/national-immunisation-program
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D@pointInTime(20200831000000)))+AND+Content%3D(%22early%22+AND+%22childhood%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C/span%3E%22,+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C/span%3E%22,+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Eearly+childhood%3C/span%3E%22,+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E31/08/2020%3C/span%3E%22
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://education.nsw.gov.au/early-childhood-education/coronavirus/managing-covid-cases
https://www.health.nsw.gov.au/immunisation/Pages/childcare_qa.aspx
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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• order of some statements moved within 
paragraphs for consistency and repetition  

• minor formatting edits within text  
• hyperlinks checked and repaired as required 

 



Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.6 Incident, Injury, Trauma and Illness Policy 

 
EXECUTIVE SUMMARY 
The health and safety of all staff, children, families and visitors to our Out of School Hours 
Care (OSHC) Service is of the utmost importance. We aim to reduce the likelihood of 
incidents, illness, accidents and trauma through implementing comprehensive risk 
management, effective hygiene practices and the ongoing professional development of all 
staff to respond quickly and effectively to any incident or accident.  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Incident, Injury, Trauma and Illness Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Updates have been made to this Policy to align with Legislation. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment X – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Co-Ordinator) 
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INCIDENT, INJURY, TRAUMA & ILLNESS POLICY 
The health and safety of all staff, children, families and visitors to our Out of School Hours Care (OSHC) 

Service is of the utmost importance. We aim to reduce the likelihood of incidents, illness, accidents and 

trauma through implementing comprehensive risk management, effective hygiene practices and the ongoing 

professional development of all staff to respond quickly and effectively to any incident or accident. 

 

We acknowledge that in education and care services, illness and disease can spread easily from one child to 

another, even when implementing the recommended hygiene and infection control practices. Our OSHC 

Service aims to minimise illnesses by adhering to all recommended guidelines from relevant government 

authorities regarding the prevention of infectious diseases and adhere to exclusion periods recommended by 

the Australian Government National Health and Medical Research Council (NHMRC) in  Staying healthy 

guidelines and Public Health Unit. 

When groups of children play together and are in new surroundings accidents and illnesses may occur. Our 

OSHC Service is committed to effectively manage our physical environment to allow children to experience 

challenging situations whilst preventing serious injuries.   

   

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

2.1.2 Health practices 
and procedures  

Effective illness and injury management and hygiene practices are 
promoted and implemented. 

2.2 Safety  Each child is protected.  

2.2.1 Supervision  At all times, reasonable precautions and adequate supervision ensure 
children are protected from harm and hazard. 

2.2.2 
Incident and 
emergency 
management  

Plans to effectively manage incidents and emergencies are developed in 
consultation with relevant authorities, practiced and implemented. 

2.2.3 Child Protection  
Management, educators and staff are aware of their roles and 
responsibilities to identify and respond to every child at risk of abuse or 
neglect. 

 

 

 

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
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EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

Sec.165 Offence to inadequately supervise children 

Sec. 
174(2)(a) Prescribed information to be notified to Regulatory Authority 

Sec.176(2)(a) Time to notify certain information to Regulatory Authority 

86 Notification to parents of incident, injury, trauma and illness  

87 Incident, injury, trauma and illness record 

88 Infectious diseases  

89 First aid kits  

93 Administration of medication 

95 Procedure for administration of medication 

97 Emergency and evacuation procedures 

103 Premises, furniture and equipment to be safe, clean and in good repair 

104 Fencing 

117 Glass 

161 Authorisations to be kept in enrolment record  

162 Health information to be kept in enrolment record  

168 Education and care Service must have policies and procedures 

170 Policies and procedures to be followed 

171 Policies and procedures to be kept available 

177 Prescribed enrolment and other documents to be kept by approved provider 

183 Storage of records and other documents 

 

RELATED POLICIES  

Administration of First Aid Policy  
Administration of Medication Policy 
Anaphylaxis Management Policy  
Asthma Management Policy  
Child Safe Environment Policy 
Dealing with Infectious Disease Policy  
Delivery of children to, and collection from ECE 
Premises Policy 

Family Communication Policy  
Handwashing Policy 
Health and Safety Policy 
Immunisation Policy 
Medical Conditions Policy  
Privacy and Confidentiality Policy  
Record Keeping and Retention Policy  
Safe Transportation Policy 
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Diabetes Management Policy 
Enrolment Policy  
Epilepsy Policy  

Work Health and Safety Policy 

 

PURPOSE 

Our OSHC Service has a duty of care to respond to and manage illnesses, accidents, incidents, and trauma that 

may occur at the Service to ensure the safety and wellbeing of children, educators and visitors. This policy will 

guide educators and staff to manage illness and prevent injury and the spread of infectious diseases and 

provide guidance of the required action to be taken in the event of an incident, injury, trauma or illness 

occurring when a child is educated and cared for. 

 

SCOPE 

This policy applies to children, families, staff, educators, the approved provider, nominated supervisor, 

management, students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

Under the Education and Care Services National Regulations, an approved provider must ensure that policies 

and procedures are in place for incident, injury, trauma and illness and take reasonable steps to ensure 

policies and procedures are followed. (ACECQA, 2021). In the event of an incident, injury, trauma or illness, all 

staff will implement the guidelines set out in this policy to adhere to National Law and Regulations and inform 

the regulatory authority as required. 

 

Our OSHC Service implements risk management planning to identify any possible risks and hazards to our 

learning environment and practices. Where possible, we have eliminated or minimised these risks as is 

reasonably practicable.  

 

Our OSHC Service implements procedures as stated in the Staying healthy: Preventing infectious diseases in 

early childhood education and care services (6th Edition) as part of our day-to-day operation of the OSHC Service.  

We are guided by explicit decisions regarding exclusion periods and notification of any infectious disease by 

the Australian Government- Department of Health and local Public Health Units in our jurisdiction under the 

Public Health Act.  
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INJURY, INCIDENT OR TRAUMA  

In the event of any child, educator, staff, volunteer or visitor having an accident at the OSHC Service, an 

educator who has a First Aid Certificate will attend to the person immediately.  Adequate supervision will be 

provided to all children attending the OSHC Service.  

Any workplace incident, injury or trauma will be investigated, and records kept as per WHS legislation and 

guidelines.  

All staff and educators are required to follow the procedures outlined in our First Aid Policy and First Aid 

Procedure. 

 

DEFINITION OF SERIOUS INCIDENT  

Regulations require the approved provider or nominated supervisor to notify regulatory authority within 24 

hours of any serious incident at the OSHC Service through the NQA IT System 

A serious incident (Reg. 12) is defined as any of the following: 

a) The death of a child: 

(i) while being educated and cared for by an OSHC Service or 

(ii) following an incident while being educated and cared for by an OSHC Service. 

(b) Any incident involving serious injury or trauma to, or illness of, a child while being educated and cared for 

by an OSHC Service, which: 

(i) a reasonable person would consider required urgent medical attention from a registered 

medical practitioner or 

(ii) for which the child attended, or ought reasonably to have attended, a hospital. For example: 

whooping cough, broken limb and anaphylaxis reaction 

(c) Any incident or emergency where the attendance of emergency services at the OSHC Service premises was 

sought, or ought reasonably to have been sought (eg: severe asthma attack, seizure or anaphylaxis)  

(d) Any circumstance where a child being educated and cared for by an OSHC Service 

(i) appears to be missing or cannot be accounted for or 

(ii) appears to have been taken or removed from the OSHC Service premises in a manner that 

contravenes these regulations or 

(iii) is mistakenly locked in or locked out of the OSHC Service premises or any part of the premises. 

A serious incident should be documented as an incident, injury, trauma and illness record as soon as possible 

and within 24 hours of the incident, with any evidence attached.  

 

 

 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
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INCIDENT, INJURY, TRAUMA AND ILLNESS RECORD  

An Incident, Injury, Trauma and Illness record contains details of any incident, injury, trauma or illness that 

occurs while the child is being educated and cared for at the OSHC Service. The record will include: 

• name and age of the child 

• circumstances leading to the incident, injury, illness  

• time and date the incident occurred, the injury was received, or the child was subjected to trauma 

• details of any illness which becomes apparent while the child is being cared for including any 

symptoms, time and date of the onset of the illness 

• details of the action taken by the educator including any medication administered, first aid provided, 

or medical professionals contacted 

• details of any person who witnessed the incident, injury or trauma 

• names of any person the educator notified or attempted to notify, and the time and date of this 

• signature of the person making the entry, and the time and date the record was made 

 

Educators are required to complete documentation of any incident, injury or trauma that occurs when a child 

is being educated and cared for by the OSHC Service. This includes recording incidences of biting, scratching, 

dental or mouth injury. Due to Confidentiality and Privacy laws, only the name of the child injured will be 

recorded on the Incident, Injury, Trauma or Illness Record. Any other child/ren involved in the incident will not 

have their names recorded. If other children are injured or hurt, separate records will be completed for each 

child involved in the incident. Parents/Authorised Nominee must acknowledge the details contained in the 

record, sign and date the record on arrival to collect their child. All Incident, Injury, Trauma and Illness Records 

must be kept until the child is 25 years of age. (See: Record Keeping and Retention Policy). 

 

MISSING OR UNACCOUNTED FOR CHILD  

At all times, reasonable precautions and adequate supervision is provided to ensure children are protected 

from harm or hazards. However, if a child appears to be missing or unaccounted for, removed from the OSHC 

Service premises that breaches the National Regulations or is mistakenly locked in or locked out of any part of 

the Service, a serious incident notification must be made to the regulatory authority. 

 

A child may only leave the OSHC Service in the care of a parent, an authorised nominee named in the child’s 

enrolment record or a person authorised by a parent or authorised nominee or because the child requires 

medical, hospital or ambulance care or other emergency.  

Educators must ensure that  

• the attendance record is regularly cross-checked to ensure all children signed into the OSHC Service 

are accounted for   
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• children are supervised at all times 

• visitors to the service are not left alone with children at any time 

 

For After School Care, educators will check that all children booked in for a session of care arrives at the 

expected time. If a child does not arrive at the OSHC Service or nominated collection point, at the expected 

time educators will follow procedures outlined in the Delivery of children to, and collection from ECE Premises 

Policy. 

 

Educators will regularly cross-check the attendance record to ensure all children signed into the OSHC Service 

are accounted for. Should an incident occur where a child is missing from the OSHC Service educators and the 

nominated supervisor will: 

• attempt to locate the child immediately by conducting a thorough search of the premises (checking 

any areas that a child could be locked into by accident) 

• cross check the attendance record to ensure the child hasn’t been collected by an authorised person 

and signed out by another person 

• if the child is not located within a 10-minute period, emergency services will be contacted on 000 and 

the Approved Provider will notify the parent/s or guardian  

• continue to search for the missing child until emergency services arrive whilst providing supervision 

for other children in care 

• provide information to Police such as: child’s name, age, appearance, (provide a photograph), details 

of where the child was last sighted. 

 

If a child is missing during or following transportation the Missing Child During Regular Transportation 

Procedure is to be followed. The approved provider is responsible for notifying the Regulatory Authority of a 

serious incident within 24 hours of the incident occurring. 

 

HEAD INJURIES 

It is common for children to bump their heads during everyday play, however it if difficult to determine 

whether the injury is serious or not. Therefore, any knock to the head is considered a head injury and should 

be assessed by a doctor. In the event of any head injury, the First Aid officer will assess the child, administer 

any urgent First Aid and notify parents/guardians to collect their child.  

 

Emergency services will be contacted immediately on 000 if the child: 

• has sustained a head injury involving high speeds or fallen from a height (play equipment) 

• loses consciousness 
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• seems unwell or vomits several times after hitting their head 

(See: Head Injury Guide and Procedure) 

 

TRAUMA 

Trauma is defined as the impact of an event or a series of events during which a child feels helpless and 

pushed beyond their ability to cope. There are a range of different events that might be traumatic to a child, 

including accidents, injuries, serious illness, natural disasters (bush fires), assault, and threats of violence, 

domestic violence, neglect or abuse and wars or terrorist attacks. Parental or cultural trauma can also have a 

traumatising effect on children. This definition firmly places trauma into a developmental context: 

“Trauma changes the way children understand their world, the people in it and where they belong” (Australian 

Childhood Foundation, 2010).  

 

Trauma can disrupt the relationships a child has with their parents, educators and staff who care for them. It 

can transform children’s language skills, physical and social development and the ability to manage their 

emotions and behaviour. 

 

Behavioural responses for pre-school aged children and young children who have experiences 

trauma may include: 

• new or increased clingy behaviour such as constantly following a parent, carer or staff around 

• anxiety when separated from parents or carers 

• new problems with skills like sleeping, eating, going to the toilet and paying attention 

• shutting down and withdrawing from everyday experiences 

• difficulties enjoying activities 

• being jumpier or easily frightened 

• physical complaints with no known cause such as stomach pains and headaches 

• blaming themselves and thinking the trauma was their fault. 

 

Children who have experienced traumatic events often need help to adjust to the way they are feeling. When 

parents, educators and staff take the time to listen, talk, and play they may find children begin to say or show 

how they are feeling. Providing children with time and space lets them know you are available and care about 

them. 

It is important for educators to be patient when dealing with a child who has experienced a traumatic event. It 

may take time to understand how to respond to a child’s needs and new behaviours before parents, educators 

and staff are able to work out the best ways to support a child. It is imperative to realise that a child’s 
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behaviour may be a response to the traumatic event rather than just ‘naughty’ or ‘difficult’ behaviour.  

 

EDUCATORS CAN ASSIST CHILDREN DEALING WITH TRAUMA BY: 

• observing the behaviours and expressed feelings of a child and documenting responses that were most 

helpful in these situations 

• creating a ‘relaxation’ space with familiar and comforting toys and objects children can use when they are 

having a difficult time 

• having quiet time such as reading a story about feelings together 

• trying different types of play that focus on expressing feelings (e.g., drawing, playing with play dough, 

dress-ups and physical games such as trampolines) 

• helping children understand their feelings by using reflecting statements (e.g., ‘you look sad/angry right 

now, I wonder if you need some help?’) 

 

There are a number of ways for parents, educators and staff to reduce their own stress and maintain 

awareness, so they continue to be effective when offering support to children who have experienced 

traumatic events. 

 

STRATEGIES TO ASSIST FAMILIES, EDUCATORS AND STAFF TO COPE WITH CHILDREN’S STRESS OR 

TRAUMA MAY INCLUDE: 

• taking time to calm yourself when you have a strong emotional response. This may mean walking away 

from a situation for a few minutes or handing over to another educator or staff member if possible  

• planning ahead with a range of possibilities in case difficult situations occur 

• remembering to find ways to look after yourself, even if it is hard to find time or you feel other things are 

more important. Taking time out helps adults be more available to children when they need support.   

• using supports available to you within your relationships (e.g., family, friends, colleagues). 

• identifying a supportive person to talk to about your experiences. This might be your family doctor or 

another health professional. 

• accessing support resources- BeYou, Emerging Minds 

Living or working with traumatised children can be demanding so it is important to be aware of your own 

responses and seek support from management when required. 

 

ILLNESS MANAGEMENT 

To reduce the transmission of infectious illness, our OSHC Service implements effective hygiene and infection 

control routines and procedures from Staying healthy: Preventing infectious diseases in early childhood 

education and care services- 6th Edition. 

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
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Practising effective hygiene helps to minimise the risk of cross infection within our Service include: 

• immunisation- for children and adults  

• respiratory hygiene- limiting airborne germs and the transmission of respiratory diseases. Educators 

model good hygiene practices and remind children to cough or sneeze into their elbow or use a 

disposable tissue and wash their hands immediately with soap and water or use hand sanitiser after 

touching their mouth, eyes or nose. 

• hand hygiene- handwashing techniques are practised by all educators and children routinely using 

soap and water before and after eating, when using the toilet and drying hands thoroughly with paper 

towel. 

•  parents, families and visitors are requested to wash their hands upon arrival and departure at the 

Service or use an alcohol-based hand sanitizer 

• wearing PPE- gloves and masks to provide a protective barrier against germs 

• environmental strategies- cleaning with specific products after any spills of body fluids (urine, faeces, 

vomit, blood); All surfaces including bedding (mat, cushions) used by a child who is unwell, will be 

cleaned with soap and water and then disinfected.  

• toileting- Infection control practices including hand hygiene and proper cleaning and disinfection 

procedures are implemented  

• exclusion – children, educators and other staff who show symptoms of infectious disease are excluded 

from the Service. 

 

CHILDREN ARRIVING AT THE OSHC SERVICE WHO ARE UNWELL 

Management will not accept a child into care if they:   

• have a diagnosed contagious illness or infectious disease [specific exclusion periods may apply]  

• have a temperature above 38.0°C 

• have been given medication for a temperature prior to arriving at the OSHC Service (for example: Panadol) 

• have had any diarrhoea and/or vomiting in the last 24 hours  

• have started a course of antibiotics in the last 24 hours.  

 

IDENTIFYING SIGNS AND SYMPTOMS OF ILLNESS 

Educators and management are not doctors and are unable to diagnose an illness or infectious disease 

however, as our educators are familiar with the children in their care, they will watch for symptoms of 

sickness. If a child becomes ill whilst at the OSHC Service, educators will respond to their individual symptoms 

of illness and provide comfort and care.  
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Educators will closely monitor the child focusing on the symptoms displayed and how the child behaves and 

be alert to the possibility of symptoms that may suggest the child is very sick and needing urgent medical 

assistance.  

 

Educators will: 

• understand the differences between concerning and serious symptoms 

• if any serious symptoms are observed (breathing difficulties, drowsiness or unresponsiveness, looking 

pale or blue or feeling cold) 

o an ambulance will be called immediately 

• if any concerning symptoms are observed (lethargy, fever, poor feeding, new rash, poor urine output, 

irritation or pain or sensitivity to light) educators will: 

o monitor the child carefully 

o call parents/carers 

o discuss symptoms with parents/carers and help them decide whether the child needs to see a 

doctor 

• educators will monitor the child and will consider calling an ambulance if: 

o any concerning symptoms become severe 

o the child gets worse very quickly 

o there are multiple concerning symptoms. 

(Staying healthy, 6th Edition, 2024) 

In the event of any child requiring ambulance transportation and medical intervention, a serious incident will 

be reported to the regulatory authority (Reg. 12) by the approved provider. 

 

If the child has symptoms that suggest they are sick and they are not well enough to enjoy activities, they 

should go home and parents/caregivers will be contacted. The child will be cared for in an area that is 

separated from other children in the Service to await pick up from their parent/guardian or emergency 

contact person. A child who is displaying symptoms of a contagious illness or virus (vomiting, diarrhoea, fever) 

will be moved away immediately from the rest of the group and supervised until he/she is collected by a 

parent or emergency contact person.  

 

SYMPTOMS INDICATING ILLNESS MAY INCLUDE:  

• lethargy and decreased activity  

• difficulty breathing 

• fever (temperature more than 38°C) 

• headaches 
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• poor feeding 

• poor urine output/ dark urine 

• a stiff neck, irritability or sensitivity to light 

• new red or purple rash 

• pain 

• diarrhoea 

• vomiting 

• discharge from the eye or ear 

• skin that displays rashes, blisters, spots, crusty or weeping sores 

• loss of appetite 

• difficulty in swallowing or complaining of a sore throat 

• persistent, prolonged or severe coughing  

 

HIGH TEMPERATURES OR FEVERS  

Children get fevers or temperatures for all kinds of reasons. Most fevers and the illnesses that cause them last 

only a few days. Recognised authorities suggest a child’s normal temperature will range between 36.5°C and 

38.0°C. 

 

WHEN A CHILD DEVELOPS A HIGH TEMPERATURE OR FEVER WHILST AT THE OSHC SERVICE 

• Educators will check a child’s temperature if they think the child has a fever. If it is between 37.5°C and 

37.9°C educators will retest within 30 minutes (records will be kept of time, date and temperature) 

• Educators will notify parents when a child registers a temperature of 38°C or higher 

• Educators will follow the Illness Management Procedure for methods to reduce a child’s temperature or 

fever 

• The child will need to be collected from the Service as soon as possible (within 30 minutes) 

• Educators will monitor the child carefully to ensure their condition does not get worse and call an 

ambulance immediately if required 

• Parents/carers will be provided with a Fever factsheet for further information  

• Educators will complete an Incident, Injury, Trauma and Illness record and note down any other symptoms 

that may have developed along with the temperature (for example, a rash, vomiting, etc.). 

• If the child has gone home from the OSHC Service with a fever but their temperature is normal the next 

morning they can return to the Service. (Staying healthy, 6th Edition, 2024) 
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RESPIRATORY SYMPTOMS  

Respiratory symptoms include cough, sneezing, runny or blocked nose and sore throat. It is not unusual for 

children to have five or more colds a year, and children in education and care services may have as many as 8–

12 colds a year. A runny or blocked nose is a common symptom for many respiratory conditions or diseases 

which may be infectious such as a cold, influenza or COVID. Some causes, however, are not infectious such as 

allergies (hay fever).  

As each child may have different symptoms of a respiratory illness, our OSHC Service will consider exclusion 

based on the severity of the symptoms and the child’s behaviour. Children can become distressed and 

lethargic when unwell and should be at home with a parent or carer under close supervision. 

 

A child will be excluded from the Service if: 

• the respiratory symptoms are severe or; 

• the symptoms become worse during the course of the day (more frequent or severe) or; 

• the child has other concerning symptoms (fever, tiredness, pain, poor feeding). 

(Staying healthy, 6th Edition, 2024). 

 

DIARRHOEA AND VOMITING (GASTROENTERITIS)  

Gastroenteritis (or ‘gastro’) is a general term for an illness of the digestive system. Typical symptoms include 

abdominal cramps, diarrhoea, and vomiting. In many cases, it does not need treatment, and symptoms 

disappear in a few days. However, gastroenteritis can cause dehydration because of the large amount of fluid 

lost through vomiting and diarrhoea. Therefore, if a child does not receive enough fluids, he/she may require 

fluids intravenously.  

 

If a child has diarrhoea and/or vomiting whilst at the OSHC Service, Management will notify parents or an 

emergency contact to collect the child immediately. Parents/carers will be provided with a Diarrhoea or 

vomiting (gastroenteritis) fact sheet for further information.  

 

In the event of an outbreak of viral gastroenteritis, management will contact the local Public Health Unit. 

Public Health Unit- Local state and territory health departments. An outbreak is when two or more children or 

staff have a sudden onset of diarrhoea or vomiting in a 2-day period. Management must document the 

number of cases, dates of onset, duration of symptoms. (See: Illness or Infectious Disease Register. 

 

Staff and children that have had diarrhoea and/or vomiting will be excluded from the OSHC Service until there 

has not been any diarrhoea or vomiting for at least 24 hours. If the diarrhoea or vomiting are confirmed to be 

norovirus, they will be excluded until there has not been any diarrhoea or vomiting for at least 48 hours. Staff 

https://www.health.gov.au/about-us/contact-us/local-state-and-territory-health-departments
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who handle food will be excluded from the OSHC Service for up to 48 hours after they have stopped vomiting 

or having diarrhoea. [Staying healthy, 2024.]  

Services can amend exclusion time as per state/territory Public Health Unit recommendations 

 

 

 

NOTIFYING FAMILIES AND EMERGENCY CONTACT- SICKNESS OR INFECTIOUS ILLNESS  

• It is a requirement of the OSHC Service that all emergency contacts are able to pick up an ill child within a 

30-minute timeframe 

• Parents or guardians are notified as soon as practicable and no later than 24 hours of the illness, accident, 

or trauma occurring 

• Families will be notified of any outbreak of an infectious illness (e.g.: Gastroenteritis, whooping cough) 

within the Service via our notice board, online app or email to assist in reducing the spread of the illness 

• When a child has been diagnosed with an illness or infectious disease, the Service will refer to information 

about recommended exclusion periods from the Public Health Unit (PHU) and Staying healthy: Preventing 

infectious diseases in early childhood education and care services. (6th Edition), 2024 

• Exclusion periods for illness and infectious diseases are provided to families and included in our Family 

Handbook and Dealing with Infectious Disease Policy 

• Families are provided with clear information about any illness or disease via Factsheets from Staying 

healthy, 6th Edition. 

 

THE APPROVED PROVIDER, NOMINATED SUPERVISORS, RESPONSIBLE PERSON, AND EDUCATORS 

WILL ENSURE:  

• that obligations under the Education and Care Services National Law and National Regulations are met 

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and 

associated procedure 

• each child’s enrolment records include authorisations by a parent or person named in the record for the 

approved provider, nominated supervisor or educator to seek medical treatment for the child from a 

registered medical practitioner, hospital or ambulance service and if required, transportation by an 

ambulance service 

• parents or guardians are notified as soon as practicable and no later than 24 hours of the illness, accident, 

or trauma occurring 

• an Incident, Injury, Trauma and Illness Record is completed accurately and in a timely manner as soon after 

the event as possible (within 24 hours) 

http://www.health.nsw.gov.au/Infectious/Pages/phus.aspx
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
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• if the incident, situation or event presents imminent or severe risk to the health, safety and wellbeing of 

any person present at the OSHC Service, or if an ambulance was called in response to the emergency (not 

as a precaution) the regulatory authority will be notified within 24 hours of the incident 

• families are advised to keep their child home until they are feeling well, and they have not had any 

symptoms for at least 24-48 hours (depending upon the illness and exclusion periods) 

• children or staff members who are diagnosed with an illness or infectious disease may be excluded as per 

recommended exclusion periods  

• families are notified of any infectious disease circulating the Service within 24 hours of detection 

• a child who has not been immunised will be excluded from the Service if a vaccine preventable disease is 

reported within the Service community and that child is deemed to be in danger of contracting the illness. 

Please refer to our Dealing with Infectious Diseases Policy 

• families of a child with complex and chronic medical conditions will be notified in the event of an outbreak 

of an illness or infectious disease that could compromise their health 

• families are notified to collect their child if they have vomited or had diarrhoea whilst at the OSHC Service 

• first aid kits are suitably equipped and checked on a monthly basis (see First Aid Kit Checklist) 

• first aid kits are easily accessible when children are present at the OSHC Service and during excursions 

• that the following qualified people are in attendance at all times the Service is providing education and 

care to children [Reg. 136] 

o at least one educator, staff member or nominated supervisor who holds a current ACECQA 

approved first aid qualification- including emergency life support and CPR resuscitation 

o at least one educator, staff member or nominated supervisor of the Service who has undertaken 

current approved anaphylaxis management training 

o at least one educator, staff member or nominated supervisor of the Service who has undertaken 

current approved emergency asthma management training 

• educators or staff who have diarrhoea or an infectious disease do not prepare food for others for at least 

48 hours after the symptoms have resolved 

• cold food is kept cold (below 5 °C) and hot food, hot (above 60°C) to discourage the growth of bacteria 

• staff and children always practice appropriate hand hygiene and cough and sneezing etiquette 

• appropriate cleaning practices are followed 

• toys and equipment are cleaned and disinfected on a regular basis which is recorded in the toy cleaning 

register or cleaned immediately if a child who is unwell has used toys or resources 

• additional cleaning will be implemented during any outbreak of an infectious illness or virus 

• all illnesses are documented in the service’s Incident, Injury, Trauma and Illness Record 

• information regarding the health and wellbeing of a child or staff member is not shared with others unless 

consent has been provided, in writing, or provided the disclosure is required or authorised by law under 
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relevant state/territory legislation (including Child Information Sharing Scheme [CISS] or the Family 

Violence Information Sharing Scheme [FVISS] for Victorian services).  

 

FAMILIES WILL:  

• adhere to the Service’s policies regarding Incident, Injury, Trauma and Illness 

• provide authorisation in the child’s enrolment record for the approved provider, nominated supervisor or 

educator to seek medical treatment from a medical practitioner, hospital or ambulance service and if 

required, transportation by ambulance service 

• provide up to date medical and contact information in case of an emergency 

• provide emergency contact details and ensure details are kept up to date 

• ensure that their child is able to be collected from the Service within a 30-minute timeframe if required 

due to illness by either a parent or emergency contact 

• provide the OSHC Service with all relevant medical information, including Medicare and private health 

insurance 

• provide a copy of their child’s medical management plans and update these annually or whenever 

medication/medical needs change 

• adhere to recommended periods of exclusion if their child has a virus or infectious illness- (exclusion for 

common or concerning conditions) 

• seek medical advice for their child’s illness/fever as required  

• complete documentation as requested by the educator and/or approved provider- Incident, Injury, 

Trauma and Illness record and acknowledge that they were made aware of the incident, injury, trauma or 

illness 

• inform the OSHC Service if their child has an infectious disease or illness 

• provide evidence as required from doctors or specialists that the child is fit to return to care if required- 

including post-surgery 

• provide written consent for educators to administer first aid and call an ambulance if required (as per 

enrolment record) 

• complete and acknowledge details in the Administration of Medication Record if required. 

 

BREACH OF POLICY 

Staff members or educators who fail to adhere to this policy may be in breach of their terms of employment 

and may face disciplinary action.  

 

RESOURCES 

beyou Bushfire resource 

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://beyou.edu.au/bushfires-response
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Emerging Minds Community Trauma Toolkit 

Common cold fact sheet 

Concussion and mild head injury 

Exclusion for common or concerning conditions 

NSW Health Gastro Pack NSW Health 

NSW Health Stopping the spread of childhood infections factsheet. 

Staying healthy- 6th Edition Fact sheets 

Time Out Keeping your child and other kids healthy! (Queensland Government)  

Time Out Brochure Why do I need to keep my child at home? 

The Sydney Children’s Hospitals network (2020). Fever 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

The Incident, Injury, Trauma and Illness Policy will be reviewed on an annual basis in conjunction with children, 

families, staff, educators and management. 

 

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES 

Administration of Medication Form 
Administration of Paracetamol Record 
First Aid Checklist 
Hand Washing Procedure  
Head Injury Guide and Procedure 

Illness Management Procedure  
Illness or Infectious Disease Register  
Incident, Injury, Trauma or Illness Record 
Missing Child During Regular Transportation 
Procedure  
Missing Child Procedure  

 

SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework 
Australian Children’s Education & Care Quality Authority. 2021. Policy and Procedure Guidelines. Incident, Injury, Trauma 
and Illness Guidelines. 
Australian Childhood Foundation. (2010). Making space for learning: Trauma informed practice in schools:  
Australian Government Department of Education. My Time, Our Place- Framework for School Age Care in Australia. V2.0, 
2022 
BeYou (2024) Responding to natural disasters and other traumatic events   
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Health Direct https://www.healthdirect.gov.au/ 
National Health and Medical Research Council. (2024). Staying healthy: Preventing infectious diseases in early 
childhood education and care services. 6th Edition. 
Raising Children Network: https://raisingchildren.net.au/guides/a-z-health-reference/fever 
SafeWork Australia: First Aid 

https://emergingminds.com.au/resources/toolkits/community-trauma-toolkit/
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets/common-cold
https://www.schn.health.nsw.gov.au/concussion-and-mild-head-injury-factsheet
https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
https://www.health.nsw.gov.au/Infectious/gastroenteritis/Documents/ccc-gastro-pack.pdf
https://www.health.nsw.gov.au/Infectious/factsheets/Pages/childhood.aspx
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines/fact-sheets
https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf
https://www.health.qld.gov.au/__data/assets/pdf_file/0025/702619/timeout-brochure.pdf
https://www.schn.health.nsw.gov.au/fact-sheets/fever
https://www.acecqa.gov.au/sites/default/files/2024-03/Guide-to-the-NQF-web.pdf
https://www.acecqa.gov.au/sites/default/files/2021-08/IncidentInjuryTraumaIllnessPolicyGuidelines.pdf
https://www.acecqa.gov.au/sites/default/files/2021-08/IncidentInjuryTraumaIllnessPolicyGuidelines.pdf
https://www.theactgroup.com.au/documents/makingspaceforlearning-traumainschools.pdf
https://www.acecqa.gov.au/sites/default/files/2023-01/MTOP-V2.0.pdf
https://beyou.edu.au/responding-to-natural-disasters
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D@pointInTime(20200831000000)))+AND+Content%3D(%22early%22+AND+%22childhood%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C/span%3E%22,+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C/span%3E%22,+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Eearly+childhood%3C/span%3E%22,+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E31/08/2020%3C/span%3E%22
https://www.healthdirect.gov.au/
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-guidelines
https://raisingchildren.net.au/guides/a-z-health-reference/fever
https://www.safeworkaustralia.gov.au/safety-topic/managing-health-and-safety/first-aid
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Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012 
 
REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  Nov 2024  

POLICY REVIEWED NOVEMBER  2024 NEXT REVIEW DATE MARCH 2025 

VERSION NUMBER  V13.11.24 

MODIFICATIONS 

• review of Illness section of policy updated to include revised 
recommendations from Staying healthy in Childcare 6th Edition 

• removed some procedural information re: reducing child’s fever 
from policy 

• link to fact sheets for illnesses added 
• links to Staying healthy exclusion periods updated 
• sources checked and updated as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

MARCH 2024 

• major review of policy  
• rearranged content of policy and 

responsibilities to align with policy title 
(incident, injury, trauma and illness) 

• merged contents of Sick Children’s Policy 
into this current policy 

• sources checked for currency and repaired 
as required 

MARCH 2025 

 

 
 

https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html


Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.7 Safe Storage of Hazardous Chemicals Policy 

 
EXECUTIVE SUMMARY 
By maximising awareness of the potential hazards of chemicals and equipment, we aim to 
minimise the risk of harm to staff, educators, children and families by ensuring hazardous 
products are safely stored, handled, and controlled.  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Safe Storage of Hazardous Chemicals Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Updates have been made to this Policy to align with Legislation. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment Y – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Co-Ordinator) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Childcare Centre Desktop ©2024 – Safe Storage of Hazardous Chemicals Policy 1 

  Richmond Shire Council OSHC 

SAFE STORAGE OF HAZARDOUS CHEMICALS 
POLICY 
 

By maximising awareness of the potential hazards of chemicals and equipment, we aim to minimise the 

risk of harm to staff, educators, children and families by ensuring hazardous products are safely stored, 

handled, and controlled.  

 

NATIONAL QUALITY STANDARD (NQS) 

 QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

2.2 Safety  Each child is protected. 

2.2.1 Supervision  At all times, reasonable precautions and adequate supervision 
ensure children are protected from harm and hazard. 

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

S. 167 Offence relating to protection of children from harm and hazards 

82 Tobacco, drug and alcohol-free environment 

85 Incident, injury, trauma and illness policies and procedures 

97 Emergency and evacuation procedure 

106 Laundry and hygiene facilities 

168 Education and care service must have policies and procedures 

170 Policies and procedures to be followed 

 

RELATED POLICIES 

Administration of First Aid Policy 
Administration of Medication Policy 
Environmentally Responsible Policy 

Health and Safety Policy 
Incident, Injury, Trauma and Illness Policy 
Work, Health, and Safety Policy  

 

PURPOSE 

Our Out of School Hours Care (OSHC) Service aims to protect children, families and visitors from hazard 

and harm at all times. We promote the use of environmentally friendly products where possible and 
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ensure we provide a safe environment where chemicals and hazardous products and equipment are 

safely stored and managed away from children and are handled appropriately.  

 

SCOPE 

This policy applies to children, families, educators, staff, management, approved provider, nominated 

supervisor, students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

APPROVED PROVIDER/NOMINATED SUPERVISOR/MANAGEMENT WILL ENSURE: 

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy 

• families are aware of this Safe Storage of Hazardous Chemicals Policy 

• that every practical measure is taken to protect children being educated and cared for by the Service 

from harm and any hazard likely to cause injury (National Law – S. 167) 

• a smoke free environment is provided to children, staff, families and visitors at all times 

• all dangerous goods and hazardous substances are identified within the Service and included in the 

chemical register 

• the Poison Information Hotline number is clearly displayed near the First Aid Kit/ in each room 

• a risk assessment has been conducted in consultation with the Health and Safety Representative 

prior to using any potentially dangerous or hazardous substance 

• educators adhere to the Service procedures for dealing with and handling chemicals 

• Safety Data Sheets (SDS) and the Chemical Register is readily available and regularly updated 

• appropriate training and Personal Protective Equipment (PPE) is provided for employees who may be 

exposed to dangerous goods and/or hazardous substances 

• relevant signage is displayed highlighting the hazardous nature of chemicals used or stored in the 

Service (e.g., Caution- Chemical Storage Area; Danger; Hazardous Chemicals) 

• laundry facilities are located and maintained in a way that prevents unsupervised access by children 

• all products/chemicals used for laundry purposes are locked in a cupboard inaccessible to children 

• there are emergency procedures and practices for accidental spills and/or contamination and 

corresponding first aid plans for all dangerous goods handled and stored in the Service 

• action is taken to remove any pests or vermin by a licensed exterminator, who will provide the 

Service with a certificate of currency. Initially, using non-chemical methods such as physical removal, 

maintaining a clean environment, and use of any non-toxic products will be implemented. 

• at least one educator/staff member is in attendance on the premises with ACECQA approved first aid 

qualifications at all times 
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• all staff, students and visitors are made aware of correct storage and usage procedures for 

potentially hazardous materials during their initial orientation at the Service 

• there are appropriate and lockable storage facilities in the Service in which dangerous products are 

stored 

• lockable storage facilities are clearly marked with signage to indicate chemicals/hazardous materials 

• dangerous products will be stored in areas of the OSHC Service that are not accessible to children or 

in cupboards fitted with key or childproof locks 

• a hazardous substances register is used and regularly updated 

• a risk assessment for any dangerous materials stored in bulk within the education and care premises 

has been carried out and is regularly updated 

• Safety Data Sheets (SDS) are maintained at the Service. Safety Data Sheets must be kept on all 

chemicals used on the premises. Work Health and Safety (WH&S) officers are to keep this 

information up to date at all times, with a review of the folder annually. No SDS is to be more than 5 

years old.  

• chemicals in spray bottles are clearly labelled with contents and are not used with children in the 

immediate vicinity 

• in the event of any incident involving accidental exposure to chemicals or other hazards or incident 

involving possible poisoning, an Incident, Injury, Trauma and Illness Record will be completed 

• if a serious incident occurs involving the need for medical intervention or emergency services, 

notification is made to the regulatory authority within 24 hours. 

 

EDUCATORS WILL: 

• seek medical advice if needed by contacting the Poisons Information Hotline (13 11 26) or by calling 

000 

• wear Personal Protective Equipment (PPE) when handling dangerous substances or materials 

• not use spray bottles containing chemicals in the immediate vicinity of any child or children 

• read the label before using any cleaning material, sprays or chemicals and strictly adhere to the 

‘Directions for use’ and be aware of appropriate first aid measures 

• store all dangerous products in well-labelled and original containers that preferably have child 

resistant lids and caps in a secure and locked place/cupboard, inaccessible to children 

• ensure all chemicals and cleaning products are returned to their designated location immediately 

upon completion of cleaning tasks 

• ensure laundry facilities have lockable cupboards for cleaning products/detergents  
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• not mix cleaning products as there is the potential for harmful chemical reactions to occur 

endangering all persons on the premises 

• dispose of all products safely, in accordance with the manufacturer’s instructions on the product 

label, Work Health and Safety regulations, and Council by-laws 

• be encouraged to attend professional development sessions to maximise their awareness of  

dangerous products and potential hazards  

• source chemical free methods to reduce possible hazards in the OSHC Service 

• ensure cleaning and hazardous products are not stored close to food products 

• consider minimising the use of dangerous products in the education and care service and use 

alternate ‘green cleaning’ options 

• complete daily and quarterly WHS checklists to ensure that any dangerous products used within the 

Service have current Safety Data Sheets (SDS) and are stored appropriately.  

• only administer children’s medications or allow self-medication with parent/guardian authorisation 

and in accordance with medical directions (see Administration of Medication Policy) 

• ensure medication is stored in an area inaccessible to children 

• ensure any medications or dangerous substances that requires refrigeration, be placed in a labelled 

childproof container, preferably in a separate compartment of the fridge 

• keep all button batteries and all other batteries out of reach of children 

• check that all remotes, toys and products containing button batteries have a screw to secure them 

• dispose of or recycle used button batteries immediately at a battery disposal centre  

• in the event of any incident involving accidental exposure to chemicals or other hazards, complete an 

Incident, Injury, Trauma and Illness Record and provided to the approved provider/nominated 

supervisor. 

 

POISONING 

Many products and materials that are used and kept within an education and care service are potentially 

poisonous to children, especially young children. Poisonings can happen quickly, and toddlers are most at 

risk due to their tendency to put objects in their mouths. Educators must be aware of ensuring parents 

with toddlers visiting the OSHC service are adequately supervised at all times. 

 

Poisonous substances may include medication, household cleaners, garden products, paint, cosmetics, 

toiletries, chemicals, batteries and petroleum products. Our OSHC Service will ensure all items that may 

cause harm to children in our care, and children who may be visiting our service, are inaccessible. Staff 

will keep their personal items in a cupboard/locker which is inaccessible to children.  
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Poisonous plants and trees can also cause safety risk to children and should be identified in any risk 

assessment conducted at the Service and risk mitigation strategies implemented including removal of any 

potentially dangerous/poisonous plants and trees. 

Our OSHC Service will display a notice detailing the Poison Information Hotline in visible positions within 

the Service premises. 

 

POISON INFORMATION HOTLINE 13 11 26 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Safe Storage of Hazardous Chemicals Policy will be reviewed on an annual basis in consultation with 

children, families, staff, educators and management. 

 

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES 

Hazardous Substance Register Procedure 
Managing Spills of Hazardous Chemicals 
Procedure 

Hazardous Substances Register 
Poison Safety Audit 

 

SOURCES 
 
Australian Children’s Education and Care Quality Authority (ACECQA). (2019). Approved First Aid 
Qualifications: https://www.acecqa.gov.au/qualifications/nqf-approved 
Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework. 
Early Childhood Australia Code of Ethics. (2016). 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Occupational Health and Safety Act, 2000. Occupational Health and Safety Regulations, 2001. 
Safe Work Australia. (2020). Managing risks of storing chemicals in the workplace.  
The NSW Work Health and Safety Act, 2011 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  

 

REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  October 24 

POLICY REVIEWED OCTOBER 2024 NEXT REVIEW DATE OCTOBER 2025 

VERSION NUMBER V8.10.24 

https://www.acecqa.gov.au/qualifications/nqf-approved
https://www.acecqa.gov.au/sites/default/files/2024-03/Guide-to-the-NQF-web.pdf
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D@pointInTime(20200831000000)))+AND+Content%3D(%22early%22+AND+%22childhood%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C/span%3E%22,+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C/span%3E%22,+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Eearly+childhood%3C/span%3E%22,+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E31/08/2020%3C/span%3E%22
https://www.safeworkaustralia.gov.au/doc/managing-risks-storing-chemicals-workplace
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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MODIFICATIONS 

• annual policy maintenance 
• no major changes to policy 
• sources checked for currency and updated as required 
• Childcare Centre Desktop Resources added 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

OCTOBER 2023 
• annual policy maintenance - no major 

changes to policy 
• sources updated 

OCTOBER 2024 

 



Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.8 Unexpected Death of a Child or Staff Member at a Service Policy 

 
EXECUTIVE SUMMARY 
The sudden and unexpected death of a child or staff member at an Out of School Hours 
(OSHC) Service is a traumatic event and can have a profound impact on educators, children 
and families. As a result of the suddenness of such an event, well-trained and experienced 
staff can experience strong emotions and traumatic stress responses. The role of our OSHC 
Service is to help restore a sense of safety for all children, educators, and families as soon as 
possible following a traumatic event. Should a serious incident occur, our Service will ensure 
mandatory reporting requirements are followed and support is provided to assist all staff, 
children and families deal with distress, grief and bereavement. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Unexpected Death of a Child or Staff Member at a Service Policy 
as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Updates have been made to this Policy to align with Legislation. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment Z – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Co-Ordinator) 
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UNEXPECTED DEATH OF A CHILD OR STAFF 
MEMBER AT A SERVICE POLICY 
 

The sudden and unexpected death of a child or staff member at an Out of School Hours (OSHC) Service is 

a traumatic event and can have a profound impact on educators, children and families. As a result of the 

suddenness of such an event, well-trained and experienced staff can experience strong emotions and 

traumatic stress responses. The role of our OSHC Service is to help restore a sense of safety for all 

children, educators, and families as soon as possible following a traumatic event. Should a serious 

incident occur, our Service will ensure mandatory reporting requirements are followed and support is 

provided to assist all staff, children and families deal with distress, grief and bereavement. 

NATIONAL QUALITY STANDARD (NQS) 

 QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

2.2.2 Incident and emergency 
management  

Plans to effectively manage incidents and emergencies are 
developed in consultation with relevant authorities, practiced and 
implemented. 

QUALITY AREA 7:  GOVERNANCE AND LEADERSHIP 

7.2 Leadership 
Effective leadership builds and promotes a positive organisational 
culture and professional learning community 

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS 

S. 174 Offence to fail to notify certain information to Regulatory Authority 

12 Meaning of serious incident  

85 Incident, injury, trauma and illness policies and procedures  

168 Policies and procedures are required in relation to health and safety 

176 Time to notify certain information to Regulatory Authority 

183 (c) Storage of records and other documents 

The records must be kept- (c) if the record relates to the death of a child while being 
educated and cared for by the education and care service or that may have occurred 
as result of an incident while being educated and cared for, until the end of 7 years 
after the death. 
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RELATED POLICIES 

Administration of First Aid Policy 
Administration of Medication Policy 
Anaphylaxis Management Policy  
Asthma Management Policy  
Child Protection Policy  
Epilepsy Management Policy  
Health and Safety Policy  
Incident, Injury, Trauma and Illness Policy 

Medical Conditions Policy  
Road Safety Policy   
Safe Storage of Hazardous Substances Policy 
Sleep and Rest Policy 
Water Safety Policy 

 

PURPOSE 

Our OSHC Service will ensure that management and educators follow the procedures and principles 

within this policy and that immediate and appropriate action is taken to notify relevant authorities in the 

event of the death of a child or staff member whilst at the OSHC Service. There are a number of legal 

requirements to adhere to in the tragic event of the death of a child or staff member at a service as 

outlined below.  

 

SCOPE  

This policy applies to children, families, approved provider, nominated supervisor, educators, staff 

students, volunteers, visitors of the OSHC Service. 

 

SERIOUS INCIDENTS  

Regulation 12 defines a serious incident involving the death of a child as: 

(a) The death of a child –  

I. while that child is being educated and cared for by an education and care service, or  

II. following an incident occurring while that child was being educated and cared for by an 

education and care service. 

 

NOTIFICATION OF A SERIOUS INCIDENT  

Under the National Law and Regulations [S. 174(2) (a) and Reg. 176 (2) (a)], the approved provider must 

notify the regulatory authorities within 24 hours of any serious incidents. This must be completed by 

logging into the National Quality Agenda IT System (NQA IT System). 

 

INCIDENT NOTIFICATION- STAFF MEMBER  

Within this policy a notifiable incident relates to a fatality in the workplace due to: 

• an injury sustained in the course of a work activity 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
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• the result of someone else’s work activity or  

• natural cases such as heart attacks and strokes. 

 

Under the Work Health and Safety Act (2011) legislation, all businesses are mandated to immediately 

notify SafeWork [or local regulator], if a notifiable incident occurs. If the regulator stipulates, the incident 

site must be preserved until an inspector arrives or directs otherwise. Phone: 13 10 50 

 

Although there is no specific requirement stipulated in the National Law and National Regulations for 

reporting a death of a staff member, the approved provider must notify the state regulatory body if any 

circumstance arises at the service that may pose a risk to the health, safety or wellbeing of a child or 

children attending the OSHC Service [S. 174(2) (a) and Reg. 176 (2) (a)]. 

The unexpected death of a staff member could be viewed as a serious incident. Notification to the 

regulatory authorities must be made within 24 hours. This must be done by logging into the National 

Quality Agenda IT System (NQA IT System).  

 

KEEPING CHILDREN’S RECORDS 

In the event of the death of a child whilst being cared for at the Service, records must be kept for 7 years 

from the date of the child’s death. [Reg. 183 (c)] 

 

INITIAL ACTION AND IMPLEMENTATION 

Management, staff and educators will ensure that immediate and appropriate action is taken in the event 

of the death of a child or staff member whilst at the OSHC Service by following and implementing the 

following procedures:  

1. assess the situation as per service and First Aid procedures for any immediate danger to other staff 

and children 

2. provide immediate first aid and/or CPR in accordance with current First Aid training 

3. call an Ambulance immediately on 000 

4. assess the situation as per first aid procedures for any immediate danger to other staff and/or 

children 

5. management/responsible person will call the emergency contact person of the staff member 

6. the Service must not advise parents of the death of their child: medical staff/emergency services will 

advise families of the situation 

7. notify regulatory authorities including Police  

8. notify the approved provider (if not at the Service) 
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9. the responsible person will complete in detail the Service’s Incident, injury, trauma and illness form 

10. the approved provider will log the incident on the NQA IT System, within 24 hours attaching incident 

form and evidence  https://www.acecqa.gov.au/resources/national-quality-agenda-it-system 

11. notify SafeWork within the first hour of the incident/fatality occurring 

12. secure the area around where the fatality occurred to prevent further incident or injury and to 

adhere to any non-disturbance requirements for notification of a notifiable incident under Work 

Health and Safety Act 2011 

13. management/approved provider will contact the insurance company.  

 

THE APPROVED PROVIDER/NOMINATED SUPERVISOR AND EDUCATORS WILL:  

• ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy 

• follow directions/protocols provided by the regulatory authority/ SafeWork. Request support for 

protocols when notifying families and children; sharing information with a coordinated and effective 

response and assistance to manage social media adhering to privacy and confidentiality laws 

• ensure parents, families, children and educators receive adequate and appropriate post-incident 

support 

• provide support and comfort to the family of the colleague (phone calls, reassurance, legal advice, 

workers compensation information etc.) 

• transition children away from the area 

• demonstrate sensitivity, open mindedness and a balanced approach  

• recognise and support cultural needs of staff, children and families 

• ensure all evidence is preserved 

• maintain accurate and detailed record keeping 

• contact their legal representative for support and direction 

• establish protocols for staff and educators to discuss the traumatic event 

• advise staff of social media protocol for the event 

• provide professional and sensitive communication with families of the Service 

• provide support and comfort to the family of the colleague (phone calls, reassurance, legal advice, 

workers compensation information etc.) 

• engage the services of health care professionals (counselling and support for staff) 

• cooperate on an ongoing basis with inter-agencies involved in the investigation 

 

CARING FOR THE WELLBEING OF EDUCATORS, CHILDREN AND FAMILIES  

Our OSHC Service will engage health professionals who may include child and family counsellors and  

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
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psychologists to support our educators during this profoundly difficult time. Health professionals will 

assist educators to be sensitive and mindful of the impact such an event has had on all stakeholders. With 

professional guidance and support, we will encourage children to express their emotions and feelings and 

implement strategies to assist and guide children’s process of grieving and re-engage children in learning.  

 

Educators will support children’s understanding of grief and loss by: 

• answering questions simply and honestly 

• allowing children to express their emotions and feelings  

• provide appropriate comfort 

• implement a range of learning experiences to express their thoughts- drawing, movement, play 

• create a safe space for time alone when needed 

 

Our OSHC Service will seek advice and support from health professionals to provide appropriate materials 

to send home to families to assist in understanding the effects of trauma on children and possible 

changes in behaviour following the unexpected death of a child in our Service.  

 

Our OSHC Service will support staff members who may be deeply affected by the loss of a child or 

colleague by the following actions: 

• provide grief counselling as soon as possible 

• be present as a team to support one another on a day-to-day basis 

• provide opportunities for staff to grieve privately (flexible rostering where possible) 

• contact other childcare services or providers in your network/community to assist with 

emergency support if needed (providing the opportunity for colleagues to attend the funeral if 

appropriate) 

• closely monitor staff for ongoing suffering and offer immediate support 

• discuss employee leave entitlements (sick, FACS, long service, unpaid) 

• promote self-care for all staff in the workplace. 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Unexpected Death of a Child or Staff member at the Service Policy will be reviewed on an annual basis 

in consultation with children, families, staff, educators and management. 
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SUPPORT SERVICES 

beyou 130022 4636 www.beyou.edu.au 

Beyond Blue 130022 4636 www.beyondblue.org.au 

Headspace 1800 650 890 https://headspace.org.au 

Lifeline 131114 www.lifeline.org.au 

Kid’s Help Line 1800 551 800  https://kidshelpline.com.au 

Compassionate Friends of 
Victoria 

1300 064 068 www.compassionatefriendsvictoria.org.au/ 

National Centre for 
Childhood Grief 

1300 654 556 https://childhoodgrief.org.au/contact-us/ 

 

CONTACT DETAILS FOR REGULATORS 

To notify a ‘notifiable incident’ contact your local regulator: 

Jurisdiction Regulator Telephone Website 

New South Wales SafeWork NSW 13 10 50 safework.nsw.gov.au 

Victoria WorkSafe Victoria 13 23 60 worksafe.vic.gov.au 

Queensland WorkSafe Queensland 1300 362 128 worksafe.qld.gov.au 

South Australia SafeWork SA 1800 777 209 safework.sa.gov.au 

Western 
Australia 

WorkSafe WA 1300 307 877 commerce.wa.gov.au/WorkSaf
e/ 

Australian Capital 
Territory  

WorkSafe ACT 13 22 81 https://www.worksafe.act.gov
.au 

Tasmania WorkSafe Tasmania 1300 366 322 (Tas) worksafe.tas.gov.au 

Northern 
Territory 

NT WorkSafe 1800 019 115 https://worksafe.nt.gov.au/no
tify-nt-worksafe 

Commonwealth Comcare 1300 366 979 comcare.gov.au 

 

SOURCES 

 

Australia Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework. 
Australian Centre for Grief and Bereavement: http://www.grief.org.au 
Education and Care National Regulations. (Amended 2023). 
Occupational Health and Safety Act 2004. 
The Trauma & Grief Network Supporting Families. (2024). Grief & loss 
Work Health and Safety Act 2011.   
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  

http://www.beyou.edu.au/
http://www.beyondblue.org.au/
http://www.lifeline.org.au/
https://kidshelpline.com.au/
http://www.compassionatefriendsvictoria.org.au/
https://childhoodgrief.org.au/contact-us/
http://www.safework.nsw.gov.au/
http://www.worksafe.vic.gov.au/
https://www.worksafe.qld.gov.au/
http://www.safework.sa.gov.au/
http://www.commerce.wa.gov.au/WorkSafe/
http://www.commerce.wa.gov.au/WorkSafe/
https://www.worksafe.act.gov.au/
https://www.worksafe.act.gov.au/
http://www.worksafe.tas.gov.au/
https://worksafe.nt.gov.au/notify-nt-worksafe
https://worksafe.nt.gov.au/notify-nt-worksafe
http://www.comcare.gov.au/
https://www.acecqa.gov.au/sites/default/files/2023-03/Guide-to-the-NQF-March-2023.pdf
http://www.grief.org.au/
https://tgn.anu.edu.au/resource/grief-loss/
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  October 
24 

POLICY REVIEWED OCTOBER 2024 NEXT REVIEW DATE OCTOBER 2025 

VERSION NUMBER V4.10.24 

MODIFICATIONS 

• annual policy review 
• merged Unexpected Death of a Staff Member Policy with this 

current policy 
• sources checked for currency 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

OCTOBER 2023 
• annual policy review- no major changes 
• sources checked for currency and updated 

as required 
OCTOBER 2024 

 

 

 

 

 

 

 

 

 

 



Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.9 Responsible Person Policy 

 
EXECUTIVE SUMMARY 
As per Education and Care Services National Law and Regulations, a responsible person 
must be physically in attendance at all times that the Out of School Hours Care (OSHC) 
Service is educating and caring for children.  
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Responsible Person Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Updates have been made to this Policy to align with Legislation. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment AA – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Co-Ordinator) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 1 

  Richmond Shire Council OSHC  

Childcare Centre Desktop ©2024 – Responsible Person Policy  
 

RESPONSIBLE PERSON POLICY 
As per Education and Care Services National Law and Regulations, a responsible person must be 

physically in attendance at all times that the Out of School Hours Care (OSHC) Service is educating and 

caring for children.  

Approved providers are responsible for appointing a responsible person who is aged 18 years or older, has 

adequate knowledge and understanding of the provision of education and care to children, and has an 

ability to effectively supervise and manage an education and care service (ACECQA, 2017). 

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 4: STAFFING ARRANGEMENTS 

4.1 Staffing Arrangements Staffing arrangements enhance children's learning and 
development 

4.1.1 Organisation of educators  
The organisation of educators across the service supports 
children's learning and development 

4.1.2 Continuity of staff  
Every effort is made for children to experience continuity of 
educators at the service 

4.2 Professionalism  
Management, educators and staff are collaborative, 
respectful and ethical. 

4.2.1 Professional collaboration  
Management, educators and staff work with mutual respect 
and collaboratively, and challenge and learn from each other, 
recognising each other’s strengths and skills 

4.2.2 Professional standards  Professional standards guide practice, interactions and 
relationships. 

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP 

7.1 Governance Governance supports the operation of a quality service 

7.1.3 Roles and responsibilities 
Roles and responsibilities are clearly defined, and 
understood, and support effective decision making and 
operation of the service. 

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

S. 162 Offence to operate education and care service unless responsible person is present 

S.162A Persons in day-to-day charge and nominated supervisors to have child protection 
training 

S. 169 Offence relating to staffing arrangements 
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S. 173 Offence to fail to notify certain circumstances to Regulatory Authority 

117A Placing a person in day-to-day charge 

117B Minimum requirements for a person in day-to-day charge 

117C Minimum requirements for a nominated supervisor 

150 Responsible Person  

168 Policies and Procedures  

173 Prescribed information to be displayed  

174 Time to notify certain circumstances to Regulatory Authority 

177 Prescribed enrolment and other documents to be kept by approved provider 

 

RELATED POLICIES 

Code of Conduct Policy  
Health and Safety Policy  
Interactions with Children, Family and Staff Policy  
Privacy and Confidentiality Policy  

Respect for Children Policy  
Staffing Arrangements Policy 
Supervision Policy 
Work Health and Safety Policy 

 

PURPOSE 

Our OSHC Service is committed to meeting our duty of care obligations under the Education and Care 

Services National Law and National Regulations to ensure a responsible person is physically on the 

premises at all times to ensure the health, safety, wellbeing, learning, and development of all children at 

the Service is maintained at all times.  

 

SCOPE 

This policy applies to children, families, staff, educators, management, approved provider, nominated 

supervisor, students, volunteers and visitors of the OSHC Service. 

 

DEFINITIONS OF RESPONSIBLE PERSON 

NAME DEFINITION 

Approved provider 
A person who holds a provider approval and has primary legal responsibility 
under the National Law and National Regulations to ensure good 
governance and management of the service. 
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Nominated supervisor 

A person, over the age of 18, with responsibility for the day-to-day 
management of an approved service. The nominated supervisor has a range 
of responsibilities under the Law and Regulations that govern the operation 
of education and care services. 

Person in day-to-day 
charge 
(PIDTDC) 

A person, over the age of 18, who is physically at the Service and has the 
role of nominated supervisor or duly appointed person. The responsible 
person has consented to be placed in day-to-day charge of the Service but 
does not take on the responsibilities of the nominated supervisor rather 
they ensure the consistency and continuity in practices. 

 

IMPLEMENTATION 

Our OSHC Service will ensure a responsible person will be on the premises at all times, and the details of 

the responsible person will be clearly visible to families and visitors at the main entry of the OSHC 

Service. A record of the responsible person will be documented each day via the Responsible Person 

Register. 

If the responsible person leaves the premises, they will ‘hand over’ obligations for the role to another 

duly appointed person at the OSHC Service. It is vital that all handovers to a designated responsible 

person are documented when commencing this position throughout the day via the responsible person 

record. The process for determining the responsible person will be clear to all educators and staff, and 

procedures will be followed at all times. Both the outgoing and incoming responsible persons will ensure 

the displayed name of the current responsible person at the OSHC Service correctly reflects who 

presently holds the position. 

 

Our OSHC Service will have one responsible person present at all times when caring for and educating 

children.  

A responsible person can be: 

• the approved provider or a person with management or control 

• a nominated supervisor, or 

• a person in day-to-day charge of the service (PIDTDC) 

 

THE APPROVED PROVIDER/MANAGEMENT WILL ENSURE A RESPONSIBLE PERSON: 

• is appointed and physically on the premise at all times children are being educated and cared for 

• is over the age of 18 years 

• meets the minimum requirements for qualifications, experiences and management capabilities 

• holds a valid and current Working with Children Check. 
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• has completed approved child protection training and is aware of the reportable conduct scheme 

• has knowledge and a commitment to the National Principles for Child Safe Organisations 

• has adequate knowledge and understanding of the provision of education and care to children, the 

Education and Care National Law and Regulations and National Quality Standard, the approved 

framework for school age care- My Time, Our Place (MTOP), Family Assistance Law and 

administration of CCS  

• has the ability to effectively supervise and manage an education and care service 

• is a fit and proper person (as per regulatory authority conditions) 

• has evidence of completing an approved diploma level education and care qualification or higher is 

considered as a requirement or ‘actively working towards’ an ACECQA approved qualification  

• provides references including their current and previous employers. These will be checked, and 

records kept on file 

• provides written consent for the position of responsible person and this is filed in staff records (not 

required if the approved provider is the responsible person) 

• is removed from the position, if the approved provider deems the individual is no longer considered 

to meet the fit and proper requirements. 

 

THE APPROVED PROVIDER/NOMINATED SUPERVISOR/MANAGEMENT WILL ENSURE:  

• educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy 

• families are aware of this Responsible Person Policy 

• the regulatory authority is notified 7 days prior to a nominated supervisor starting at the OSHC 

Service or within 14 days after the person has commenced the role through NQA IT System  

• the regulatory authority is notified if the nominated supervisor changes their name or contact details; 

is no longer employed by the OSHC Service, has been removed from the role or withdraws their 

nomination 

• the regulatory authority is notified of the suspension or cancellation of a Working with Children Card 

or other disciplinary proceedings held against them under an education law of a participating 

jurisdiction action of a nominated supervisor   

• a responsible person will be removed from the position should management become aware of a 

matter or incident which affects the ability of the person to meet the minimum requirements of the 

position 

• the staff register has the name of the responsible person at the Service for each time children are 

being educated and cared for by the Service  
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• a responsible person is on duty from the time the Service opens each day until the time the Service 

closes 

• ensure that the identity of the responsible person on duty is displayed in the main entrance of the 

Service and is easily visible for families and visitors 

• the PIDTDC interchanges with the nominated supervisor in their absence 

• the individual’s compliance history is taken into account prior to appointing the nominated 

supervisor or responsible person including compliance with: 

o the National Law 

o a former education and care services law 

o a children’s services law 

o an education law 

• they consider any decision under the National Law, or any other children’s services or education law, 

to refuse, refuse to renew, suspend, or cancel a licence, approval, registration, certification or other 

authorisation granted to the person prior to appointing a nominated supervisor 

• documentation is recorded that demonstrates the individual’s capacity to supervise and manage the 

service, this may include:  

o a Supervisor Certificate (including any conditions of the certificate) 

o resume detailing work history 

o reference from previous employer, or 

o transcripts of courses or unit relating to staff management or administration of an education 

and care service 

• responsible persons are aware that they have to sign off when they have finished their duty and will 

ensure the nominated supervisor or appointed responsible person (PIDTIC) will sign on and take on 

the role 

• a staff record is kept recording 

o the full name, address and date of birth of the responsible person/nominated supervisor;  

o evidence of relevant qualifications 

o if applicable, evidence that the responsible person/nominated supervisor is actively working 

towards that qualification 

o evidence of any approved training (including first aid training and child protection training) 

o verification of a Working with Children Check – identifying number and expiry date 

o written consent for the position of responsible person. 
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A NOMINATED SUPERVISOR/APPOINTED RESPONSIBLE PERSON WILL: 

• provide written consent to accept the role of responsible person/nominated supervisor 

• sign their name and hours of responsibility on the Responsible Service Register 

• ensure that the identity of the responsible person on duty is displayed in the main entrance of the 

Service and is easily visible for families and visitors 

• inform management (approved provider/nominated supervisor) in a timely manner in the event of 

absence from the Service due to leave or illness so they can be replaced by another responsible 

person 

• ensure they have a sound understanding of the role of responsible person 

• abide by any conditions placed on the responsible person 

• understand that a responsible person placed in day-to-day charge (PIDTIC) of the Service does not 

have the same responsibilities under the National Law as the nominated supervisor 

• in the case of nominated supervisor, notify the regulatory authority within 7 days of any changes to 

their personal situation, including a change in mailing address, circumstances that affect their status 

as fit and proper (such as the suspension or cancellation of a Working with Children Check card or 

teacher registration), or if they are subject to disciplinary proceedings  

• notify management at the OSHC Service in writing, if they wish to withdraw their consent to be a 

responsible person 

• responsible person appointments will be recorded on the Staff Roster, so all educators and staff are 

aware of who is appointed responsible person at all times the service is open 

• the nominated supervisor will advise educators and staff the educators who have been appointed as 

a responsible person. 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Responsible Person Policy will be reviewed on an annual basis in consultation with children, families, 

staff, educators and management. 

 

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES 

Responsible Person Procedure 
Responsible Person Offer and Acceptance 

Responsible Person Register 
Routine Checklist - Responsible Person 

 
SOURCES 
 
Australian Children’s Education & Care Authority. (2017). Responsible Person Requirements for Approved Providers 
Australian Children’s Education & Care Authority. (2018). Nominated Supervisors.  

https://www.acecqa.gov.au/sites/default/files/2018-09/ResponsiblePersonRequirements.pdf
https://www.acecqa.gov.au/sites/default/files/2018-03/InformationSheetNominatedSupervisor.pdf
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Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework. 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023).      
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  

 

POLICY REVIEWED BY Tina Chappell  Coordinator  October 24  

POLICY REVIEWED OCTOBER 2024 NEXT REVIEW DATE OCTOBER 2025 

VERSION NUMBER V10.10.24 

MODIFICATIONS 

• annual policy review 
• minor edits- use of lower case for approved provider/nominated 

supervisor/responsible person 
• sources updated as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

OCTOBER 2023 

• annual policy review- no major changes 
• additional information added under 

Approved Provider section 
• Childcare Centre Desktop resources added 
• sources checked for currency and updated 

as required 
• responsible person register removed from 

Appendix of this policy 

OCTOBER 2024 

 

https://www.acecqa.gov.au/sites/default/files/2024-03/Guide-to-the-NQF-web.pdf
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D@pointInTime(20200831000000)))+AND+Content%3D(%22early%22+AND+%22childhood%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C/span%3E%22,+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C/span%3E%22,+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Eearly+childhood%3C/span%3E%22,+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E31/08/2020%3C/span%3E%22
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html


Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.10 Fraud Prevention Policy 

 
EXECUTIVE SUMMARY 
Child Care Subsidy (CCS) is intended to support families to meet the genuine cost of care 
provided for children.  Most services and families adhere to their legal obligations; however, 
some individuals choose to engage in non-compliant, fraudulent or criminal behaviour. Family 
Assistance Law contains offence and civil penalty provisions for breaches of conditions of 
service approval. This policy is to be read in conjunction with the Fraud and/or Corruption 
Prevention Procedure. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Fraud Prevention Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Updates have been made to this Policy to align with Legislation. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment BB – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Co-Ordinator) 
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FRAUD PREVENTION POLICY 

 

Child Care Subsidy (CCS) is intended to support families to meet the genuine cost of care provided for 

children.  Most services and families adhere to their legal obligations; however, some individuals choose 

to engage in non-compliant, fraudulent or criminal behaviour. Family Assistance Law contains offence 

and civil penalty provisions for breaches of conditions of service approval. This policy is to be read in 

conjunction with the Fraud and/or Corruption Prevention Procedure. 

 

NATIONAL QUALITY STANDARD (NQS) 

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP 

7.1 Governance  Governance supports the operation of a quality service  

7.1.2 Management Systems 
Systems are in place to manage risk and enable the effective 
management and operation of a quality service  

7.1.3 Roles and responsibilities  
Roles and responsibilities are clearly defined, and understood, 
and support effective decision-making and operation of the 
service.  

 

RELATED LEGISLATION  

Child Care Subsidy Secretary’s Rules 2017  Family Law Act 1975 

A New Tax System (Family Assistance) Act 1999 Child Care Subsidy Minister’s Rules 2017  

Family Assistance Law – Incorporating all related legislation as identified within the Child Care Provider Handbook in  
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook 

 

RELATED POLICIES AND PROCEDURES 

CCS Account Policy 
CCS Data Security Policy 
CCS Notifications Policy 
CCS Governance Policy 
CCS Personnel Policy              

Cyber Safety Policy  
Enrolment Policy 
Fraud and Corruption Prevention Procedure 
Governance Policy  
Payment of Fees Policy 

 

PURPOSE 

Our Out of School Hours Care (OSHC) Service aims to comply with the Child Care Subsidy obligations 

outlined under Family Assistance Law and National Law to prevent fraud and corruption from occurring 

within the Service. 

https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook


 

Childcare Centre Desktop ©2024 –Fraud Prevention Policy 2 

  Richmond Shire Council OSHC  

SCOPE  

This policy applies to families, staff, educators, management and approved provider, nominated 

supervisor and visitors of the OSHC Service.  

 

DEFINTIONS 

Corruption and fraud can be distinguished as unethical behaviour. The following definitions are based on 

those contained in the Australian Standard for Fraud and Corruption Control.  

 

CORRUPTION 

Dishonest activity in which a director, executive, manager, employee, contractor, volunteer or work 

experience student acts contrary to the interests of the service and abuses his/her position of trust in 

order to achieve some personal gain or advantage for him or herself or for another person or entity. 

 

FRAUD 

An intentional act by one or more individuals involved in deception to obtain an unjust or illegal 

advantage.  

 

IMPLEMENTATION 

Our OSHC Service is approved to administer Child Care Subsidy (CCS) on behalf of eligible families. We 

take compliance with the law seriously and aim to meet the required conditions for continued approval 

to administer child care funding. We will work in collaboration with staff and educators to maintain 

compliance with our legal obligations and conditions for continued approval.  

 

THE APPROVED PROVIDER/ NOMINATED SUPERVISOR/ MANAGEMENT WILL: 

• ensure that obligations under the Education and Care Services National Law and Regulations are 

met 

• ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this 

policy 

• ensure families are aware of this Fraud Prevention Policy 

• ensure there is an effective fraud and corruption risk management procedure   

• review and update the Service’s Fraud Prevention Policy each year to ensure an awareness of 

fraud and corruption prevention strategies 

• ensure employees and educators follow service policies and procedures including the Fraud 

and/or Corruption Prevention Procedure 
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• ensure a clear understanding of the ramifications for fraudulent activity  

• reinforce the commitment shared with the Department of Education to adhere to the Child Care 

Subsidy requirements 

• ensure the appropriate administration of CCS payments 

• provide parents with a Statement of Entitlement for CCS each fortnight including details for the 

sessions of care provided and the resulting fee reduction amounts 

• articulate clear standards and procedures to encourage the prevention of fraud and corruption 

within the Service  

• provide regular training to staff and educators to assist in the identification of fraud and 

corruption  

• reinforce the requirements for all employees to refrain from corrupt and fraudulent conduct  

• ensure all CCS and ACCS payments are passed onto families as a fee reduction 

• ensure any 3rd party payments are administered according to the CCS Provider Handbook 

• ensure accurate records are kept regarding ACCS (Child Wellbeing) payments 

• ensure anyone with responsibility for the day-to-day operation of the service are ‘fit and proper’, 

and remain fit and proper, regarding matters involved in fraud, dishonesty, financial 

management and compliance with Family Assistance Law 

• notify the Department of Education within 7 days regarding changes Persons with Management 

or Control or employees who are not deemed fit and proper to be involved in the administration 

of Child Care Subsidy (see CCS Notification Policy) 

• notify the Department of Education within 7 days if a Person with Management or Control 

obtains an interest or where a conflict of interest might be reasonably be perceived to exist 

• at all times act honestly with integrity  

• report any individual or service that is not operating in a law-abiding way to the Department of 

Education (see details below) 

• adhere to the correct procedure to ensure that all suspected fraudulent and corrupt activity is 

handled appropriately  

• ensure staff and educators are not placed in a potentially difficult or compromising position 

• provide notification to the Department of Education within seven days that  

o information in an enrolment notice has become incorrect, or 

o information has become available that should have been included in the enrolment 

notice 

•  ensure variations to a Complying Written Arrangement (CWA) are in writing if that information 

becomes incorrect 
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• ensure the Department of Education is notified within the correct time frames when an 

enrolment for care at the OSHC Service ends 

• keep and maintain records and submit information relating to the administration of CCS via CCS 

Software, including: 

o accurate enrolment records as per the Enrolment Policy 

o accurate session reports and attendance records to the Department of Education via CCS 

Software, within 14 days of the child’s attendance indicating the session start and finish 

times, child’s actual in and out attendance times, actual fees charged and amount the 

parent was liable to pay for the session of care 

o any variations to session reports up until 28 days after the start of the week to which the 

report relates to 

o notification of absences  

o records for additional absences, including keeping evidence of additional absences 

o vacancy information for the following week to the Department of Education through the 

CCS Software 

o payment of gap fee payments as collected by families 

o any changes to service operating hours or closure periods 

o complaints relating to compliance with Family Assistance Law 

• ensure that all staff comply with their legal obligations and conditions for continued approval 

which includes: 

o ensuring the approved provider and relevant personnel are fit and proper, and remain fit 

and proper persons to have a role in the receiving and passing on of Child Care Subsidy 

payments 

o ensuring background checks, including Working with Children Checks/Clearances 

(WWCC) and National Criminal Checks are carried out for each person who has 

management or control of the provider and each person who has responsibility of the 

day-to-day operation of the service 

o ensuring relevant key personnel and educators who are involved in administering Child 

Care Subsidy to families are registered with PRODA 

o ensuring notification of any changes to relevant key personnel or Persons with 

Management or Control are submitted to the Department of Education within 7 days  

• ensure the Department of Education has current and up to date details of the service  

• payments made by families are recorded promptly and receipts issued as per Payment of Fees 

Policy 
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STAFF/ EDUCATORS (who administer CCS Payments to families) WILL:  

• assist with the review of the Service’s Fraud Prevention Policy each year to ensure an awareness 

of fraud and corruption prevention strategies 

• ensure service policies and procedures are followed at all times including the Fraud and/or 

Corruption Prevention Procedure 

• at all times act honestly with integrity  

• attend regular training to assist in the identification of fraud and corruption  

• report any individual or service that is not operating in a law-abiding way or any suspicious 

activity relating to fraudulent activity to the Approved provider and/or Department of Education 

(see details below) 

• ensure correct procedures are adhered to, to ensure that all suspected fraudulent and corrupt 

activity is reported appropriately  

• keep accurate attendance records, including:  

o accurate session reports including session start and finish times and children’s actual in 

and out attendance times  

o absences, including evidence of additional absences provided by families 

o any changes or variations to session reports 

o anticipated vacancy reports 

o any changes to operational hours or service closure periods 

o any complaints related to compliance with Family Assistance Law 

• record all payments received from families, provide receipts for payments and reconcile 

payments within the CCS Software 

• ensure a Working with Children Check/Clearance is maintained and advise the Approved Provider 

of any changes which may affect their WWCC status 

 

FAMILIES WILL: 

• provide accurate documentation about their child upon enrolment at the Service including: 

o birth certificate/identity document 

o current immunisation statement from the Australian Immunisation Register 

o details of any court orders, parenting orders or parenting plans  

• not provide false or misleading information related to claiming Additional Child Care Subsidy 

through Centrelink 

• inform Centrelink of any changes to their or their partner’s personal circumstances and check 

their information is up to date 
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• check their Statement of Entitlement provided by the OSHC Service to ensure correct information 

has been submitted on the sessions of care provided for their child, absence days, fees charged 

and how their CCS has offset those charges 

• ensure invoices and receipts issued by the OSHC Service for payment of fees are correct 

• check their notice of determinations of entitlement each quarter as provided by Centrelink 

 

FRAUD PREVENTION AND DETECTION IN RELATION TO CCS DATA 

The approved provider and nominated supervisor will ensure all employees who administer CCS as a fee 

reduction to families are aware of Fraud Prevention strategies as outlined in the Fraud Prevention and 

Corruption Procedure. Our OSHC Service accepts the legal responsibilities associated with claiming Child 

Care Subsidy within the Family Assistance Law. 

 

An internal audit regarding CCS payments will be completed by the approved provider/ Finance Officer 

each month to ensure payments received by the Australian Government recorded in the service bank 

account reconciles with the payments recorded in the CCS Software system.   

 

Any Fraudulent activity relating to CCS is to be reported to the approved provider or directly to CCS via 

the CCS Tip-Off Line. The Fraud Prevention and Corruption Procedure outlines the details required when 

submitting concerns around the fraudulent use of CCS payments within our service. Payment for gap fee 

payments are collected from families and receipts are issued as per Payment of Fees Policy. Our OSHC 

Service will follow the guidelines within the CCS handbook to ensure compliance of CCS payments and to 

ensure funding is processed and administered correctly. Our OSHC Service will ensure all obligations 

under the Family Assistance Law and A New Tax System (Family Assistance) (Administration) Act 1999 are 

met regarding setting of fees, ensuring the following: 

• an individual is not charged more than the usual CCS hourly session fee, when the individual may be 

eligible for ACCS or who receives a prescribed payment 

• families are not charged additional fees during a particular event or circumstance (for example during 

Covid or a service closure) 

 

INTERNAL CONTROLS TO PREVENT FRAUD  

Our OSHC Service will use Kindy manager to ensure compliance of CCS payments to families. CCS 

Software will be monitored by the approved provider to ensure data integrity and security is maintained 

by all staff who process CCS payments to families. The CCS Compliance checklist will be completed each 
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month by the approved provider together with staff who use the CCS software to administer CCS 

payments to families.   

 

A Risk Assessment will be completed to identify any risk of fraud and corruption in line with processes 

and procedures indicated within the Fraud Prevention Policy and the Fraud and/or Corruption Prevention 

Procedure. An action plan will be developed to put into place strategies and controls to minimise risk of 

Fraud and Corruption. 

 

The CCS Compliance Checklist is an internal check used as a tool to identify incorrect data submissions 

and facilitate fraud prevention and detection within our service. The approved provider will submit any 

changes or variations to session reports within 28 days after the start of the week to which the report 

relates. 

 

The following data will be checked to monitor for any anomalies when applying CCS as a fee reduction to 

families (as per CCS Compliance Checklist): 

 

ENROLMENTS 

All children have a completed enrolment form 

An appropriate enrolment type is created for each enrolment 

A Complying Written Agreement (CWA) has been signed by the family for each child claiming CCS  

The CWA states whether the enrolment pattern is Routine, Casual or Routine and Casual 

An updated CWA is signed when changes have been made to fees or days of attendance 

CWA has been documented in the child’s enrolment file (either in hard copy or electronic form) 

Enrolment notices have been submitted within 7 days of the child starting care 

Enrolment end dates are submitted when a child ends care 

A review of enrolment status has been conducted for each CWA enrolment and discussions held 
with families if applicable 

ATTENDANCES 

Session reports (Attendances) have been submitted within 14 days 

Any adjustments regarding variation or withdrawal of attendances are completed within 28 days  

A reason for any resubmits submitted after 28 days has been provided 
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Actual times of attendance has been submitted for each attendance  

Families confirm absences through CCS Software (not mandatory) 

Additional absences which met the criteria have been submitted and evidence held on file  

Vacancies are submitted by 8pm Friday for the following week 

Attendance records report care provided where the family incurred a genuine fee liability 

Session reports submitted to CCS are cross referenced to attendance records 

CCS PAYMENTS 

Any discounts have been applied to full fees before CCS has been calculated  

Any 3rd Party Payment agreements have been arranged between the relevant 3rd Party and have 
been invoiced accordingly 

ISS Claims have been submitted within 60 days 

CCS Payments have been cross referenced to CCS Software and/or PEP remittance reports  

Invoices have been emailed directly to families each week/fortnight/monthly  

A Statement of Entitlement has been emailed directly to families each fortnight 

PERSONNEL 

All staff who are undertaking actions relating to the administration of the CCS funding are registered 
with PRODA, including submission of enrolment notices, attendances and vacancies 
Specified Personnel have been nominated for the service, are registered with PRODA and linked 
with the service 
Any changes to Specified Personnel have been updated in the CCS Software and PRODA, including 
withdrawal of Provider Personnel no longer working at the service or new Provider Personnel 
working at the service 

The PRODA Device is reactivated every 6 months 

Any changes to a person’s Working with Children Check/ Clearance status will be notified to the 
Department of Education within 7 days 
A review of Specified Personnel will be conducted on a regular basis to ensure the person continues 
to be a fit and proper person  

RECORD KEEPING and NOTIFICATIONS 

Records are kept for any complaints, including complaints relating to fees or CCS payments 

Records are kept for evidence of Additional Absences 

Records of invoices and Statement of Entitlements are kept 

Records relating to a notice regarding a child at risk and ACCS applications are kept 
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CCS Application records are kept  

Records relating to Provider and Service Personnel are kept, including police checks and working 
with children checks 
Any changes to Provider or Service Personnel are communicated to the Department of Education, 
within 7 days 
Any changes to service operations are communicated to the Department of Education within 14 
days 
The Department of Education has been notified of the cessation of operations no later than 42 days’ 
notice or within 24 hours ceasing if circumstances are beyond the providers control 
Changes to service contact information have been communicated to the Department of Education 
no later than 30 days 
The Department of Education has been notified within 24 hours if the service enters administration 
or liquidation 

THIRD PARTY SOFTWARE SECURITY 

Each staff member who is submitting data to CCS through CCMS Software has their own username 
and password linked to their PRODA account. 

Usernames and Passwords used for CCMS Software have not been shared or compromised  

Users Log out of CCMS Software each time to ensure security of information 

Users of the CCMS Software are encouraged to change their password every 6 months 

The approved provider will review staff log ins on a monthly basis and ensure this procedure is 
followed by all staff who access CCS software to submit data to CCS. 
The approved provider will review the privacy policy of the ccs software on a yearly basis or as 
required 

The approved provider will review any potential threats to software security on a monthly basis.   

 

ACTIONS USED TO DETECT AND IDENTIFY FRAUD 

The approved provider will ensure the nominated supervisor, employees and educators follow the Fraud 

and/or Corruption Prevention Procedure. The procedure will be used in conjunction with this policy to 

prevent, control and investigate any fraudulent activity which is in breach of this policy and Family 

Assistance Law. The approved provider and all employees and educators have a responsibility for the 

mitigation of fraud and/or corruption within the Service. 

 

TIP-OFF LINE 

Information about any potential breach of Child Care Subsidy can be provided anonymously by 

contacting the Department of Education tip-off line on: 1800 664 231 or in writing through  

tipoffline@education.gov.au 

 

mailto:tipoffline@education.gov.au
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REPORTING A BREACH OF REPORTABLE MATTER 

Our Service aims to foster a culture of transparency and accountability while supporting employees to 

report any reasonable suspicion of reportable matters of improper, illegal or misconduct within the 

service to management including, but not limited to: 

• breaches of the service code of conduct or service policies 

• breaches of Education and Care Services National Law or Regulations  

• breaches of legislation or law 

• criminal activity 

• corruption 

• improper or misleading financial practices  

 

Our OSHC Service will implement protective practices to ensure employees identity is not compromised 

or disclosed, where applicable, following a report of a reportable matter including storage of documents 

in a secure and confidential manner and ensuring access to confidential documents is restricted to 

authorised personnel only. Once a report has been made the matter may be investigated through a 

formal investigation. 

• if employees become aware of a serious crime committed by another employee, they are required to 

report it to management 

• as mandatory reporters, all employees must report possible risk of harm to children or young persons 

to management and/or Child Protection authority 

• employees will report any concerns they may have about inappropriate actions of any other 

employee that involves children or young people to management  

• management will report any allegations or child related misconduct as per their legislative 

requirements (this may include reporting the matter to the Police.) 

 

DISCIPLINARY SYSTEMS 

Where allegations of fraud are substantiated, the approved provider may be subject to penalties 

 including recovering overpaid funds, cancelling the service approval, or pursuing a criminal fraud 

prosecution. Educators may also be held responsible for certain breaches of the law including deception 

or by giving false or misleading information. 

Consequences for committing or attempting fraud and/or corruption include: 

• dismissal 

• warnings 

• repayment of misappropriation of funds 
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• referral to prosecution agencies 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Fraud Prevention Policy will be updated and reviewed annually in consultation with families, staff, 

educators and management. 

 

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES 

Fraud and/or Corruption and Prevention Procedure 

 

SOURCES 

Australian Standard for Fraud and Corruption Control, AS 8001-2008 
Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework. 
Australian Government Department of Education https://www.education.gov.au/early-childhood 
Australian Government Department of Education CCS Provider Handbook  
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook 
Australian Government Department of Education. Child Care Financial Integrity Strategy. (2019). 
Education and Care Services National Law Act 2010. (Amended 2023).      
Education and Care Services National Regulations. (Amended 2023).   
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  

 
REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  
October 
24 

POLICY REVIEWED OCTOBER 2024 NEXT REVIEW DATE OCTOBER 2025 

VERSION NUMBER V9.10.24 

MODIFICATIONS 
• annual policy review 
• no major edits to policy 
• sources updated as required 

MODIFICATIONS PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

AUG/OCT 2023 

AUGUST 
• policy review (update provider handbook 

May 2023) 
• Removal of Fraud Prevention Procedure 

information 
OCTOBER 
• Additional information related to reporting 

a breach of a reportable matter 
• Continuous Improvement section added 

OCTOBER 2024 

https://www.acecqa.gov.au/sites/default/files/2024-03/Guide-to-the-NQF-web.pdf
https://www.education.gov.au/early-childhood
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D@pointInTime(20200831000000)))+AND+Content%3D(%22early%22+AND+%22childhood%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C/span%3E%22,+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C/span%3E%22,+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Eearly+childhood%3C/span%3E%22,+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E31/08/2020%3C/span%3E%22
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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• Childcare Centre Desktop Resource section 
added 

 

 

 

 

 

 



Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 4.11 Student, Volunteer and Visitors Policy 

 
EXECUTIVE SUMMARY 
Our OSHC Service values the participation of students and volunteers. Having students and 
voluntary workers within the Service helps to inform the community about our program and 
the value of the work we do.  Students, voluntary workers and visitors are welcome at the 
Service; however, the children’s care and safety are our first priority. 
 
OFFICER’S RECOMMENDATION 
That Council: adopt the Student, Volunteer and Visitors Policy as presented. 
 

 
Budget & Resource Implications 
N/A 
 
Background 
Updates have been made to this Policy to align with Legislation. 
 
Consultation (Internal/External) 
Nil 
 
Attachments  
Attachment CC – Policy 
  

Report prepared by Teena Chappell (Outside School Hours Care Co-Ordinator) 
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STUDENT, VOLUNTEER AND VISITORS POLICY 
Our OSHC Service values the participation of students and volunteers. Having students and voluntary 

workers within the Service helps to inform the community about our program and the value of the work 

we do.  Students, voluntary workers and visitors are welcome at the Service; however, the children’s care 

and safety are our first priority. 

   

NATIONAL QUALITY STANDARD (NQS) 

 QUALITY AREA 7: GOVERNANCE AND LEADERSHIP 

7.1 Governance  Governance supports the operation of a quality service.  

7.1.1 
Service philosophy and 
purposes  

A statement of philosophy guides all aspects of the service’s 
operations. 

7.1.2 Management Systems  
Systems are in place to manage risk and enable the 
effective management and operation of a quality service.  

7.1.3 Roles and Responsibilities  
Roles and responsibilities are clearly defined and 
understood and support effective decision making and 
operation of the service.  

7.2 Leadership  
Effective leadership builds and promotes a positive 
organisational culture and professional learning community.  

7.2.2 Educational leadership  
The educational leader is supported and leads the 
development and implementation of the educational 
program and assessment and planning cycle.  

7.2.3 Development of professionals  
Educators, co-ordinations and staff members’’ performance 
is regularly evaluated, and individual plans are in place to 
support learning and development.  

 

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS 

S. 170 Offence relating to unauthorised persons on education and care service premises 

S. 175 Offence relating to requirement to keep enrolment and other documents 

83 Staff members and family day care educators not to be affected by alcohol or drugs 

84  Awareness of child protection law 

120 Educators who are under the age of 18 to be supervised  

145 Staff Records 

149 Volunteers and Students  
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168 Policies and Procedures  

170 Policies and procedures to be followed 

172 Notification of change to policies or procedures 

 

RELATED POLICIES 

Bullying, Discrimination and Harassment Policy 
Code of Conduct Policy 
Child Protection Policy 
Child Safe Environment Policy 
Dealing with Complaints Policy 
Family Communication Policy 
Interactions with Children, Families and Staff 
Policy 

Photograph Policy 
Privacy and Confidentiality Policy 
Respect for Children Policy 
Staffing Arrangements Policy 
Supervision Policy 
Work, Health and Safety Policy 
 

 

PURPOSE 

Our OSHC Service supports participation of work placement students (including work experience 

students) and volunteers wanting to develop professional skills and knowledge in their effort to become 

Early Childhood Professionals. Our OSHC Service aims to ensure the safety and wellbeing of all children 

enrolled at the service by having a process in place to accurately and securely record information about 

visitors, students and volunteers. To ensure a professional and pleasurable learning experience, students 

and volunteers will be encouraged to participate in the centre’s daily routine and assist in accordance 

with their qualification level to work with children under the National Quality Framework requirements. 

Our OSHC Service will ensure no child or children are left alone with a visitor, student or volunteer. 

 

SCOPE 

This policy applies to children, families, staff, educators, management, approved provider, nominated 

supervisor, students, volunteers and visitors of the OSHC Service. 

 

IMPLEMENTATION 

We have a strong commitment to provide a range of opportunities for volunteers, students and  

visitors to participate in programs and activities while adhering to clear guidelines regarding appropriate 

interactions and communication with staff, and other adults and children at the OSHC Service. As a child 

safe organisation, we embed the National Principles for Child Safe Organisations and implement child 

safe policies and procedures to ensure child safety is paramount. In addition, our Service has adopted the 
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National Model Code and Guidelines for taking images or videos of children which applies to volunteers, 

students and visitors. 

 

A visitor may include, but is not limited to: 

• Families looking to enrol their child/ren and are provided with an opportunity to view the service 

• Inclusion support workers/ Allied Health Workers 

• Trades person (plumber, carpenter, electrician) 

• Community members contributing to the educational program such as through story or music 

• Authorised Officer (Department of Education, regulatory authority, SafeWork, Police) 

• Students or Volunteers 

• Educators visiting from another service 

• Tafe/Uni/RTO Teachers 

• Performers/ Entertainers/ Presenters 

 

THE APPROVED PROVIDER/MANAGEMENT/NOMINATED SUPERVISOR WILL: 

• ensure all educators, staff, students, volunteers and visitors have knowledge of and adhere to this 

policy 

• ensure all volunteers, students and visitors are aware of guidelines adopted by the OSHC Service 

around the use of personal electronic devices whilst education and care is provided for children. 

• request visitors who are supporting children at the OSHC Service (NDIS funded support professionals, 

Inclusion Support professionals) gain written consent from the approved provider to capture images 

or video of a child for observation/documentation purposes only. 

• ensure the student or volunteer completes a Student and Volunteer Application Form prior to 

commencement of work placement recording their full name, address, and date of birth 

• ensure a Visitor Register is maintained, including 

o date 

o reason for visit 

o full name 

o time of arrival and departure 

o company (if applicable) 

o Working With Children Check (where applicable, best practice)  

• ensure visitors provide ID if required 

• conduct a visitor induction program to provide information about the Service’s policies and 

procedures and use of personal devices [National Model Code] 

https://www.acecqa.gov.au/latest-news/National-Model-Code-Taking-images-in-early-childhood-education-and-care
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• ensure the Visitor Register is kept in a safe and secure location 

• ensure all visitors complete and sign the Visitor Register 

• ensure students, volunteers and/or visitors are under the direct supervision of the approved 

provider, nominated supervisor, responsible person or educator at all times whilst at the Service 

• ensure students, volunteers and/or visitors are never left alone with a child whilst at the Service 

under any circumstance 

• provide the student/volunteer with information about Child Protection Law and mandatory reporting 

obligations 

• ensure visitors who may come into direct contact with children submit their Working with Children 

Check to be verified by the approved provider  

• appoint an educator to be the ‘Student Supervisor/mentor’ for the duration of the placement 

• conduct an orientation for the student, volunteer or visitor including taking the student, volunteer or 

visitor on a tour of the OSHC Service, showing emergency exits, staff room and bathroom facilities 

• complete the Student and Volunteer Induction Checklist with the student or volunteer 

• provide the student/volunteer with a Student and Volunteer Handbook 

• negotiate with the student or volunteer the times/hours to be worked, and dates of the placement 

• advise students or volunteer to bring in a poster with a photo introducing themselves and outlining 

the reason for their placement 

• inform families, children, and educators when work experience students and volunteers are present 

at the OSHC Service, including their role and hours they will be attending the Service. 

• ensure work placement students or volunteers are never included in the ratio of adult to children 

• ensure students or volunteers are aware that they must not discuss concerns, issues or complaints 

with parents, guardians and/or visitors 

• introduce the student or volunteer to educators (and their supervising educator if appropriate) 

• show the student, volunteer or visitor where they can access the OSHC Service’s policies 

• ensure the student or volunteer has signed a confidentiality agreement prior to commencing their 

placement 

• discuss any relevant important information about specific children to the student or volunteer (i.e., 

court orders, additional needs, dietary needs) so that the student or volunteer is aware of potential 

issues 

• liaise with learning institutions and accept suitable student placements under the institution’s 

supervision 

• assist learning institutions to place suitable students with individual educators 

• ensure student’s/volunteer’s paperwork and insurances are current 
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• ensure each student or volunteer holds a current Working with Children Check prior to commencing 

their placement 

• record and verify each student or volunteers Working with Children Check where required 

• ensure that no student, volunteer or visitor is affected by or under the influence of drugs or alcohol 

while on the service premises when children are being educated and cared for 

• refer to the Service’s Managing an Aggressive Person or Visitor Policy for guidance if a visitor 

becomes hostile or aggressive. 

 

EDUCATORS WILL: 

• maintain open communication with work experience students and volunteers along with their 

practicum teachers about their performance 

• support all student’s and volunteer’s practicum requirements to the best of their ability during the 

placement 

• work as a team sharing appropriate skills and knowledge with each student and volunteer 

• ensure all colleagues are provided with relevant information about tasks the student is required to 

complete in the OSHC Service as part of their practicum 

• be aware of student and volunteer expectations 

• have the time and proficiencies to support each student and volunteer in their placement 

• encourage students or volunteers to seek help and advice as required 

• be a positive role model, showing appropriate behaviour and conduct themselves in a professional 

manner 

• guide the students or volunteers throughout the day 

• make the student or volunteer feel welcome and a valued member of the team 

• ensure the student, volunteer or visitor is not left alone with a child or children whilst at the OSHC 

Service under any circumstance 

• ensure students, volunteers and/or visitors are under the direct supervision of the approved 

provider, nominated supervisor, responsible person or educator at all times whilst at the OSHC 

Service 

• refer to the Service’s Managing an Aggressive Person or Visitor Policy for guidance if a visitor 

becomes hostile or aggressive. 

 

THE SUPERVISING EDUCATOR AT OSHC WILL: 

• discuss the progress of written work and performance with the student or volunteer 

• discuss any concerns raised by the student with the Student Supervisor  
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• encourage students/volunteers to use their initiative 

• ensure the student/volunteer remains up to date with their assessments/tasks to be completed 

• discuss concerns with student/volunteer with management 

• never leave the student/volunteer alone with a child or children 

• provide honest and accurate feedback to the student’s training institution supervisor as required 

 

WORK EXPERIENCE STUDENTS AND VOLUNTEERS WILL: 

• complete the Student and Volunteer Application Form prior to the commencement of work 

placement 

• provide Working with Children Check details prior to placement 

• not be in possession of personal electronic devices that can take images or videos while providing 

education and working directly with children 

• learn about the children through interaction and practical experience 

• develop the skills and knowledge needed to care for and educate children 

• learn about the importance of working as part of a team in the School Aged education and care 

professional 

• learn strategies for working in a team environment 

• learn and accommodate the expectations of qualified educators in the OSHC Service 

• inform the Student Supervisor in writing of what will be expected of them by their training body, 

University or school, or any other training organisation, and provide time sheets and evaluation 

forms  

• keep up to date with all written work requirements 

• work a variety of shifts to gain knowledge of different aspects of OSHC Service operations 

• bring in a poster introducing themselves that will include: 

o Name 

o Photo 

o Course they are studying 

o RTO/university they are studying with 

o Dates and times, they will be at the OSHC Service 

o The focus of their study. 

• discuss any problems the student may be experiencing with the Student Supervisor   

• adhere to all OSHC Service policies and procedures 

• never remove a child from direct staff supervision 
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• participate in the induction process and assist to complete the Student and Volunteer Induction 

Checklist 

 

PROBITY CHECKS 

• All students, volunteers and visitors will supply identity details to the nominated supervisor 

• All students, volunteers and visitors will complete and provide to the OSHC Service a Working with 

Children Check 

• All students and volunteers will have a meeting with the Nominated Supervisor to receive 

information regarding the following service policies: 

o Child Protection  

o Child Safe Environment 

o Privacy and Confidentiality 

o Dealing with Complaints 

o Work, Health and Safety 

o Code of Conduct 

o Safe Transportation  

o Photograph 

o Social Media 

 

STUDENTS AT RISK 

If educators feel that the student is at risk of failing their practicum, the following steps will be taken:   

1. the educator supervising the student/volunteer will alert the Student Supervisor of any concerns 

regarding the student 

2. both the Student Supervisor and the educator will discuss concerns with the student 

3. the Student Supervisor will arrange for the student’s training institution teacher to visit the OSHC 

Service and discuss concerns that have ascended 

4. the student’s educational institution and nominated supervisor will govern the outcome of the 

practicum.    

 

TERMINATION OF PRACTICUM OR VOLUNTEER PLACEMENT 

Termination of student’s or volunteer’s placement will occur if the student/volunteer: 

• harms or is at risk of harming a child in their care 

• is under the influence of drugs or alcohol 

• fails to notify the OSHC Service if they will not be attending the Service 



 

Childcare Centre Desktop ©2024 – Student, Volunteer and Visitors Policy 8 

  Richmond Shire Council OSHC 

• does not adhere to starting times or break times 

• is observed using repeated inappropriate behaviour at the OSHC Service 

• does not comply with all policies and procedures addressed in the student package 

• does not provide the photo with an introduction on commencement 

• does not keep up to date with their work placement tasks 

• removes any child or children from the direct supervision of an educator. 

 

CONTINUOUS IMPROVEMENT/REFLECTION 

Our Student, Volunteer and Visitor Policy will be reviewed on an annual basis in consultation with 

children, families, staff, educators and management. 

 

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES 

Childcare Centre Desktop- Human Resources 
Student and Volunteer Handbook 
Student and Volunteer Application Form 
Student and Volunteer Induction Checklist 

Student and Volunteer Register 
Visitor Induction Procedure 
Visitor Register 

 
 
SOURCES 
 
Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework. 
Australian Government Department of Education. My Time, Our Place- Framework for School Age Care in 
Australia.V2.0, 2022 
Australian Children’s Education & Care Quality Authority. (2024. Taking Images or Videos of Children While Providing 
Early Childhood Education and Care. Guidelines for the National Model Code. 
Education and Care Services National Law Act 2010. (Amended 2023). 
Education and Care Services National Regulations. (Amended 2023). 
Fair Work Act 2009 (Cth). 
Fair Work Commission: Anti-bullying jurisdiction. 
Safe Work Australia. (2016). Guide for preventing and responding to workplace bullying 
TAFE NSW Student responsibilities in work placement  
Work Health and Safety Act, 2011. 
Western Australian Legislation Education and Care Services National Law (WA) Act 2012 
Western Australian Legislation Education and Care Services National Regulations (WA) Act 2012  

 

REVIEW 

POLICY REVIEWED BY Tina Chappell  Coordinator  October 24 

POLICY REVIEWED OCTOBER 2024 NEXT REVIEW DATE OCTOBER 2025 

https://www.acecqa.gov.au/sites/default/files/2024-03/Guide-to-the-NQF-web.pdf
https://www.acecqa.gov.au/sites/default/files/2023-01/MTOP-V2.0.pdf
https://www.acecqa.gov.au/sites/default/files/2023-01/MTOP-V2.0.pdf
https://www.acecqa.gov.au/sites/default/files/2024-07/Guidelines%20for%20the%20National%20Model%20Code%20Taking%20Images%20and%20Videos.pdf
https://www.acecqa.gov.au/sites/default/files/2024-07/Guidelines%20for%20the%20National%20Model%20Code%20Taking%20Images%20and%20Videos.pdf
https://www.safeworkaustralia.gov.au/system/files/documents/1702/guide-preventing-responding-workplace-bullying.pdf
https://www.tafensw.edu.au/student-services/rights-responsibilities/student-responsibilities-in-work-placement
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a146885.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_subsidiary.html
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VERSION NUMBER V11.10.24 

MODIFICATIONS 

• annual policy maintenance  
• inclusion of National Model Code and Guidelines (optional) 
• minor edits within policy 
• sources checked for currency and updated as required 

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE 

OCTOBER 2023 

• title of policy changed to Student, 
Volunteer and Visitors Policy 

• child protection law (Reg. 84) added to 
policy  

• information included relating to visitors 
entering the service 

• removal of Appendix 1: Student and 
Volunteer Checklist of policy 

• annual policy maintenance  
• minor formatting edits within text 
• hyperlinks checked and repaired as 

required 

OCTOBER 2024 

   



Richmond Shire Council 
Ordinary Meeting of Council 19 November 2024 

 

 

 

Item 5. General Business 

 
DATE OF NEXT MEETING 
 
10 December 2024 
 
 
 
CONCLUSION 
 
Peter Bennett 
Chief Executive Officer 
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	EXECUTIVE SUMMARY
	To establish the standards of use by Richmond Shire Council Staff who have access to Councils social media. Behaviour required of persons who are associated with Richmond Shire Council and who engage in social media.
	OFFICER’S RECOMMENDATION
	That Council: adopt the Social Media Policy as presented.
	RESOLUTION 20241015.3
	It was moved Cr Fox, seconded Cr Johnston and carried that Council adopt the Social Media Policy as presented.
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	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.3 Tertiary Bursary Policy
	EXECUTIVE SUMMARY
	To provide a source of financial assistance to Richmond Shire families, whose young adults are completing Year 12 and who have demonstrated sufficient talent to be successful at tertiary studies. Council will only accept submissions for commencement o...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Tertiary Bursary Policy as presented.
	It was moved Cr Flute, seconded Cr Johnston and carried that Council adopt the Tertiary Bursary Policy as presented.
	• Policy
	It was moved Cr Fox, seconded Cr Johnston and carried that Council adjourn the meeting for morning tea at 9:51am.
	It was moved Cr Jonston, seconded Cr Flute and carried that Council resume the meeting at 10:35am.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.4 Housing Confidentiality Policy
	EXECUTIVE SUMMARY
	In the course of managing rental properties Richmond Shire Council frequently received enquiries from companies and agencies that are seeking information about tenants and former tenants.
	The main purpose of this policy is to ensure that confidentiality is respected. In the course of delivering an effective housing service it is necessary for information about applicants and tenants to be collected and stored on computers and manual fi...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Housing Confidentiality Policy as presented.
	It was moved Cr Brown, seconded Cr Easton and carried that Council adopt the Housing Confidentiality Policy as presented.
	• Policy
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.5 Community Engagement Policy
	EXECUTIVE SUMMARY
	Community Engagement is now part of the everyday life of local government and is viewed as a central principle in the planning and decision-making process. The aim of this framework is to describe how the community and Council may communicate more eff...
	Richmond Shire Council’s Community Engagement Policy has been developed in order to provide community members with a clear understanding of the avenues available for communication between themselves and Council. Specifically, it will identify the vary...
	This strategy for community engagement will:
	• Outline Council’s commitment to a community engagement policy and strategy
	• Define what Council means by engagement
	• Describe effective ways of enhancing community engagement.
	OFFICER’S RECOMMENDATION
	That Council: adopt the Community Engagement Policy as presented.
	It was moved Cr Brown, seconded Cr Johnston and carried that Council adopt the Community Engagement Policy as presented.
	• Policy
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.6 Information Privacy Policy
	EXECUTIVE SUMMARY
	To ensure the collection, use, disclosure and handling of all personal information by Council complies with all relevant legislation.
	OFFICER’S RECOMMENDATION
	That Council: adopt the Information Privacy Policy as presented.
	It was moved Cr Brown, seconded Cr Fox and carried that Council adopt the Information Privacy Policy with changes.
	• Policy
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.7 Related Parties Policy
	EXECUTIVE SUMMARY
	From 2016/17, local governments (Councils) must disclose related party relationships, transactions and outstanding balances, including commitments, in the annual financial statements.
	Related parties are the Mayor, Councillors, Chief Executive Officers (CEO), Senior Executives and their close family members and any entities that they control or jointly control. Any transactions between these parties, whether monetary or not, may ne...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Related Parties Policy as presented.
	It was moved Cr Johnston, seconded Cr Brown and carried that Council adopt the Related Parties Policy as presented.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.8 OSHC Enrolment Priority Policy
	EXECUTIVE SUMMARY
	The Richmond Shire Council Outside of School Hours Care (OSHC) service demand has significantly increased, and the program has at times been booked to its highest capacity. As a result, OSHC has implemented the Federal Governments Priority of Access G...
	OFFICER’S RECOMMENDATION
	That Council: adopt the OSHC Enrolment Priority Policy as presented.
	It was moved Cr Fox, seconded Cr Johnston and carried that Council adopt the OSHC Enrolment Priority Policy as presented.
	3.   REPORTS FOR CONSIDERATION – CORPORATE SERVICES
	3.1 Monthly Financial Statements
	EXECUTIVE SUMMARY
	Council’s monthly financial report in relation to the 2024/2025 adopted budgeted is presented for consideration, together with Statement of Comprehensive Income, Statement of Financial Position and Statement of Cash Flow as at 30 September 2024.
	OFFICER’S RECOMMENDATION
	That Council: Receive the monthly financial report presenting the progress made as at 30 September 2024 in relation to the 2024/2025 budget and including the:
	• Statement of Financial Position
	• Statement of Comprehensive Income
	• Statement of Cash Flows
	RESOLUTION 20241015.12
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.1 Preliminary Evaluation Assessment – Youth Camp
	EXECUTIVE SUMMARY
	OFFICER’S RECOMMENDATION
	That Council: accept the proposal and budget impact of $19,120.00 (ex GST) Council to also nominate a working group to assist Peak Services in conjunction with Fr Mick Lowcock.
	RESOLUTION 20241015.13
	It was moved Cr Easton, seconded Cr Flute and carried that Council accept the Youth Camp proposal with conditions.
	A request to create a subcommittee was asked and all Councillors agreed to participate.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.2 Christmas Light Competition
	EXECUTIVE SUMMARY
	OFFICER’S RECOMMENDATION
	That Council: continues to support the Mayoral Christmas Light Competition and Decorate your Gate to the value of $4,500.00
	RESOLUTION 20240910.14
	It was moved Cr Fox, seconded Cr Easton and carried that Council continue to promote and fund the annual Christmas Light and Decorate your Gate Competition within the Richmond Shire.
	Council also discussed the placement of the newly purchased town Christmas Tree, with a unanimous decision made for it to be placed at the front of the Richmond Shire Council Administration Office.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.3 Community Gym
	EXECUTIVE SUMMARY
	Multiple requests have been made by itinerate workers for a daily rate for the use of the Gym.
	OFFICER’S RECOMMENDATION
	That Council: approve the request at $10.00 per day, including a joining fee.
	RESOLUTION 20241015.15
	It was moved Cr Johnston, seconded Cr Brown and carried that Council accept the Community Gym daily rate proposal.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.4 Community Gym
	EXECUTIVE SUMMARY
	In addition to the daily rate request there has also been an increase in requests from workers for an increase in size of dumbbell sets.
	OFFICER’S RECOMMENDATION
	That Council: consider a budget allocation of $2,000.00 to facilitate the purchase of 3 sets of heavier dumbbells.
	Council unanimously agreed to source more cost-effective dumbbell sets.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.5 Photography Policy
	EXECUTIVE SUMMARY
	Our Out of School Hours Care (OSHC) Service is committed to creating and maintaining a child safe environment where children are safe and feel safe and their voices are heard about decisions that affect their lives. Child safety is embedded in our org...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Photography Policy as presented.
	RESOLUTION 20241015.16
	It was moved Cr Brown, seconded Cr Easton and carried that Council adopt the Photography Policy as presented.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.6 Rest Time Policy
	EXECUTIVE SUMMARY
	The United Nations Convention on the Rights of the Child states that all children and young people are guaranteed the right “to rest and leisure, to engage in play and recreational activities appropriate to the age of the child and to participate free...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Rest Time Policy as presented.
	RESOLUTION 20241015.17
	It was moved Cr Brown, seconded Cr Fox and carried that Council adopt the Rest Time Policy as presented.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.7 Sun Safe Policy
	EXECUTIVE SUMMARY
	Australia has one of the highest rates of skin cancer in the world with more than two in three Australians developing some form of skin cancer in their lifetime. Too much of the sun’s UV radiation can cause sunburn, skin and eye damage and skin cancer...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Sun Safe Policy as presented.
	RESOLUTION 20241015.18
	It was moved Cr Brown, seconded Cr Johnston and carried that Council adopt the Sun Safe Policy as presented.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.8 Water Safety Policy
	EXECUTIVE SUMMARY
	The safety and supervision of children is paramount when in or around water.
	This relates to water play, excursions near water, hot water, drinking water and hygiene practices with water in the Out of School Hours Care (OSHC) Service environment. Children will be supervised at all times during water play experiences to help ke...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Water Safety Policy as presented.
	RESOLUTION 20241015.19
	It was moved Cr Flute, seconded Cr Easton and carried that Council adopt the Water Safety Policy as presented.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.9 Animal and Pet Policy
	EXECUTIVE SUMMARY
	Having a relationship with a pet and/or animal can help children develop a caring disposition and skills such as nurturing, responsibility, empathy and improved communication. Having a pet in an Out of School Hours Care (OSHC) environment enables chil...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Animal and Pet Policy as presented.
	RESOLUTION 20241015.20
	It was moved Cr Brown, seconded Cr Johnston and carried that Council adopt the Animal and Pet Policy as presented.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.10 Respect for Children Policy
	EXECUTIVE SUMMARY
	Within an Out of School Hours Care community, many different relationships are negotiated with and between children, educators and families. The way in which these relationships are established and maintained, and the way in which they remain visible,...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Respect for Children Policy as presented.
	RESOLUTION 20241015.21
	It was moved Cr Johnston, seconded Cr Easton and carried that Council adopt the Respect for Children Policy as presented.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.9 Grid and Gate Policy
	I, Councillor Easton inform the meeting that I have declared an interest in relation to item 2.9 Grid and Gate Policy, as a result that I am a landowner and could be affected by the changes in this Policy.
	Due to the nature of the item, I will stay in the meeting when this item is discussed but not partake in the discussion.
	EXECUTIVE SUMMARY
	The Transport Infrastructure Act 1994 and Transport Operations (Road Use Management) Act 1995 impose a statutory duty on Council to construct, maintain and operate public roads to promote the safe transport of persons and goods, while the Local Govern...
	This policy sets the legal framework for Council to control the existence of grids upon public roads under its control.
	OFFICER’S RECOMMENDATION
	That Council: adopt the Grid and Gate Policy as presented.
	RESOLUTION 20241015.22
	It was moved Cr Fox, seconded Cr Flute, and carried that Council accept the Grid and Gate Policy as presented.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.10 Public Interest Disclosure Policy
	EXECUTIVE SUMMARY
	A Public Interest Disclosure (PID) is a disclosure in the public interest of information about wrongdoing in the public sector.
	The policy will assist the Richmond Shire Council, Management and staff by clearly outlining Council's approach to addressing a Public Interest Disclosure (PID) and to provide direction to persons contemplating making a disclosure. This policy is also...
	The policy provides Councillors and Officers protection in accordance with the Public Interest Disclosure Act 2010, by protecting persons who disclosure unlawful, negligent or improper Council conduct, or conduct which endangers public health or safet...
	OFFICER’S RECOMMENDATION
	That Council: adopt the Public Interest Policy as presented.
	RESOLUTION 20241015.23
	It was moved Cr Fox, seconded Cr Johnston, and carried that Council accept the Public Interest Disclosure Policy as presented.
	• Policy
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.11 Quality Part Time Work or Flexible Arrangements Policy
	EXECUTIVE SUMMARY
	To offer quality part time work or flexible arrangements to employees in accordance with the National Employment Standards.
	OFFICER’S RECOMMENDATION
	That Council: adopt the Quality Part Time Work or Flexible Arrangements Policy as presented.
	RESOLUTION 20241015.24
	It was moved Cr Fox, seconded Cr Brown, and carried that Council accept the Quality Part Time Work or Flexible Arrangements Policy as presented.
	• Policy
	3.   REPORTS FOR CONSIDERATION – CORPORATE SERVICES
	3.2 Operational Plan
	EXECUTIVE SUMMARY
	As required by Section 174(3) of the Local Government Regulation 2012, a progress report on the implementation of Council’s 2024/2025 Operational Plan at the end of the September quarter is tabled for Council’s consideration.
	OFFICER’S RECOMMENDATION
	That Council: receive and note the Quarter 1 progress report of RSC 2024/2025 Operational Plan for the September 2024 reporting period.
	It was moved Cr Flute, seconded Cr Brown and carried that Council accept the Operational Plan as presented.
	4.   REPORTS FOR CONSIDERATION – COMMUNITY SERVICES
	4.11 Lions Christmas Party
	EXECUTIVE SUMMARY
	OFFICER’S RECOMMENDATION
	That Council: The Council continue to support the Lions Christmas Party Fireworks Display to the value of $3,300.00
	RESOLUTION 20241015.26
	It was moved Cr Fox, seconded Cr Easton and carried that Council continue to support The Lions Christmas Party fireworks display.
	CLOSED SESSION
	1.   REPORTS FOR CONSIDERATION – WORKS
	1.1 Solar System Quotes
	It was moved Cr Fox, seconded Cr Johnston and carried that Council enter a closed session according to the Local Government Regulation 2012 275, (1)(c) the local government’s budget;
	It was moved Cr Fox, seconded Cr Easton and carried that Council exit a closed session according to the Local Government Regulation 2012 275, (1)(c) the local government’s budget;
	Solar system installation on various Council buildings is a nominated project in the Works for Queensland grant. Initial investigation and costs are evaluated through a company where the layouts and sizes of each unit are completed based on the genera...
	In addition to the buildings, quotes were sought for the Council-owned houses and units. If the Council agrees to proceed, each Council house can get solar systems based on the roof space and the house size.
	If the Council approves the size and specifications of each building, further quotes will be sought from other companies, but these quotes stand as the maximum amount requested.
	OFFICER’S RECOMMENDATION
	That Council: provide further instructions.
	1.   REPORTS FOR CONSIDERATION – WORKS
	1.2 Oban Road Access
	It was moved Cr Fox, seconded Cr Johnston and carried that Council enter a closed session according to the Local Government Regulation 2012 275, (1)(c) the local government’s budget;
	It was moved Cr Jonston, seconded Cr Easton and carried that Council exit a closed session according to the Local Government Regulation 2012 275, (1)(c) the local government’s budget;
	Landowners requested an access road to their property. Quotes have been asked from the local contractors to undertake this job. Quotes are attached for the Council to review and approve. Works will be done before the end of this financial year if appr...
	OFFICER’S RECOMMENDATION
	That Council: provide further instructions.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.12 Legal Matter – Contractual Work
	It was moved Cr Easton, seconded Cr Johnston and carried that Council enter a closed session according to the Local Government Regulation 2012 275, (1)(f) starting or defending legal proceedings involving the local government;
	It was moved Cr Fox, seconded Cr Easton and carried that Council exit a closed session according to the Local Government Regulation 2012 275, (1)(f) starting or defending legal proceedings involving the local government;
	The electrical work completed for all Council facilities dating back to 2019 is required to be investigated due to multiple major faults and issues arising noted by electrical contractors.
	Upon assessment from other electrical contractors, it has been noted that the work completed during this period is not up to the Australian Electoral Board standard.
	OFFICER’S RECOMMENDATION
	That Council: report the issues to the Australian Electrical Board for dangerous work.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.13 Development Application – Material Change of Use – Assessment 854
	It was moved Cr Fox, seconded Cr Johnston and carried that Council enter a closed session according to the Local Government Regulation 2012 275, (1)(g) any action to be taken by the local government under the Planning Act, including deciding applicati...
	It was moved Cr Easton, seconded Cr Flute and carried that Council exit a closed session according to the Local Government Regulation 2012 275, (1)(g) any action to be taken by the local government under the Planning Act, including deciding applicatio...
	The purpose of this document is to provide an assessment of the development application for a proposed Extractive Industry (Sand Extraction) located on the Dutton River, on land described as Lot 5 and Lot 6 on RM13 and located at 402 Coalbrook Road, R...
	A letter to the landowner reiterating the use of the blocks adjacent to the house is also recommended.
	OFFICER’S RECOMMENDATION
	That Council: accept the Development Application.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.14 Refuse Tip Contract
	It was moved Cr Flute, seconded Cr Easton and carried that Council enter a closed session according to Local Government Regulation 2012 275, (1)(e) contracts proposed to be made by it;
	RESOLUTION 20241015.40
	It was moved Cr Easton, seconded Cr Johnston and carried that Council exit a closed session according to Local Government Regulation 2012 275, (1)(e) contracts proposed to be made by it;
	The refuse tip contract is due to be reviewed and expires on 01/01/2025. Council have made changes to the contract and will expire 31/12/2025.
	OFFICER’S RECOMMENDATION
	That Council: accept the Refuse Tip Contract as presented.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.15 EBA (Enterprise Bargaining Agreement) Update
	It was moved Cr Brown, seconded Cr Fox and carried that Council enter a closed session according to the Local Government Regulation 2012 275, (1)(c) the local government’s budget;
	RESOLUTION 20241015.43
	It was moved Cr Easton, seconded Cr Flute and carried that Council exit a closed session according to the Local Government Regulation 2012 275, (1)(c) the local government’s budget;
	Council’s current EBA expired 31st August 2022. Council has engaged Peak Services to help complete the new EBA negotiations.
	Christopher Lowe from Peak Services has proposed that we reach out again to the unions and attempt to do a rollover agreement with a fair and reasonable wage increase.
	The final draft is attached for reading.
	OFFICER’S RECOMMENDATION
	That Council: accept the Draft Richmond Shire Council Certified Agreement 2022.
	2.   REPORTS FOR CONSIDERATION – OFFICE OF THE CHIEF EXECUTIVE OFFICER
	2.16 Maxwelton Blocks of Land
	It was moved Cr Easton, seconded Cr Flute and carried that Council enter a closed session according to the Local Government Regulation 2012 275, (1)(h) other business for which a public discussion would be likely to prejudice the interests of the loca...
	RESOLUTION 20241015.46
	It was moved Cr Fox, seconded Cr Flute and carried that Council exit a closed session according to the Local Government Regulation 2012 275, (1)(h) other business for which a public discussion would be likely to prejudice the interests of the local go...
	Council have previously discussed potentially selling blocks of land at Maxwelton Township. The map attached indicates all blocks of land owned by Council for your information.
	OFFICER’S RECOMMENDATION
	That Council: discuss the potential sale of Council owned blocks of land.
	GENERAL BUSINESS
	CLOSE OF MEETING
	RESOLUTION 20241015.48
	It was moved Cr Fox, seconded Cr Johnston and carried that the information reports be received and noted.
	Meeting closure
	RESOLUTION 20241015.49
	It was moved Cr Flute seconded Cr Easton and carried that the meeting close at 12:42pm.
	Next Ordinary Meeting
	19 November 2024.
	I hereby confirm that this is a true and correct record of the minutes of the Richmond Shire Council Ordinary Meeting Tuesday 15 October 2024.
	_______________________
	Mayor
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