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COTTESLOE COUNCIL NEWS 

1. Objectives 
Provide an avenue for dissemination of information relevant to Council's aims, objectives and 

decision-making processes. 

2. Principles 
The Town of Cottesloe, as a publicly funded body, has an obligation to the community to 

provide effective avenues for public information exchange and communication on Council 

activities and other matters of interest to the Cottesloe community. 

3. Issues 
 Cottesloe Council News provides an avenue for reporting to the community on Council 

activities from Council's perspective. 

 It is funded by ratepayers and should therefore directly benefit ratepayers. 

4. Policy 
Cottesloe Council News is the principal communication tool for the Cottesloe Council to keep 

the community informed of Council activities in line with the identified aims and objectives as 

follows: 

4.1 Aim 

To assist Council to keep the community abreast with the issues and activities of Cottesloe. 

4.2 Objectives 

a. Provide a forum generating discussion on Council related activities. 

b. Keep community informed of specific items of Council and Community interest. 

4.3 Editorial Policy 

a. Cottesloe Council News articles will be limited to issues of importance to the Cottesloe 

community raised by the Cottesloe Council.  They will reflect the current and future 

activities of Council and seek the views of the community. 

b. Articles and information from community-based organisations and others in the 

community who wish to communicate matters of interest to the community will be 

received for publication. Priority will be given to organisations recognised as being 

affiliated with the Civic Centre. 

c. The Chief Executive Officer shall retain editorial control for the publication. 

d. The Councillor Liaison Officer is responsible for: 

 developing ideas for articles/series 

 liaising with Councillors to gather articles 

 assisting in proof reading of articles 

e. Advertising will be limited according to space at the discretion of the editor. 
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DIFFERENTIAL RATING 

1. Objectives 
To ensure that the rate struck by Council annually will realistically enable Council to provide 

the specific and relevant services which the community expects to occur within the area. 

2. Principles 
The rate burden imposed by Council expenditure requirements to fulfil the range of Council 

responsibilities should be spread across the rateable properties on a basis which reflects 

specific expenditure demands and based on property valuations. 

3. Issues 
A differential rate seeks to address the following: 

a. Rating anomalies within the locality. 

b. Service requirement anomalies. 

 

A redistribution of charges should ensure that the area targeted is not itself disadvantaged 

through the striking of a differential rate and that property owners within a designated area or 

zoning are not unfairly disadvantaged. 

4. Policy 
In order to consider a proposal which introduces a differential rate, Council will require a 

report for consideration which incorporates: 

a. Horizontal equity. 

b. Council expenditure obligations relative to income drawn from specific zones or areas 

under consideration. 

c. Alternative options available. 

d. Intended objectives and anticipated outcomes. 

e. Identification of any non-conforming use sites within the zone or area which should be 

exempted to avoid an unfair disadvantage. 

 

Adopted August 1994 

Reviewed 22 November 2010 

Expected date of review  
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ASSET MANAGEMENT 

1. Objective 
This policy provides a clear direction for asset management and defines the key principles, 

responsibilities and reporting framework, which underpin asset management for the Town of 

Cottesloe. 

2. Principles 
Asset Management is viewed as a major corporate function of the Town of Cottesloe and 

Council is committed to supporting the function accordingly. The purpose of this policy is to 

provide an Asset Management Framework to advance the following objectives and outcomes: 

 Ensure that the Town's services and infrastructure are provided reliably, with the 

appropriate quality levels of service to residents, visitors and the environment. 

 Safeguard Town assets including physical assets and employees by implementing 

appropriate asset management strategies, practices, and appropriate financial 

treatment of those assets. 

 Create an environment where all relevant Town employees will form an integral part of 

overall management of Town assets. 

 Meet legislative compliance for asset management. 

 Ensure resources and operational capabilities are identified and responsibility for asset 

management is allocated. 

 The importance of managing the Town's infrastructure assets sustainably for present 

and future generations must be clearly understood and recognised by Council, staff and 

the community. 

3. Issues 
The Town of Cottesloe sets a strategy to ‘build the Town's organisational capacity to service 

the needs of the community.’ 

 

Underpinning this strategy is the need to ensure that services are well planned and delivered 

in line with community expectations. 

 

In order to achieve this the Town must allocate resources through its financial plan, define its 

service levels through service delivery plans, ensure effective risk management and maintain 

intergenerational equity. This links to the Town of Cottesloe Future Plan to maintain Council 

buildings and infrastructure in a sustainable way. 

 

Asset Management is crucial to the delivery of Local Government services and the process of 

asset management must complement the Town's financial and service planning processes 

including the Long Term Financial Plan. 
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4. Policy 
The Town of Cottesloe will: 

 Develop industry standards, affordable and financially sustainable asset management 

plans 

 Incorporate community and stakeholder consultation 

 Support informed decision making 

 Promote timely maintenance and renewal of assets 

 Identify opportunities for multiple use of assets 

 Develop and implement a framework for asset management 

 Incorporate risk management 

 Improve awareness of asset management for council staff and community 

 Ensure asset management is linked to service delivery and the long term financial plan. 

 

Asset Management encompasses all of the various actions that Council must take to ensure 

that its assets are planned, delivered, managed, renewed and retired to serve both present 

and future generations sustainably. 

 

This shall be carried out to achieve the Level of Service for the asset as determined by Council 

to deliver economic, environmental and social value for the benefit of the community. This 

will be achieved by ensuring education, consultation and negotiation with all relevant 

stakeholders is undertaken so as to reach mutually acceptable levels of service. 

 

In consideration of inter-generational sustainability, Council will adopt life cycle cost analysis 

for the management of infrastructure assets. 

 

Council will allocate resources to ensure the most effective asset management practices are 

undertaken ensuring timely maintenance and renewal of assets so that full life-cycle costs are 

optimised and community services are sustained in the long term and integrated within 

Council's 10 year financial plan. 

 

Council assets will be managed utilising a team approach supported by the multi discipline 

cross-functional asset management working group with the roles and responsibilities of all 

asset users well defined and understood. 

 

The Town will ensure asset information is accurate and up to date allowing for appropriate 

asset planning, both in the short and long term, and for informed decision making to occur. 

 

Adopted 26 April 2010 

Expected date of review  
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EMAIL MANAGEMENT 

1. Policy Statement 
Town of Cottesloe email accounts are intended for business transactions in support of the 

Town’s strategic goals and objectives. Accordingly any email transmission residing on the 

Town’s network is potentially an official record. 

 

The effective management of electronic mail transmissions is essential in order to permit the 

Town to meet various legislative and accountability requirements and administrative needs. 

 

The roles and responsibilities of the Town’s employees, defined by this policy, reflect the 

Town’s current electronic recordkeeping system. 

2. Introduction 
A large portion of the Town’s operational communication is carried out via electronic mail. 

Email is used for a wide range of purposes, including instructions, negotiations, authorisations, 

development of policies, employment matters, communications with residents, advice of 

meeting arrangements, circulation of reports and Council and Committee minutes and 

agendas. Since most of these email communications are official records within the meaning of 

the State Records Act 2000 (the Act) and other applicable legislation, it is necessary to ensure 

they are effectively and efficiently managed. 

 

This policy will assist staff in understanding their recordkeeping responsibilities relating to the 

management of email records and will permit the Town to control the quality and quantity of 

its email messages. The completeness of the Town’s records will enable it to provide evidence 

of, and justification for, its activities and decision-making processes, thereby facilitating 

compliance with its legislative environment. 

3. Definitions 
‘Accountability’ The principle that individuals, organisations, and the community 

are responsible for their actions and may be required to explain 

them to others (including regulatory authorities, stakeholders, 

and the public). 

‘Subject Files’ Subject Files are administrative files managed by the Records 

Manager and organised according to Keywords for Council 

Thesaurus. 

‘Electronic Mail’ Electronic mail or email is defined as the transmission of 

messages over computer networks. 

‘Record’ Recorded information in any form, including data in computer 

systems, created or received and maintained by an organisation 

or person in the transaction of business and kept as evidence of 

such activity. 

‘Records Management’ The field of management responsible for the efficient and 

systematic control of the creation, receipt, maintenance, use 
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and disposal of records, including procedures for capturing and 

maintaining evidence of and information about business 

activities and transactions in the form of records. 

‘Records Management An information system that captures, manages, maintains and 

System’ provides access to records over time. 

‘Retention and Disposal A records retention and disposal schedule is a systematic listing 

Schedule’ of the records series maintained by an organisation in which the 

period of time that each series is to be maintained or reviewed 

for destruction or kept for permanent archival retention is 

stated. 

‘Retention Period’ The period for which a record must be kept before it may be 

destroyed. 

‘State Records Commission’ The State Records Commission was established in 2001 under 

the terms of the Act. It is responsible for establishing principles 

and standards that govern recordkeeping by government 

organisations, and monitoring the operation and compliance 

with the Act. 

4. Purpose 
The purpose of this policy is to establish an organisation wide policy of the management of 

electronic mail transactions as official Town records. 

5. Scope 
This policy applies to all staff that use the Town’s electronic mail system to create, receive, 

transmit, and retain information. This includes permanent, temporary and part-time 

employees and contractors. 

5.1 Legislative Requirements 

The Act has specific provisions relating to the responsibility to create, manage and dispose of 

records in accordance with principles and standards issues by the State Records Commission. 

 

Electronic mail transmissions are included within the meaning of the Act’s definition of a 

‘record’ which includes ‘anything on which information has been stored or recorded, either 

mechanically, magnetically, or electronically’. 

5.2 Determining the Value of an Email Message 

For the purpose of this policy email transmission falls into one of the following four categories. 

5.2.1 Personal Email 

Personal email messages have no relevance to the official business of the Town and can 

be deleted at any time. 

5.2.2 Spam Emails 

Unsolicited email messages that are not related to an employee’s work responsibilities 

should be deleted immediately. 
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5.2.3 Information Value Only 

Emails that relate to the business of the Town, but are intended only for informational 

value or to facilitate Town business may be deleted once they are no longer needed. This 

includes: 

 Email messages received by courtesy copy and where no action is required. 

Examples include copies of committee minutes, reports and newsletters. 

 Advertising material and any other publicly available material 

 Invitations 

 Internal Social Arrangements 

 Informational and/or broadcast messages 

5.2.4 Administrative Email 

As a general rule, emails received or initiated by the Town’s employees and which relate 

to the business activities of the Town and that have continuing administrative value to 

the Town must be retained for as long as they are needed to meet administrative and 

legal retention requirements.  Administrative email includes: 

 Authorisations and instructions 

 Commitments of behalf of the Town 

 Communications between the Town’s employees relating to official business 

 Development or amendment of policies and procedures 

 Emails that add value or support to an existing record 

 Final versions of reports or recommendations prepared for management and 

external organisations. 

 Formal communications with external organisations 

 Formal communications with residents and rate payers 

 Formal drafts of agreements and legal documents and associated correspondence 

 Minutes and agendas of committees and working parties 

 Negotiations and commitments on behalf of the Town 

 Research matters 

 Statistics and analysis 

 Submissions by external bodies 

 Where a precedent is created 

 When an email requires action from an employee 

 Where legal advice is involved 

5.3 Roles and Responsibilities 

All Town of Cottesloe employees have a responsibility to create and keep records that 

adequately record the Town’s activities and should observe the following when constructing 

and managing their email: 

a. Decide if individual email messages have value as official Town records. 

b. Email messages that are official Town records must be registered into the recordkeeping 

system (TRIM). Note, the retention and disposal schedule has been applied to all files in 

TRIM. 
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c. Prevent the premature deletion of email records and delete them only in accordance 

with approved retention and disposal schedules. Note: Email messages in Outlook can be 

deleted once captured in TRIM. 

d. Employees who receive administrative emails are expected to ensure the email ‘inbox’ is 

read and actioned during any periods of leave/absence. 

e. Respect the confidentiality of email records and the privacy of personal information. 

f. Protect email transmissions against unauthorised access. 

g. Protect email records against alteration and manipulation. 

h. Employees must decide if attachments should be kept, together with the email, as a 

record. In most circumstances the attachment should be included along with the email 

message to ensure that the meaning and completeness of the email is retained. 

i. Retain the transmission data of email messages to ensure the integrity of the email as an 

official Town record.  This includes retaining the date and time of the message, sender 

and recipient details, subject of the message and any attachments to the email. 

j. Where email messages form part of an email conversation string it is not necessary to 

include each reply separately.  Email strings should be included as records at significant 

points during the conversation or at the end of the email exchange. 

k. Ensure the subject field is sufficiently descriptive about the content of the message to 

facilitate prompt identification of specific email messages. 

l. Where practical, use folders in Outlook based on the title of the files in TRIM to manage 

email transmissions. Folders titled Annual Report, Budget issues, Conferences, Research 

Issues, etc permit email to be more effectively managed then by using only the Inbox and 

Set folders or organising emails into month or year. It also facilitates the efficient retrieval 

of messages relating to the same subject and allows for the systematic disposal of 

redundant emails to take place.  

m. Include an appropriate signature (your name, position, and name of organisation) and a 

disclaimer. The following disclaimer notice is provided as an example: 

PLEASE NOTE: 

This email and any attached files may contain confidential information and may be 

privileged. If you are not the intended recipient any use, disclosure, dissemination or 

copying of this email or the contents thereof is unauthorised. If you have received this 

email in error, please advise the sender by return email immediately and delete this 

message and any attachments. 

n. Responsibility for deciding whether an email transmission is to be included in the 

recordkeeping system resides with the originator of the email. When email is received 

from outside the Town it is the recipient’s responsibility. 

5.4 Retention and Disposal 

Standard 2, Principle 5 (Retention and Disposal) issued by the State Records Commission 

requires the Town to retain its records for varying periods of time before they are disposed.  

Accordingly, email records with continuing value must be disposed in accordance with the 

retention periods indicated by the General Disposal Authority for Local Government Records. 

 

The General Disposal Authority incorporates all appropriate legislative, fiscal, administrative 

and archival requirements that must be considered when records are appraised for the 
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retention requirements.  It should be noted that there isn’t one single retention period that 

specifically covers all records created by email, as it is the information content of each email 

that must be addressed to determine its retention period. By observing these schedules 

employees: 

a. Ensure they comply with legislative requirements. 

b. Ensure that records created by email are available for evidentiary purposes, to meet 

requests under Freedom of Information legislation and other discovery requests and 

judicial orders. 

c. Prevent the premature destruction of relevant records, thereby avoiding potential 

administrative or legal problems. 

 

The retention and disposal schedule has been applied to all files in the recordkeeping system 

(TRIM). 

 

When email records are subject to legal processes such as discovery and subpoena, they must 

not be destroyed even if the retention period has passed. 

 

Personal emails and emails meant only for information value may be deleted at any time after 

they have been read. 

5.5 Access to Email Records 

 Electronic messages must remain accessible while they are required to meet 

administrative and external accountability requirements. 

 Email records are official records that belong to the Town and, subject to confidentiality 

considerations, should be available to any authorised staff member where the email has 

relevance to their work. 

 Employees are required to protect personal or commercially sensitive information from 

unauthorised disclosure. 

 Town records created by email must be made accessible to authorised external agencies 

requesting them, and when required for legal proceedings. 

5.6 Outcomes of Effective Email Management 

 Adds to the corporate memory of the Town, and results in better quality decision-making 

as all information is stored in the Town’s recordkeeping system (TRIM). 

 Ensures official records created by email are available and accessible to employees. 

 Evidence and decision-making and ability to defend decisions during litigation. 

 Facilitates identification and accessibility of email transmissions requested by legal 

processes under Freedom of Information. 

 Legislative and external accountability requirements are met, and penalties for non-

compliance avoided. 

 Prevents the illegal destruction of Town records. 

 Promotes sharing of information. 

 

Adopted 26 October 2009 

Expected date of review  
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ENGINEERING PROGRAMS – LONG TERM 

1. Objectives 
The provision of long term programs for the construction, upgrading and rehabilitation of all 

significant infrastructure within the Town of Cottesloe. 

2. Principles 
Within the context of a ten year capital works program and a Corporate Plan, five year 

forward plans for urban roads, drainage, footpaths, parks and gardens, parking areas and 

other significant infrastructure areas are to be created and reviewed annually, with upgraded 

programs being available to the public. 

 

Adopted 24 May 2004 

Reviewed 25 February 2013 

Expected date of review  
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