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Town of Cottesloe

STRATEGIC PLANNING
COMMITTEE MEETING

23 MAY 2012

ATTACHMENT

10.1.3 BEACH FACILITIES
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STRATEGIC PLANNING
COMMITTEE MEETING

23 MAY 2012

ATTACHMENT

10.1.4 TOWN OF
COTTESLOE - ACTION
PLAN REVIEW
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Town of Cottesloe

STRATEGIC PLANNING
COMMITTEE MEETING

23 MAY 2012

ATTACHMENT

10.1.5 NEW POLICY -
EDUCATION AND
STUDY ASSISTANCE



| TOWN OF COTTESLOE POLICY

EDUCATION AND STUDY ASSISTANCE POLICY
(1) OBJECTIVE

e The Town of Cottesloe (The Town) is committed to their employee’s
academic and personal development in order to maintain
knowledgeable, efficient workforce as well as assisting with staff
retention.

e All employees have equal access to training and development
opportunities promoted by the Town and/or 1dentn‘” ed in the the staff
performance review process.

e This policy provides guidance in administering an employee’s request for
further education and specifies what the Town will reimburse employees
for expenses incurred as well as leave allocation while undertaking
approved courses of study, as part of their career planning.

(2) PRINCIPLES

e The Town of Cottesloe supports and encourages employees to
undertake studies appropriate to the needs of The Town.

e The Town recognises that employees will from time to time aspire to
upgrade their knowledge and skills.

(3) ISSUES

The Town of Cottesloe’s Enterprise Agreement 2011 permits employee time off
at the ordinary time hourly rate to attend compulsory approved study and
examinations. It also refers to reimbursement of tuition fees incurred when
undertaking a course of study relevant to his/her employment after passing
each subject on a semester/term basis.

(4) POLICY

1. Education (being acquisition of general, tertiary and professional skills
and qualification) is the responsibility of the individual employee.

2. The Town will provide regular opportunities for employees of the Town to
upgrade and enhance their skills.

3. This policy only applies to Full time and Part time employment.
Employee who are a trainee, apprentice, casual and employees on a
temporary contract of 12 months or less will not be eligible to apply.

4. The employee’s manager is required to advise the Chief Executive
Officer in writing of their support for the course of study that is being
proposed and/or undertaken by the employee. The employee must gain
the Manager and Chief Executive Officer's approval of the course prior
to seeking assistance under this Policy.

Staff Education & Study Assistance Policy Page 1 of 4
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5. The Town is supportive of employees who seek further education and,
through the Chief Executive Officer, an application may be consider
and/or approved under the following considerations:

(a)

(b)

(c)

(d)

(e)

the employee is genuinely intending to return to work after such
studies;

the studies are relevant to the current position or potential future
career development;

the extent to which the employee’s department/section will be
inconvenienced;

any future projects or Town of Cottesloe objectives which the
study may impact upon;

the employee’s past work performance and behaviour.

6. Opportunities for Development approved by Council

(a)

(b)

(c)

University and other nationally recognised post secondary
studies,

Technical and Further Education (TAFE) and technical college or
equivalent

Any approved course of study offered by a recognised institution
or organisation, eg, Australian Institute of Management (AIM),
and Western Australian Local Government Association (WALGA)

7. Leave arrangement

The Town will provide the opportunity for an employee to take time off
(study leave) from work with the following conditions:

(a)

(b)

- ()

For full-time Employees: The Town will provide time off with pay
(study leave) of up to a maximum of five (5) hours per week
depending on course contact time and is inclusive of travel time
to attend lectures.

For Part-time Employees: Part-time employees will receive pro-
rata of up to a maximum of five (5) hours of study leave
depending on course contact time and is inclusive of travel time
to attend lectures and is based on the hours worked.

Correspondence and Online Courses: For the purpose of
calculating time for any person studying by correspondence or
via online learning then the Town shall rely on the time
recommended by the learning institution for the course to be
covered, provided that it does not exceed the time allocated for
on campus studies, but will be no greater than five (5) hours per

week (part-time employees as per above).
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(d) Examinations:_ Leave will be granted to enable the employee to
attend examinations relating to the course of study being
undertaken but will be no greater than 5 hours per week (part-
time employees as per above). Should the employee wish to take
a whole day off then that would require the use of other types of
leave (example annual or personal leave) or comply with the
Flexible Working Hours rules and be approved by the Manager.

(e) Block Leave: Courses requiring block leave instead of weekly
attendance will receive up to a maximum of 5 hours of study
leave (depending on course contact time) per week (pro-rata for
part time employees) over the course of the semester. The
employee will be allowed to accrue the weekly study leave
allocation for later use while attending the block period of study.
The weekly study leave accrual cannot exceed the block leave.
For any shortfall in time, the employee will be required to take
some other type of leave. The period of study is the normal
semester or study period as defined by the learning institution.

8. The Town’s Contribution to Fees

When it is financially advantageous to do so the Town will consider
paying the fees incurred upfront providing a Deed of Agreement is
entered into with the employee. The Deed of Agreement will include the
following items:

(a) The Town may pay in advance for employee who wishes to pay
their fees up front in order to receive the discount offered by their
respective Educational Institution.

(b) Employees who receive this assistance from the Town will be
required to pay back 100% of the Town's contribution should
they leave the Town's employment within 12 months service
following the completion of each unit of study.

(c) Should an employee leave the Town part way through
completion of a unit(s) of study, the employee will be required to
pay back the entirety of the Town’s contribution made available
to the employee for that unit of study.

(d) If necessary the Town to deduct 100% of the contribution from an
employee’s termination pay, if they leave prior to 12 months
service following the completion of each unit of study, and 100%
for any incomplete unit of study. Any payments made by the
Town for incomplete units of study will be recovered in full from

* the employee.

9. The employee pays for the fees and thereafter provides a copy of their
receipt and statement of results at the end of semester at which time the
Town will repay the employee 100% upon proof of completion and
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passing of the course. A Statement of results as well as a copy of the
payment receipt is required before reimbursement will be issued and will
be recorded on their personnel file.

10.The Town will not make any contribution towards the books, parking,
campus fines, memberships, guild fees, travel costs or other costs
associated with the course of study undertaken (ie; no mileage will be
paid).

11. All requests for assistance from the Town should be made and approved
within a financial year and not be carried into a second financial year.

12.The need for an employee to repeat a unit shall be deemed to be
unsatisfactory performance and the employee will not receive further
assistance from the Town. .

13.Any employee who is granted time off for study or who receives a
financial contribution from the Town in support of their personal
commitment to study must accept that it has been granted within the
framework of the Town’s overall training program. Accordingly, it must
be accepted that while they are in receipt of any of the benefits that are
provided for by this Policy, they may not be the beneficiary of any other
sponsored training provided by the Town.

14.Fees paid to employees who work part-time hours will be calculated on a
pro-rata system calculated as a percentage of a full time equivalent
figure based on the employee’s normal hours of work.

15.All costs, other than salaries, incurred under this Policy will be costed
against the Town’s training and conference budget and - the
administration of this Policy and the guidelines that apply to it will be the
responsibility of the Executive Services, which will ensure that any
arrangements entered into, are properly documented recorded and

processed.
ADOPTION: May, 2012
REVIEW: - May, 2020
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(1)

(2)

@)

(4)

REIMBURSEMENT OF STUDY EXPENSES
OBJECTIVE

To specify the amount Council will reimburse employees for expenses
incurred while undertaking Council approved courses of study, as part of
their career planning.

PRINCIPLES

Council supports and encourages employees to undertake studies
appropriate to the needs of Council.

ISSUES

The Industrial Awards that cover local government employees require
Council to reimburse employees for any tuition fees incurred when
undertaking a course of study relevant to his/her employment. There is
no requirement to reimburse other study related costs such as the
purchase of text books.

POLICY

That Council will reimburse employees for approved study related
expenditure incurred while undertaking studies appropriate to the needs
of Council.

Reimbursement other than for tuition fees will be limited to a maximum of
$50 per unit and up to a maximum of $200 per year.

Reimbursement will only occur when proof of expenditure has been
provided.

RESOLUTION NO: P73
ADOPTION: March, 1995
REVIEW: March, 2003

REST 1/1
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(1)

(2)

()

(4)

RECRUITMENT AND SELECTION POLICY

OBJECTIVE

Ensure that staff selection processes are fair and equitable and that
responsibility and accountability measures are addressed in that
procedure.

PRINCIPLE

Appropriate staff selection is the foundation for effective management
and implementation of Council's policy and programs.

ISSUES

Staff selection and appointment processes are subject to scrutiny by
outside agencies, including statutory bodies. Relevant legislations
governing the recruitment and selection process are as follows:

Workplace Relations Act 1996

Fair Work Act 2009

Age Discrimination Act 2004

Human Rights and Equal Opportunity Commission Act 1986
Equal Opportunity for Women in the Workplace Act 1999
Local Government Act 1995

Equal Opportunity Act 1984

The process used should be fair and equitable for all applicants. All staff
are responsible, either directly or indirectly, to the Chief Executive Officer,
who in turn is accountable for staff performance to Council. The Chief
Executive Officer therefore has a responsibility to ensure that staff are
selected on merit and in his/her opinion, are the "best fit" for the position,
as determined by the Duty Statement and selection criteria established
prior to advertising.

A further issue is that of career path development for existing staff,
including opening opportunities for promotion within the organisation.

POLICY

(a) Job Description & Selection Criteria

Each position within the Town of Cottesloe shall have a selection
criteria and duty statement approved by the Chief Executive Officer
prior to advertising.

(b) Advertising
Vacant positions can be advertised:

¢ internally amongst staff
e regionally, within local newspapers

o statewide, through the appropriate media

STAF 1/9
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(c)

(d)

Job websites, especially ones that can specifically target the

position advertised.

depending on the position to be advertised. This decision to be
made by the Chief Executive Officer in consultation with the
Executive Officer and the appropriate Manager.

Selection Panel

(i)

(ii)

(i)

(iv)

(v)

Selection panels for all positions will usually be a maximum of
three persons inclusive of the current supervisor of the position
advertised. The Chief Executive Officer reserves the right to
sit on all selection panels.

The Manager of the appropriate section shall chair the
Selection Panel.

The Mayor or his/her representative may observe selection
procedure for any Manager's position.

The selection panel for any Manager's position may include an
independent expert in the relevant field.

The Selection Panel for the position of Chief Executive Officer
shall be determined by the Council.

Selection Process

To

provide a uniform selection process for applicants to vacancies

and to create an ethical foundation to which consistent selection
decisions are made. This includes:

(i) Ensuring all selection procedures comply with the Local
Government’s Equal Opportunity Policy;

(i) Ensuring that all appointments are made on merit

(iii) Developing and maintaining procedures to assist in ensuring
the most suitable candidate is appointed;

(iv)Ensuring that .selection - procedure are clear, valid and
consistently applied by those involved in selecting candidates
and that they provide for fair and equitable treatment for
those who apply for employment;

(v) Basing selection decisions and criteria directly on the
demands and requirements of the job and the competencies
identified as necessary for satisfactory performance;

(vi) Ensuring that all employees involved in the selection process
are properly trained in order that the objectives of the policy
are met; and
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(vii) Observing any legal requirements which apply to the
selection process

Ethical Considerations for the Selection Process

Staff who are responsible for selecting applicants to fill Local
Government positions should be familiar with the ethical
considerations behind their decision making process.

The ethical consideration involved in the selection process
related to:

(i) The principles of merit (choosing the best person for the
job);
(i) Avoiding discrimination; and
(iif) Natural justice and fair treatment
Using the selection process to unfairly advantage one applicant
over another can have a detrimental effect on people’s careers,
morale and motivation, and ultimately on the level of confidence

that employees at large have in the recruitment and selection
processes.

Interview and Appointment Process

(i) Interviews will be conducted in line with Equal Employment
Opportunity guidelines.

(i) After the interview the selection panel needs to determine the
most suitable person for the appointment to the position. It
also needs to ensure appropriate pre-appointment action.

(iif) The selection panel needs to determine action if thee is no
suitable applicant.

(iv) After all of the interviews are completed — decide whether any
of these applicants are suitable for the position, based on the
panel members’ assessment of the applicants against the
selection criteria.

(v) If there isn’t a suitable applicants, the panel may decide to:

e Readvertise (perhaps more widely) and re-examine and
modify the position requirements;

e Assess the best applicant’'s ability to meet the position
requirements if supplementary training were provided;

e Review the adequacy of the process followed.

(vi)It is advisable that the panel prepare a selection report
following the interviews that provide quantifiable reasons for
the decisions made. The report will contain a
recommendation and be signed off by the chairperson. A
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selection report should contain a comparative analysis of
each of the applicants and any area s of concern.

(vii) Other information to be provided includes:

A description of the position and selection criteria
Outlines the process to date

How the position was advertised

How many applicants received

Make up of panel

Time and place of interviews; and

How many applicants were interviewed?

(viii) Where two appTicants are considered by the Selection
Panel to be equally meritorious, and one resides within the
- Western Suburbs, that person shall be offered the position.

(ix) Recommendations for appointment shall be endorsed by the
Chief Executive Officer prior to a formal offer of employment
being made.

(x) For Senior Manager positions, a recommendation shall be
made to Council through the committee process.

(xi)Lobbying of Selection Panel, Chief Executive Officer or
Councillors, either by or on behalf of an applicant may
disqualify that applicant.

(xii) A satisfactory medical examination for which Council
will bear the cost must be undertaken prior to confirmation of
appointment.

(g) Reference Checking

(i) Reference checks are an important part of the selection
process as they provide the selection panel with more
information on which to make comparisons between
interviewed applicants.

(i) The purpose of reference checking is to check facts provided
by the applicant (previous positions, duties undertaken, skills
and responsibilities, etc) and to obtain an assessment from
the referee as to the applicant’s suitability having regard to
the selection criteria.

(iii) Standard questions should be asked of each referee. The
referee should be allowed an encouraged to speak freely,
therefore a free ranging conversation beyond the selection
criteria should not be stopped.

(iv) The referee should be asked to provide factual information or
to give examples of observations made or opinions given
‘about the applicant. These request should be made in a way
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()

that does not reflect doubt on the referee nor stops the flow of
discussions.

(v) The interviewer should not give opinions or ask questions
which may lead the referee to reach a conclusion as to what
the interviewer thinks. The interviewer should ask the referee
about the applicant’s weakness as well as their strengths and
equal opportunity principles must be exercised at all stages of
the selection process.

Employment Conditions
1. Pre-Employment Medical Checks

Pre-employment medical checks of prospective employees can
raise equal opportunity, privacy, occupational health and safety and
objectivity issues. It is recommended that medical examinations
should only be undertaken for legitimate job-related purposes and
the reason for requesting the examination should be clearly stated to
prospective employees, preferably during the course of the selection
interview. Any examination should related specifically to the
requirements of the job in question, which means that particular
physical attributes required for the job should be accurately
identified beforehand. Testing procedures should be fair and
consistently applied.

For sedentary positions, it many be more appropriate for
prospective employees to complete a signed checklist detailing their
medical fitness. This checklist can require the employee to disclose
any injury, illness or disability that is likely to prevent them from
carrying out the duties of the position.

Prior to the appointment, prospective employee should undergo a
pre-employment medical with and appropriately experienced
medical practitioner or a group specializing in these types of
medicals to ensure that the person is able to perform the duties of
the position to an established standard.

The Equal opportunity Act prohibits discrimination in employment on
the grounds of impairment, except where the impairment prevents
the person from being able to perform the job. The standards
established by the medical practitioner must reflect what is required
of the person to perform the work involved.

2. Criminal Record and National Police Certificate

Western Australian legislation prescribes that it is unlawful for a
Local Government to discriminate against a job applicant on the
basis of any ‘spent’ conviction, which allows criminal records to be
amended to remove references to certain offences after a period of
non-offending.
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(9)

(h)

ADOPTION:
REVIEW:

Overall the Local Government will consider:

The inherent requirements of the position;

The need to ask about a job applicant’s criminal past; and
The manner in which the information, once obtained, can
be used.

In response to highly mobile population, the need to protect the
vulnerable or “at risk” members of the community and to cater for
community and to cater for community expectation, the WA
Police Service has discontinued the issuance of a “State Police
Certificate” in favour or a “National Police Certificate.

3. Other Conditions

(i)

(ii)

Staff appointed to carry out functions within externally
funded projects, are appointed for the term of that
funding, unless dismissed in accordance with the
conditions laid out within Local Government Industrial
Award 2010.

Unless otherwise specified, all appointments to the Town
of Cottesloe shall be in accordance with Local
Government Industrial Award 2010.

Dismissals

The Chief Executive Officer may dismiss staff only after the
procedure set down within the Local Government Industrial
Award 2010, as appropriate, has been undertaken, or for
reasons of gross misconduct.

Staff Development

Staff are encouraged to patrticipate in career development and
training opportunities relevant to their position and future
career development.

May, 2012
December, 2020
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TOWN OF COTTESLOE POLICY

(1)

(2)

()

(4)

STAFFING
PRINCIPLE

Appropriate staff selection is the foundation for effective management
and implementation of Council's policy and programs.

ISSUES

Staff selection and appointment processes are subject to scrutiny by
outside agencies, including statutory bodies. The process used should
be fair and equitable for all applicants. All staff are responsible, either
directly or indirectly, to the Chief Executive Officer, who in turn is
accountable for staff performance to Council. The Chief Executive Officer
therefore has a responsibility to ensure that staff are selected on merit
and in his/her opinion, are the "best fit" for the position, as determined by
the Duty Statement and selection criteria established prior to advertising.

A further issue is that of career path development for existing staff,
including opening opportunities for promotion within the organisation.

OBJECTIVE

Ensure that staff selection processes are fair and equitable and that
responsibility and accountability measures are addressed in that
procedure.

POLICY

(@) Job Description & Selection Criteria

Each position within the Town of Cottesloe shall have a selection
criteria and duty statement approved by the Chief Executive Officer
prior to advertising.

(b) Advertising
Vacant positions shall be advertised:
e internally amongst staff
e regionally, within local newspapers
e statewide, through the appropriate media

depending on the position to be advertised. This decision to be
made by the Chief Executive Officer in consultation with the
appropriate Manager.

(c) Selection Panel

() Selection panels for all positions will be a maximum of three
persons. The Chief Executive Officer reserves the right to sit
on all selection panels.
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TOWN OF COTTESLOE POLICY

(d)

(i)

(i)

(iv)

(v)

The Manager of the appropriate section shall chair the
Selection Panel.

The Mayor or his/her representative may observe selection
procedure for any Manager's position.

The selection panel for any Manager's position may include an
independent expert in the relevant field.

The Selection Panel for the position of Chief Executive Officer
shall be determined by the Council.-

Appointment Process

(1)

(i)

(iii)

(iv)

(v)

(vi)

Interviews will be conducted in line with Equal Employment
Opportunity guidelines.

Staff shall be appointed on thé basis of individual merit
demonstrated as related to selection criteria.

Where two applicants are considered by the Selection Panel to
be equally meritorious, and one resides within the Western
Suburbs, that person shall be offered the position.

Recommendations for appointment shall be endorsed by the
Chief Executive Officer prior to a formal offer of employment
being made.

For Senior Manager positions, a recommendation shall be
made to Council through the committee process.

Lobbying of Selection Panel, Chief Executive Officer or
Councillors, either by or on behalf of an applicant may
disqualify that applica.nt.

(vii) A satisfactory medical examination for which Council will bear

(e)

the cost must be undertaken prior to confirmation of
appointment.

Staff Conduct

(i) Staff are expected at all times to represent the decisions
and directives of the Town of Cottesloe.

(i) Any contact with media, politicians or heads of
government agencies shall be made only with prior
approval from the Chief Executive Officer.

(iiiy Staff shall conduct themselves in a manner appropriate to

their role as Council representatives at all times during
their working hours.
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()

(9)

(h)

Employment Conditions

(i) Staff appointed to carry out functions within externally
funded projects, are appointed for the term of that
funding, unless dismissed in accordance with the
conditions laid out within the Local Government Officers
(WA) Award or the Municipal Employees Award.

(i) Unless otherwise specified, all appointments to the Town
of Cottesloe shall be in accordance with the Local
Government Officers (WA) Award or the Municipal
Employees Award.

Dismissals

The Chief Executive Officer may dismiss staff only after the
procedure set down within the Local Government Officers
(WA) Award or the Municipal Employees Award, as
appropriate, has been undertaken, or for reasons of gross
misconduct.

Staff Development

Staff are encouraged to participate in career development and
training opportunities relevant to their position and future
career development.

RESOLUTION NO: P59

ADOPTION:
REVIEW:

December, 1994
December, 2002
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