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SECTION A – PROCEDURAL MATTERS 

 

 Open 
 
 

 Acknowledgement to Country 
 
 

 Prayer 
 
 

 Apologies  
  
 

 Confirmation of Minutes  
 

1) Ordinary Meeting held on 16 July 2013 
2) Extraordinary Council Meeting held on 30 July 2013 

 

 Declarations of Conflict of Interest 
 
 

 Receptions and Reading of Petitions, Memorials, Joint Letters and 
Deputations  

 Public Question Time 
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SECTION B – REPORTS 

B.13.89 SWAN HILL INCORPORATED STRATEGIC PLAN AND ANNUAL 
MARKETING PLAN AND BUDGET 

 
Source: Procedural  
Department: Development and Planning 
File Number: 26-34-00         
 

Summary 

As per the agreement between Swan Hill Incorporated and the Swan Hill Rural City 
Council, in order for Swan Hill Incorporated to receive the funds collected through 
the Special Rate for its marketing programs, Council must first approve Swan Hill 
Incorporated’s Strategic Plan and Annual Marketing Plan and Budget.  The Strategic 
Plan and Annual Marketing Plan and Budget for 2013/2014 financial year are now 
available for Council approval. 
 
 
 

Council Plan Strategy Addressed 

Creating population growth - We will actively seek to grow the Regional population 
(cross border). 
 
 

Recommendations 

That Council: 

1. Approve the Swan Hill Incorporated Strategic Plan 2012-2014. 

2. Approve the Swan Hill Incorporated Annual Marketing Plan and Budget 
for 2013/2014. 

 

Policy Implications 

Nil 
 
Financial and Resource Implications 

Nil 
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Triple Bottom Line Impact 

The activities to be carried out by Swan Hill Incorporated are expected to contribute 
to our local economy by increasing visitor numbers, employment, residents, 
investors and businesses to the region.  Social and environmental impacts are 
unlikely to be significant, other than those generated by an increase in population. 
 
Background 

In February 2007 Council declared a Special Rate for the Swan Hill region on 
commercial, industrial and tourism business properties for a period of seven years 
commencing 1 July 2007 to 30 June 2014.  This followed a very successful first five 
year period from 2002-2007. 
 
An agreement between Council and Swan Hill Incorporated was formulated for the 
administration of the Special Rate collected to market the Swan Hill region.  Under 
this agreement Swan Hill Incorporated is required to annually prepare a Strategic 
Plan and an Annual Marketing Plan and Budget to be approved by Council each 
year.   The Strategic Plan is a rolling long-term (seven-year) plan and describes the 
marketing aims, objectives and strategies that will guide the delivery of the Annual 
Marketing Plan and Budget.  
 
The Annual Marketing Plan and Budget must be produced in consultation with and 
receive input from the payers of the Special Rate.  Once the Annual Marketing Plan 
and Budget is approved, the funds are forwarded to Swan Hill Incorporated based on 
an annual schedule of payments and are expended according to the Plan. 
 
After consulting with its members Swan Hill Incorporated has reviewed its Strategic 
Plan, developed its Annual Marketing Plan and Budget and is seeking Council’s 
approval for both the attached documents.     
 
Strategic Plan  
 
Following its review last year significant changes were made to the Strategic Plan. 
The seven year Strategic Plan has again been reviewed in 2013, six years into the 
plan, by the Swan Hill Incorporated Board due to the fact that much has changed in 
business and the community over the past six years.   
 
The revised Strategic Plan runs for the period of 2012-2014 and outlines the 
following vision Swan Hill Incorporated has for the region over this period: 
 
“Swan Hill Incorporated will provide the necessary leadership and direction to assist 
in the marketing, promotion, growth and development of the business and tourism 
industries within the Swan Hill region.” 
 
By updating and refining their strategies and goals Swan Hill Incorporated has been 
able to produce a document that is both concise and clear, providing them with a 
strong, achievable vision for the final year of the Special Rate. 
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The Plan outlines four concise and targeted key strategies to achieve the vision: 
Strategy 1: Advocacy and Leadership. 
Strategy 2: Visitation to the Region. 
Strategy 3: Shopping in the Region. 
Strategy 4: Living and Working in the Region. 
 
2013/14 Annual Marketing Plan and Budget   
To fulfill commitments outlined in its Strategic Plan, Swan Hill Incorporated has 
developed an Annual Marketing Plan and Budget with a comprehensive set of 
priorities and actions for the organisation over the next 12 months.  These activities 
will be regularly reviewed and deliver a dynamic path to growth throughout the 
region.   
 
Key activities to be undertaken this year are: 

 Website Redevelopment 

 Major Shopping Promotions 

 Mainstream advertising campaign including print, television and web based 
executions 

 Skills Shortages Program, including support of Councils participation at the 
Regional Victoria Living Expo 

 Murray Regional Tourism Board Marketing Activity 

 Swan Hill Region Food & Wine Festival 

 Accounting Work Experience Program 
 
Swan Hill Incorporated’s 2013/14 budget commences with a carried forward figure of 
$128,220 from projects still being carried out from the 2012/13 budget, these carried 
over activities have been identified throughout the document.  Under the current 
payment schedule Swan Hill Incorporated receives its fourth and final payment at 
June 30 in order for Council’s Rates Department to determine the correct final figure.  
Hence there is always a carried forward figure of some sort. 
 
Swan Hill Incorporated has met its responsibilities under the agreement and has 
produced long term plans which clearly communicates to the business community 
and Council the marketing activities to be undertaken to improve the prosperity of the 
region. 
 
Consultation 

Swan Hill Incorporated has conducted the appropriate consultation process and its 
members have been given the opportunity for input into future expenditure programs.  
Like previous years, extensive consultation and planning has been undertaken to 
ensure all payers of the Special Rate receive a benefit from the marketing plan 
activities. 
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Options 

Council can choose to accept or not accept Swan Hill Incorporated’s Strategic Plan 
and 2013/14 Annual Marketing Plan and Budget. 
 
Conclusion 

The Strategic Plan and Annual Marketing Plan and Budget 2013/14 continues to 
provide benefits for the region.  The plans meet Swan Hill Incorporated’s obligations 
under the agreement with Council and clearly shows to Council and the business 
community what Swan Hill Incorporated intends to do both in the long term and the 
immediate future.   
 
 

Attachments 
1  Swan Hill Incorporated Strategic Plan 2012/14  
2  Swan Hill Incorporated Annual Marketing Plan and Budget 2013/14  
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B.13.90 S6 INSTRUMENT OF DELEGATION TO MEMBERS OF COUNCIL 
STAFF 

 
Source: Procedural  
Department: Chief Executive 
File Number: 74-00-23         
 

Summary 

In order to deliver services to the community and discharge obligations placed on 
Council by legislation in an efficient and effective manner, Council has in place a 
range of delegations to members of Council staff.  Periodically these delegations 
need to be reviewed and, if appropriate, updated.  This report recommends changes 
to some delegations made by Council to members of Council staff. 
 
The changes are the result of legislative changes to the relevant Acts, changes to 
position titles and organisational structure. 
 
The vast majority of the delegations have not changed. 
 

Council Plan Strategy Addressed 

Responsible management of resources - Council will continually improve the 
management of its finances, assets, systems and technology to achieve and 
maintain Best Value in its operations 
 
 

Recommendations 

That Council: 

 
1. Amend the schedule of delegated authorities, duties and functions of the 

various officers as detailed in the attached document. 
 
2a) Delegate to the members of Council staff holding or acting in the officer’s 

position referred to in the Instrument of Delegation to members of 
Council staff, the powers, duties and functions once amended by the 
attached changes, subject to the conditions and limitations specified in 
that amended Instrument effective from the date that the Common Seal of 
Council is affixed to the instrument. 

 
b) Revoke all the previous delegations related to the amended instrument on 

the coming into force of the amended instrument. 
 

c) The duties and functions set out in the instrument must be performed, and 
the powers set out in the instruments must be executed, in accordance 
with any guidelines or policies of Council that it may from time to time 
adopt. 
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Policy Implications 

Delegations enable a more efficient and effective management of the organisation. 
 
Financial and Resource Implications 

Nil. 
 
Triple Bottom Line Impact 

Nil 
 
Background 

In order to comply with the various legislative requirements, Council delegates a 
range of powers and accountabilities to appropriately qualified and experienced 
members of the Council staff body.  These delegations are made in accordance with 
section 98 of the Local Government Act 1989.  A delegation may be made subject to 
limitations on these powers, such as the need to inform Council of a determination. 
 
The powers and obligations delegated are mostly procedural in nature, allowing the 
delivery of services in accordance with Council policy, adopted strategies and plans, 
the authorised budget, and discharging Council obligations in accordance with 
legislative requirements. 
 
The delegation of powers and obligations to Council Staff by the Swan Hill Rural City 
Council is managed by the Maddocks ‘delegations and authorisations service’.  
Maddocks monitors changes to state legislation, and every six months provides a 
listing of the sections of legislation that a municipality could delegate to enable 
efficient and effective delivery of services. 
 
The six monthly review of legislative changes has resulted in the recommended 
amendments in the attached document which are summarised in the attached letter 
from Maddocks. 
 
The Swan Hill Rural City Council delegations are made to positions in the 
organisation rather than to individual members of staff to avoid the need to change 
the delegation upon the departure of a staff member or the staff member taking up a 
different position in the Council. 
 
 
Issues 

Nil 
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Consultation 

Community consultation is not appropriate for the subject of this report. 
 
Options 

Council can choose to vary the delegations however the efficiency of Council 
operations would be affected. 
 
Conclusion 

The delegations as proposed will assist with the efficient running of Council 
operations. 
 
 
 

Attachments 
1  Maddocks Letter 29-5-13  
2  Placeholder for S6 Delegations to Members of Staff  
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Attachment 
 
 

 S 6 Instrument of Delegation to Members of 
Council Staff 
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B.13.91 S5 INSTUMENT OF DELEGATION TO THE CHIEF EXECUTIVE 
OFFICER 

 
Source: Procedural  
Department: Corporate Services 
File Number: 74-00-23         
 

Summary 

Section 98 of the Local Government Act (1989) enables Council to delegate to a 
member of Council staff, with specified exemptions, ‘any power, duty or function of a 
Council under this Act or any other Act’ and delegate the Chief Executive Officer the 
power to delegate a power of the Council, other than power of delegation, to another 
member of Council staff. 
 
Maddocks, in their attached letter, has recommended that council should refresh the 
Chief Executive Officer’s delegations as a matter of course. 
 
 

Council Plan Strategy Addressed 

Responsible management of resources - We will continually improve the 
management of our finances, assets, systems and technology to achieve and 
maintain Best Value in our operations. 
 
 

Recommendations 

That Council: 

1. Exercise the powers conferred by section 98(1) of the Local Government 
Act 1989 and the other legislation referred to in the attached Instrument 
of Delegation to the Chief Executive Officer as attached. 

2. Delegate to the person holding the position, or acting in the position of 
the Chief Executive Officer, the powers, duties and functions set out in 
the attached Instrument of Delegation to the Chief Executive Officer as 
attached to the report, subject to the conditions and limitations 
specified in that Instrument. 

3. Affix the common seal of the Council to the Instrument. 

 
 

Policy Implications 

The Instrument of Delegation by Council to the Chief Executive Officer will enable 
the Chief Executive Officer to carry out the day to day management of Council’s 
operations in accordance with policies, strategies and priorities as detailed in the 
adopted Council Plan, Budget and like Council documents. 
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Financial and Resource Implications 

Nil 
 
Triple Bottom Line Impact 

Nil 
 
Background 

In order to comply with the various legislative requirements, Council delegates a 
range of powers to the Chief Executive Officer.  These delegations are made in 
accordance with section 98 of the Local Government Act 1989. 
 
As per letter attached from Maddocks dated 29 May 2013 it has been advised that all 
Instruments of Delegation should be updated, or refreshed, on a regular basis to 
ensure they incorporate all recent legislative developments.  This includes the 
Instrument of Delegation to Council’s Chief Executive Officer, even though it is 
expressed in general terms. 
 
Section 94A of the Act states: 

(1) A Council's Chief Executive Officer is responsible for - 
 (a) Establishing and maintaining an appropriate organisational structure for 

the Council; and 
 (b) Ensuring that the decisions of the Council are implemented without undue 

delay; and 
 (c) The day to day management of the Council's operations in accordance 

with the Council's Corporate Plan; and 
 (d) Providing timely advice to the Council. 

(2) The Chief Executive Officer may appoint as many members of Council staff as 
are required to enable the functions of the Council under this Act or any other 
Act to be carried out and to enable the Chief Executive Officer to carry out her 
or his functions. 

(3) The Chief Executive Officer is responsible for appointing, directing, managing 
and dismissing Council staff and for all other issues that relate to Council staff. 

 
The delegation to the Chief Executive Officer is a ‘delegation by exception’. 

 

Issues 

Nil 
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Consultation 

This is a statutory requirement of Council and as such consultation is not part of the 
process. 
 
 
Options 

Council can choose to vary the level of delegations however the efficiency of day to 
day management of Council would be affected. 
 
Conclusion 

Delegating these powers to the Chief Executive Officer will continue to ensure a 
smooth and consistent decision making procedure for the day to day administration 
of Council. 
 
 
 

Attachments 
1  Maddocks Letter 29-5-13  
2  Placeholder for S5 Delegations to CEO  
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Attachment 
 
 

 S 5 Instrument of Delegation to the Chief 
Executive Officer 
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B.13.92 INSTRUMENT OF APPOINTMENT AND AUTHORISATION 
 
Source: Procedural  
Department: Corporate Services 
File Number: 72-36-54         
 

Summary 

Many of the functions and powers of Council staff stem from their Appointments as 
Authorised Officers.  Alan McNeil has recently commenced employment with Swan 
Hill Rural City Council as Planning Team Leader and requires the Authorisation of 
Council in order to fulfil his role. 
 
 
 

Council Plan Strategy Addressed 

Responsible management of resources – We will continually improve the 
management of our finances, assets, systems and technology to achieve and 
maintain Best Value in our operations. 
 
 

Recommendations 

That Council: 

1. Authorise the officer referred to in the attached instrument be appointed 
and authorised as set out in the instrument. 

2. Resolve that the instrument takes affect upon signing and sealing and 
remains in force until varied or revoked. 

3. Sign and seal the instrument as soon as possible. 

 
 

Policy Implications 

Consistent with current policy. 
 
Financial and Resource Implications 

Nil. 
 
Triple Bottom Line Impact 

Nil. 
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Background 

There is a basic distinction between a delegation and authorisation.  A delegate acts 
on behalf of the Council, exercising the Council’s powers.  A person who is 
appointed as an Authorised Officer has the powers of that position. 
 
Council’s Chief Executive Officer has the power to authorise various members of 
Council staff under his instrument of delegation issued by Council.  However, advice 
from Council’s solicitors recommends the Appointment of Planning Officers as 
Authorised Officers by Council under section 147(4) of the Planning and 
Environment Act 1987. 
 
Issues 

With the appointment of a new Planning Team Leader, it is necessary for Council to 
appoint Alan McNeil as an Authorised Officer. 
 
Consultation 

Nil. 
 
Options 

Nil. 
 
Conclusion 

Council should authorise the signing and sealing of the attached instrument. 
 
 

Attachments 
1  ALAN McNEIL  
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Instrument of Appointment and Authorisation 
(Planning and Environment Act 1987) 

 
 
In this instrument "officer" means - 
 
  Alan James McNeil 
 
By this instrument of appointment and authorisation Swan Hill Rural City Council - 
 

1. under section 147(4) of the Planning and Environment Act 1987 - appoints the officer to be 
an authorised officer for the purposes of the Planning and Environment Act 1987 and the 
regulations made under that Act; and       

2. under section 232 of the Local Government Act 1989 authorises the officer generally to 
institute proceedings for offences against the Acts and regulations described in this 
instrument. 

 
It is declared that this instrument - 

(a) comes into force immediately upon its execution; 
(b) remains in force until varied or revoked. 

This instrument is authorised by a resolution of the Swan Hill Rural City Council on 20
th
 August 2013.                                                

 

THE COMMON SEAL   ) 
SWAN HILL RURAL CITY COUNCIL  ) 
Was hereunto affixed in the presence of: ) 
 
 
 
 
……………………………………………….Councillor 
 
 
……………………………………………….Councillor 
 
 
………………………………………………..Chief Executive Officer 
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B.13.93 COUNCIL PROCUREMENT POLICY 
 
Source: Procedural  
Department: Corporate Services 
File Number: 69-12-99         
 

Summary 

The Local Government Act requires Council to review and adopt a Procurement 
Policy within 12 months of a General Election. 
 
A review of Council’s Procurement Policy and associated directives/procedures has 
been conducted over recent months. The review has been facilitated by the 
Commercial Services Department engaging with all staff, Program Managers and 
the Executive Management Team.  The revised documents reflect changes 
recommended by this process and the recent Victorian Auditor General’s Office 
audit. 
 
The review of the Policy and associated directives/procedures will ensure Council 
continues to have in place a framework and consistent approach for procurement. 
 
The policy largely restates current practice but in a more succinct manner. 
 
 

Council Plan Strategy Addressed 

Existing business support - We will support existing businesses and encourage 
expansion through building business capacity. 
 
 

Recommendation 

That Council adopt the amended Procurement, Tendering and Delegation of 
Financial Authority documents as presented. 

 
 

Policy Implications 

The policy provides a framework and a consistent approach to procurement 
throughout Council. 
 
The policy has been refined to incorporate Council’s existing tendering policy. 
 
The policy is a requirement of S186(A) of the LGA 1989, which requires Council to 
have an adopted procurement policy that is reviewed annually. 
 
The policy must comply with the Trade Practices Act (1974), National Competition 
Policy 1995 & Competitive Neutrality Policy 2012. 
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Financial and Resource Implications 

The policy will ensure Council achieves best value for money throughout its 
procurement practices and complies with relevant legislation. 
 
 
Triple Bottom Line Impact 

The policy will ensure appropriate control over procurement practices whilst 
achieving Council’s objective of sustainable and socially responsible procurement 
and bottom line cost savings. 
 
 
Background 

Council adopted its current Procurement and Tendering policies in 2009. These 
policies include detailed, specific procurement procedures and processes.  
 
The procedures and processes have been reviewed. 
 
The following changes have been made as a result of the review: 

 

The Tendering Policy has been incorporated as a Directive and Procedure 
within the Procurement Policy. 

 

The Procurement procedure incorporates changes relating to procurement 
thresholds, recording of quotations, receipting of goods, sustainable 
procurement and variations (purchases and contracts). 

 

The Tendering Directive and Procedure incorporates changes to contract 
variations, approval of contracts, evaluation criteria, feedback to unsuccessful 
tenderers and minor procedural changes. 

 

The Delegation of Financial Authority Directive has been amended to bring the 
capital expenditure amount in line with the operational amounts.  This change 
has occurred to enable the responsibility structure of Authority to be managed 
better.  Minor changes have occurred to reflect current positions/titles. 

 
 
Issues 

Nil. 
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Consultation 

All members of staff, Program Managers and the Executive Management Team have 
reviewed and support the policy. 
 
Once adopted Council Officers will present and explain the Policy and Procedures to 
local Industry Groups. 
 
Options 

Council may approve this policy or seek to make changes to it. 
 
 
 
 

Attachments 
1  Procurement Policy, Directive & Procedure CORP 229  
2  Tendering Directive CORP 217  
3  Tendering Procedure CORP 217  
4  Delegations of Financial Authority Directive CORP 206  
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POLICY TITLE PROCUREMENT 

POLICY NUMBER POL/CORP 229 

 
PURPOSE 
To provide a framework and a consistent approach to Procurement throughout Council. 
 

APPLICATION 
This policy applies to all Procurement activities undertaken for or on behalf of Council. 
 
POLICY 
Council’s Procurement Procedures and Practices will:- 

1. Comply with all Legislative Requirements 

2. Be aimed at achieving Best Value for money procurement for Council and the 
Community 

3. Treat all potential suppliers who respond to quotations or tenders in a fair manner 

4. Be administratively efficient 

5. Be clearly documented and, subject to the need for confidentiality, available for 
inspection 

6. In assessing Best Value for major purchases give preference to Suppliers and 
products which will enhance achievement of Council objectives such as sustainable 
and socially responsible procurement; provide bottom-line cost savings, support the 
Municipal economy and achieve innovation. 

Staff are to exercise appropriate care in the expenditure of Council funds in consideration of 
budget allocations and this Policy. 
 
RELATED POLICIES 
Tendering Directive (Corp 217) 
Delegations of Financial Authority Directive (DIR/CORP 206) 
Risk Management Policy (Corp 216) 
Occupational Health and Safety Directive (DIR/STAFF 107) 
Fraud Control Policy (POL/CORP 226) 
Financial Investments Policy (POL/CORP 227) 
Corporate Credit Card Directive (DIR/CORP 203) 
 

RELATED LEGISLATION 

Local Government Act 1989 (including Best Value Principles & Regulations) 
National Competition & Competitive Neutrality Policy  
Trade Practices Act 1974 
Goods and Services Tax (GST) 

Signed:   Date:  
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DIRECTIVE TITLE PROCUREMENT 

DIRECTIVE NUMBER DIR/CORP212 
 

PURPOSE 
To provide a framework and a consistent approach to Procurement throughout Council. 

APPLICATION 
This directive applies to all Procurement activities undertaken for or on behalf of Council. 
 

DIRECTIVE  

This directive has been developed to ensure Council’s Procurement Procedures and 
Practices:- 

1. Comply with all Legislative Requirements 

2. Be aimed at achieving Best Value for money procurement for Council and the 
Community 

3. Treat all potential suppliers who respond to quotations or tenders in a fair manner 

4. Be administratively efficient 

5. Be clearly documented and, subject to the need for confidentiality, available for 
inspection 

6. In assessing Best Value for major purchases give preference to Suppliers and 
products which will enhance achievement of Council objectives such as sustainable 
and socially responsible procurement; provide bottom-line cost savings, support the 
Municipal economy and achieve innovation. 

Staff are to exercise appropriate care in the expenditure of Council funds in consideration 
of budget allocations, Delegations of Financial Authority and this Directive. 
 

RELATED DIRECTIVE/POLICY 
Tendering Directive – DIR/CORP217 and Procedure PRO/CORP 217D 
Risk Management Policy-POL/CORP216, Directive – DIR/CORP216 and Procedure – 
PRO/CORP216D 
Procurement Policy – POL/CORP229 and Procedure – PRO/CORP212D 
Delegation of Financial Authority DIR/CORP206 
Occupational Health and Safety Directive – DIR/STAFF107 
Swan Hill Rural City Council Code of Governance 
Best Practice Guides for Evaluation Criteria and Bid Analysis 
 

RELATED LEGISLATION 

Local Government Act 1989 (including best Value Principles) 
National Competition & Competitive Neutrality Policy 
Trade Practices Act 1974 
Goods and Services Tax (GST) 
 

Signed:   Date:  
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PROCEDURE TITLE PROCUREMENT PROCEDURE 

PROCEDURE NUMBER PRO/CORP212D 

 

ENABLING POLICY/DIRECTIVE 

PROCUREMENT DIRECTIVE – DIR/CORP212 

ENABLING LEGISLATION 

Local Government Act 1989 (including Best Value Principles & Regulations) 
National Competition & Competitive Neutrality Policy  
Trade Practices Act 1974 
Goods and Services Tax (GST) 
 

PURPOSE 

To provide a framework and a consistent approach to Procurement throughout Council. 

APPLICATION 

This procedure applies to all Procurement activities undertaken for or on behalf of Council. 

PROCEDURE 

As per following pages. 
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1. PRINCIPLE AIMS 

Council will ensure that the procurement process is fair to all parties, and use its best 
endeavours to demonstrate fairness to all suppliers.  

More specifically, it aims to: 

 Provide a uniform procurement process for Swan Hill Rural City Council; 

 Provide an “arms length” decision making process for evaluation; 

 Formalise the procurement procedures and ensure all relevant purchases achieve 
best value; 

 Provide a framework for staff to understand the process; 

 Ensure that due consideration is made in procurement decisions of how suppliers 
contribute socially to the local community; and; 

 Establish a framework for evaluating procurement decisions that is consistent with 
Best Value and Council’s Triple Bottom Line principles (Economic prosperity, 
Environmental quality and Social wellbeing). 

 Ensure procurement is undertaken with appropriate oversight, probity and delegated 
authority. 

It is essential for procurement probity that the procedural matters are understood and 
adhered to by all staff. 

2. DEFINITIONS 

Term Definition 

Act Local Government Act 1989. 

Authority System Councils Corporate System (Civica product) 

Chief Executive Officer 
(CEO) 

Chief Executive Officer for Swan Hill Rural City Council 

Commercial in Confidence e.g. prices, discounts, rebates, profits, methodologies and 
process information, etc. 

Consultancy Means an arrangement where an individual or organisation is 
engaged: 

 to provide expert analysis and advice which facilitates 
decision making. 

 to perform a specific, one-off task or set of tasks. 

 to perform a task involving skills or perspectives which 
would not normally be expected to reside within the 
relevant council department 

Contract Means a written agreement (Letter of Acceptance or Purchase 
Order, as per Delegated Authority) between Council and the 
successful party that gives rise to legal rights and obligations.  A 
binding contract between Council and the successful party will be 
created by Councils unconditional acceptance of the Tender or 
Quotation. 

Contractor Means an individual or organisation engaged: 

 to provide goods, services or works which implement a 
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Term Definition 

decision. 

 to perform all or part of a new or existing ongoing function 
to assist Council carry out its defined activities and 
operational functions. 

 to perform a function involving skills which would normally 
be expected to reside within the relevant Council 
department but which are not currently available. 

Contract Management The process that ensures both parties to a contract fully meet 
their respective obligations as efficiently and effectively as 
possible, in order to deliver the business and operational 
objectives required from the contract and in particular, to provide 
value for money. 

Council Swan Hill Rural City Council 

Council Staff Includes full time and part-time council officers, and temporary 
employees, contractors and consultants while engaged by the 
Council. 

Delegations of Financial 
Authority 

The financial dollar limits on expenditure requests as determined 
by the CEO and specified in the Delegation of Financial Authority 
directive (DIR CORP/206). 

Director The Senior Manager appointed by the Chief Executive Officer to 
ensure the efficient delivery of Council Services within a 
Directorate. 

Expression of Interest (EOI) The aim of the expression of interest (EOI) is not to elicit 
tenderers, but rather to assess the capacity of the respondents to 
undertake the work or project, and to refine the specifications. 

Local Benefit and Effect The benefit or affect on the Economy, Environment or Social 
wellbeing of the Swan Hill Rural City Council municipality 

Officer An authorised officer appointed by the CEO having delegated 
authority to administer a designated procurement function. 

Probity The dictionary definition of probity refers to uprightness, honesty, 
proper and ethical conduct and propriety in dealings. Within 
Government, the word "probity" is often used in a general sense 
to mean "good process." A Procurement process that conforms 
to the expected standards of probity is one in which clear 
procedures that are consistent with the Council’s policies and 
legislation are established, understood and followed from the 
outset. These procedures need to consider the legitimate 
interests of suppliers and ensure that all potential suppliers are 
treated equitably. 

Procurement  Procurement is the whole process of acquisition of external 
goods, services and works. This process spans the whole life 
cycle from initial concept through to the end of the useful life of 
an asset (including disposal) or the end of a service contract. 

Program An area or department within Council, which provides specific 
services to meet Councils requirements 
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Term Definition 

Quotation Means a written proposal for the supply of goods, services or 
works submitted in response to a selected invitation to quote.  
Can be mailed, faxed, emailed, hand delivered or received via 
the tender box.  As a general rule at least 3 quotations should 
be invited. A Quotation process cannot be used for contracts 
where the contract value will exceed: 

 $130,000 (Inclusive of GST) for Goods and Services  

 $180,000 (Inclusive of GST) for Carrying out of Works  

Request for Submissions Request for Submissions can be used as an alternative to a 
formal quotation and can assist in refining a project 
brief/specification prior to proceeding to formal 
quotation/tender. 

 $130,000 (Inclusive of GST) for Goods and Services 

 $180,000 (Inclusive of GST) for Carrying out of Works 

Schedule of Rates 
Arrangement 
 

A contract that sets out rates for goods and services which are 
available for the term of the agreement. However, no 
commitment is made under the agreement to purchase a 
specified value or quantity of goods or services 

Suppliers Includes but is not limited to contractors, sub-contractors, 
manufacturers, wholesalers, retailers, consultants, and 
employees whilst undertaking a representative role 

Sustainability Activities that meet the needs of the present having had 
regard to the ability of future generations to meet their needs. 

Tender Means a written proposal, via the Tender Box in response to a 
public invitation for the supply of goods, services or works. (No 
public advertising process is required if a public EOI process 
preceded the tender call). A tender process must be used for 
contracts where the estimated contract values will exceed: 

 $130,000 (Inclusive of GST)for Goods and Services 

 $180,000 (Inclusive of GST)for Carrying out of Works  

Tenderer any person or organisation submitting a tender/quotation to 
Council. 

Tender Process  The process of inviting parties to submit a quotation or tender 
by public advertisement, followed by evaluation of 
submissions and selection of a successful bidder or tenderer. 

Note: At any time that the Tender Box is being used as a means of receiving quotes etc 
the Commercial Services Department must be consulted on closing dates prior to 
documents being sent to potential suppliers. 
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3. OVERVIEW 

The Swan Hill Rural City Council incurs considerable expenditure each year for a wide 
range of goods and services necessary for the operation, maintenance and improvements 
to service facilities within the Municipality. 

The principles embodied in this procedure are that, as far as it is practicable, the Council’s 
major requirements for externally provided goods and services will be arranged under 
competitive, well structured processes. 

These processes will ensure that Council can take advantage of the widest range of skills 
and resources available and obtain best value for money when incurring expenditures on 
goods and services. 

It is emphasised that this procedure has been developed for the acquisition of goods and 
services by all employees with the necessary delegated responsibility and authority to 
enable them to have a clear understanding of their obligations. 

4. GENERAL 

All purchases of products (goods and services) from selected approved or evaluated 
suppliers: 

 Shall be in accordance with approved budgets (unless express permission has been 
obtained by next level of the organisational structure) 

 Shall be authorised as per the “Delegation of Financial Authority”; 

 Shall be verified upon receipt by authorised and qualified staff with suitable technical 
qualifications or prior experience; and 

 Shall meet specified requirements. 

 

5. KEY PRINCIPLES 

The key principles of procurement are value for money, open and effective competition 
and well structured processes.  The principles are intended to provide consistency in the 
approach to Council’s procurement and a transparent basis upon which procurement 
decisions are made in the best interest of the Council. 

6. VALUE FOR MONEY 

The purpose of Council procurement is to support Council’s objectives by achieving best 
value for money when buying goods and services.  Value for money relates not only to 
purchase price, but also factors such as fitness for purpose, reliability, availability, delivery 
cost, operating cost, after sales support and warranties.  Decisions on the basis of value 
for money must be supported by objective evidence of cost benefits and structured 
procedural steps. 



Attachment 1 Procurement Policy, Directive & Procedure CORP 229 
 

- 64 - 

 

7. OPEN AND EFFECTIVE COMPETITION 

Must be evidenced in obtaining goods and services.  It requires that purchases are 
transparent and that there is an opportunity for potential suppliers to be aware of Council 
business.  In addition, it demands a commitment to effective competition through 
competitive processes, which do not compromise the objective of value for money. 

It requires a trade-off between the degree of confidentiality allowed for a particular 
purchase and any benefits to be gained from increased competition.  In general, there is a 
need to show that the following conditions exist for any given purchase. 

 Timely availability and provision of information to prospective suppliers. 

 Independence of action between buyer and seller. 

 Availability to the Council of alternative offers. 

 Absence of bias or favouritism; and 

 Ease of competitive entry for new and small sellers. 

Council Staff must be able to account for all Procurement decisions within their 
department/service area made over the lifecycle of all goods, services and works 
purchased by the Council. 

All Procurement activities are to provide an audit trail for monitoring and reporting 
processes. 

8. PROCUREMENT ETHICS 

Council will deal with its suppliers on a basis of mutual trust and respect and conduct 
business fairly, reasonably and with integrity. 

Honesty, impartiality and trustworthiness are the key elements in a professional 
procurement structure.  Information obtained from prospective suppliers, either verbal or 
written, is Commercial-in-Confidence and must not be disclosed to other suppliers or 
personnel not authorised to receive it. 

All officers involved in procurement will ensure they: 

 Recognise and deal appropriately with conflicts of interest and interests of a 
pecuniary nature;  

 Deal with suppliers even-handedly; 

 Consider seeking appropriate probity advice; 

 Comply with all legislative obligations including those required by trade practices, 
safety and consumer affairs including privacy legislation; 

 Have regard to the cost to suppliers in submitting prices, proposals and 
tenders/quotations; 

 Invite quotations and tenders only where there is a clear intent to procure the 
goods/services/works in the near future. 

 Conflicts of interest and interests of a pecuniary nature are to be handled in 
accordance with the Staff Code of Conduct Policy (POL/STAFF 100) and the Staff 
Code of Conduct 2010. 
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9. MANAGEMENT OF RISK 

The provision of goods, services and works exposes Council to risk.  Risks associated with 
the procurement of goods or services should be considered in advance of the procurement 
process commencing.  There may be risks associated with the goods, services or works to 
be procured and risks related to the procurement process itself. 

Council will minimise its risk through measures such as: 

 Complying with Councils procurement processes 

 Standardising contracts to include current, relevant clauses. 

 Requiring security deposits where appropriate. 

 Preparing appropriate specification to clearly identify purchasing requirements. 

 Referring specifications to relevant experts. 

 Requiring contractual agreement before allowing the commencement of work. 

 Use of or reference to relevant Australian Standards (or equivalent). 

 Effectively managing the contract including monitoring and enforcing performance. 

 Ensuring suitable/adequate insurances are maintained by the contractor/supplier. 

 Consulting relevant staff/OH&S representatives as required by the relevant acts prior 
to the provision of goods, services and works that may impact on individuals and 
there workplaces. 

Support and templates to assist in risk assessment are available from Councils Risk 
Management Officer. 
 

10. PROCUREMENT AUTHORITY 

Directors, Program Managers and Delegated Officers are individually responsible for the 
raising and issuing of purchase orders, which commit the Council to the purchase of 
goods, services and works within their Programs.  
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11. FINANCIAL DELEGATIONS 

Authority to commit the Council to operating and capital asset purchase and works 
expenditure is governed by specific delegations approved by the Chief Executive Officer.   

The delegations are specific to the staff appointments within the Council and cannot be 
delegated to any other person except where the person is appointed temporarily to 
perform the duties of the position. 
 
The nominated delegates and monetary limits to the delegation are in accordance with 
Delegation of Financial Authority (DIR/CORP 206).  When the delegate exercises his/her 
delegation to approve expenditure, they must ensure that sufficient funds are available for 
the purpose.  

Where the source of funding cannot be identified or be re-allocated from within the existing 
Program’s approved budget, approval must be obtained from the Director or CEO and the 
transfer/approval of the funds is to occur before the order/expenditure can be committed. 

12. PROCUREMENT LEVELS 

The following Procurement Levels apply to the procurement of all goods, services and 
works:  

“Quotations must be treated securely and confidentially at all times”. 

Value of purchase 
(GST Inclusive) 

Method of Purchasing/selection of supplier 

$1 to $10,000  Best price available, the number of quotations to be obtained 
is not specified, however proof of effort is required to show 
that a good financial and quality outcome has been achieved 

 Quotations can be recorded via the Purchasing requisitions 
module of the Authority system 

$10,001 to $75,000  For goods, services and minor works that are accessed as 
minimal risk projects i.e.: minimal warranty or defects liability 
periods required 

 A minimum of 3 written quotations must be obtained. Where 
it is not possible to obtain 3 written quotes, an explanation of 
the reasons why must be clearly documented. 

 Quotations must be recorded via the Purchasing requisitions 
module of the Authority system 

 May be publicly advertised 

 Use of agency contracts (Procurement Australia, MAV 
Procurement or Ministerial approved State Government and 
Whole of Government contracts) may be considered. 

 

$75,001 to $130,000 
Goods & Services 

$75,001 to $180,000 
Works 

 Formal quotation process 

 Quotations are to consist of a detailed 
Specification/Requirement and or drawings which detail the 
required service, works or goods. 
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 Quotations should be open for a minimum of 21 days. 

 A minimum of 3 written quotations must be obtained. Where 
it is not possible to obtain 3 written quotes, an explanation of 
the reasons why must be clearly documented. 

 Quotations must be recorded via the Purchasing requisitions 
module of the Authority system 

 Formal contract agreement should be implemented 

 Public Tender may be used depending upon risk, complexity 
or where project estimates are close to the 
$130,000/$180,000 thresholds. 

 Use of agency contracts (Procurement Australia, MAV 
Procurement or Ministerial approved State Government and 
Whole of Government contracts) may be considered. 

$130,000 and over 
Goods & Services 

$180,000 and over 
Works 

 Public Tender is required where the value exceeds these 
thresholds. 

 Option to Tender or conduct Expression of Interest (EOI) 
followed by a Tender, as defined Section 186 of the Local 
Government Act 1989. 

 Contracts that are exempt from Tendering are: 

Contracts entered into because of an emergency 

Councils acting as the agent for a group of Councils and the 
Council has otherwise complied with the Act eg:  
Procurement Australia/MAV Procurement scheme 

Contracts or Agreements entered into in accordance with 
arrangements approved by the Minister eg: State 
Government and Whole of Government contracts, Legal 
Services and Insurances. 

Contracts entered into in excess of this amount that have 
not complied with Section 186 of the LGA 1989 are to be 
entered into the statutory register maintained by the 
Executive Support Area. 

 

Appendix 2 the Procurement Process flowchart has been developed to assist all Council 
staff in the Procurement Goods, Services & Works. 

Note: An allowance of up to 10% variance to above procurement levels is acceptable on 
approval by the relevant Director. 

 

13. PROCUREMENT STRATEGY 

Procurement strategies for Council must support the Council’s objectives and Best Value 
Principles. 

For both capital and recurrent expenditure the strategy must provide for: 

 Goods and Services to be of suitable quality and are supplied with suitable 
warranties; 
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 Delivery to be guaranteed; 

 Goods and Services purchased to represent best value for money, and. 

 Payments terms and methods that are acceptable to Council. 

In the area of recurrent expenditure, the Commercial Services department will develop a 
supplier base (preferred supplier list) with the aim of reducing the number of Suppliers, 
entering into formal agreements with those suppliers and forming strategic alliances with 
them. 

Capital equipment purchases should be consistent with Council’s Asset Management 
Policy (I & E 13). 

 

14. PURCHASE ORDER 

An official Purchase Order needs to be completed via the Authority Purchasing module, 
correctly describing the cost of Goods/Services/Works required, the contact person and 
appropriate ate delivery instructions.  

The original copy of the order is forwarded to the supplier via hard copy, fax or email. , 
once delivery has been received and authorised via a Goods Receipt it is then attached to 
the invoice and forwarded to accounts payable. 

If the order has been faxed to the Supplier a copy of the Terms and Conditions as shown 
on the reverse of the purchase order must also be sent. 

All officers must ensure that purchase orders are raised and approved prior to 
receiving the goods, services or works.  

15. GOODS RECEIPTS 

Once the Goods/Services/Works have been received the receiving officer is to ensure the 
correct amount/quantity has been received and that the items are fit for purpose. 

The receiving officer is to complete a goods order receipt via the Authority Purchasing 
module. The goods order receipt is to be signed by the receiving officer and verified 
(signed) by an officer with an appropriate financial delegation.  An officer verifying goods 
order receipts is to be preferably someone within that Directorate.  Goods order receipts 
may be verified by an Officer from outside of that Directorate in the absence of an 
appropriately delegated officer. 

16. EXEMPTIONS FOR PURCHASE ORDERS  

Purchase orders are not required for: 

 Goods, Services or works provided under contract; 

 Water and sewerage rates, electricity, and gas supply to Council Properties;  

 Telecommunication (i.e. call charges, line rentals, service fees)  

 Salaries, wages, taxation, superannuation, and other direct payroll payments; 

 Deposit refunds (tenders, security, maintenance, bonds, etc); 

 Public liability, general insurance, insurance settlements to claimants; 

 Payments to legal firms, surveyors’ statutory authorities;    

 Refunds for fees and rates, donations or sponsorship;  
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 Plant and Equipment purchased at Auction; 

 Loan Repayments or Investments 

 Couriers, 

 Annual subscriptions 

 Incidental items that can be claimed via petty cash reimbursement (Max $70); 

Note: Where appropriate a creditor voucher should be raised to authorise payment of 
the above transactions. 
 

17. CORPORATE CREDIT CARDS 

Corporate Credit Cards are appropriate for low risk, low value transactions and/or where 
other method is accepted or practical. Corporate Credit Card holders are responsible for 
the security of their card, using the card appropriately, reporting any non conformances 
and completing the monthly statements in accordance with Council’s Corporate Credit 
Card Directive (DIR/CORP203) 
 
18. EMERGENCY WORKS  

If a repair needs to be effected after normal working hours, the officer will be authorised to 
purchase whatever goods or services are required to affect the repair or to secure the 
situation. 

The officer must use discretion as to the level of repair affected. 

In “any” situation a purchase order for Goods/services must be completed and authorised 
on the “next” working day. 

In the event the estimated cost for works required after the emergency situation has been 
secured will be in excess of $130,000 (Goods & Services) and $180,000 (Works), officers 
must refer to Council’s Tendering Directive. 

 

19. YELLOW BOOK SYSTEM  

Yellow book purchases can be made with a registered “yellow book” supplier where it is 
acknowledged that it is not cost efficient to raise separate orders for low value items on a 
regular basis.  In those circumstances: 

 Open monthly Yellow books will be provided to pre-selected suppliers for use as a 
counter book. (These forms are to operate in lieu of the detailed information normally 
requested on each order.) 

 Only those officers authorised by the Program Manager and registered by the 
Commercial Services Department are able to obtain goods under this option.  

 No transaction is to exceed $200 in total value. 

 

20. SPLITTING OF ENGAGEMENTS 

Procurements exceeding $130,000 for goods and services and $180,000 for works must 
be publicly advertised and tendered.  Multiple engagements, quotations and purchase 
orders to the same supplier for a project for the purposes of falling under the thresholds 
are not permissible and maybe subject to disciplinary action. Breaches of the Procurement 
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Policy are to be reported to Executive Management Team and the Audit Committee as 
part of the quarterly Procurement Report. 

It is an unacceptable practise to split projects or work in smaller lots to avoid the proper 
procurement processes. 

No officers are to authorise or write multiple purchase orders to avoid the procurement and 
approved limits specified in this procedure and or the Delegations of Financial Authority 
Directive. 

The value of on-going contracts (such as a 3 year contract) is deemed to be the value for 
the term of the contract not the value for each financial year of the contract. 

 

21. SCHEDULE OF RATES CONTRACTS – PUBLIC TENDER 

Tenders should be publicly advertised for the procurement of goods, services and works 
based on a Schedule of Rates (annual supply) and a formal contract should be entered 
into.  

22. PRE QUALIFIED SUPPLIERS   

Pre qualified suppliers that have been registered through the tendering process and/or 
listed from Co-operative Purchasing schemes such as Procurement Australia (previously 
Strategic Purchasing & MAPS), MAV Procurement (Previously CPS) and Whole of 
Government Contracts should be considered. Commercial Services will develop a 
preferred supplier’s register where all relevant information is centrally maintained.  

 

23. LOCAL BENEFIT AND AFFECT  

In recognition of the role of Council in the local economy officers must ensure that due 
consideration is made in procurement decisions of how suppliers contribute to the 
wellbeing of the local community. Eg through sponsorship, volunteering, in-kind 
contributions etc. 

Officers shall ensure relevant local businesses are given the opportunity to quote or bid for 
Goods & Services or Works.  The degree of impact of buying locally on the local economy, 
local environment and local social benefits must be incorporated into the Evaluation 
Criteria as relevant for all purchases requiring a written quotation or tender. 

As a guide a minimum of 10% of the “Evaluation Criteria” (Not 10% Price variation) 
should be weighted for the “Economic/Social/Environmental” aspects. 

A guide to evaluating/assessing Local Benefit and Affect are included in Appendix 3. 

24. INVITATION TO QUOTE  

Before a purchase for Goods/Services/Works can take place a decision has to be made as 
to the best method of purchase.  A key responsibility is to protect and enhance the 
Council’s commercial position and to encourage the maximum degree of competition 
between suppliers, within the bounds of professional ethics. 

The most common procurement technique in use is the invitation of written quotations from 
suppliers.  Calling for formal quotations maximises competition between suppliers, brings 
any new information to the Council’s attention, and helps ensure that the Council receives 
the most favourable terms.  The invitation of quotations is most efficiently undertaken by 
sending a formal “invitation to quote” form to prospective suppliers. 
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The invitation must clearly indicate the exact information required from suppliers, to ensure 
that all suppliers respond with information that is directly comparable. 

A properly constructed invitation saves the staff member much work, allows easy 
comparison of offers and ensures fair and impartial treatment of suppliers.  When supplier 
offers have been received, the results must be tabulated, allowing rapid assessment of the 
relative merits of the offers. 

Invitations to quote must clearly state the evaluation criteria upon which quotations will be 
evaluated. 

Evaluation criteria must be predetermined, fairly applied and should include as 
appropriate: 

 Compliance with specification; 

 Track Record (Performance capability); 

 Resource availability; 

 Social and Economic benefit to the Swan Hill Municipality (Local benefit & effect). 

 Sustainability. 

 Quality and Safety Systems; and 

 Price. 

The weighting or priority given to each of these criteria by the Contract/Project Supervisor 
may vary, depending on the desired project outcomes, and should be decided prior to the 
calling of quotations. 
Quotations documents should clearly specify what constitutes a complying quotation; 
Contract Supervisors seeking innovative proposals should specify performance objectives. 
Council’s best practice guide – evaluation criteria can be used to determine the most 
suitable criteria to be used in evaluating a variety of quotations. 
 
All publicly advertised Quotations are to be received via Council’s tender box and the 
process will be administered by the Commercial Services Department to ensure probity 
compliance. 
 
25. EVALUATION OF QUOTATIONS 

The weightings used in the evaluation are to be relevant to and consistent with the 
procurement objective.  All tenders/quotations shall be considered in a fair and equitable 
manner taking into account the nominated evaluation criteria.  Evaluation Criteria should 
be aimed to assess the relative value for money of each bid. 

Officers shall consider as part of any value for money decision, the contract whole of life 
cycle costs (rather than just the initial price), the capability of local businesses to meet 
requirements, local economic and social benefits, environmental benefits, timeliness of 
supply and capability & capacity of the supplier to complete the works. 

26. SUSTAINABILITY 

Council seeks to protect both our local natural and built environment for the enjoyment and 
appreciation of residents, visitors and future generations.  Sustainable principles will be 
integrated in to the procurement process planning stage.  Consideration should be given to 
procurement that achieves a balance between the ongoing economic prosperity of our 
region and safeguarding our local environment.  Green procurement alternatives that add 
value for money should be encouraged. 
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Consideration must be given to the procurement life cycle when purchases are made.  
Council prefers suppliers and products that offer both environmental and financially 
sustainable benefits that demonstrate optimal whole of life outcomes.  This includes the 
consideration of raw materials, production, transport and disposal. 

Factors to be considered include: 

 Environmentally responsible products that are energy efficient and produced from 
recycled materials.  Example recycled plastic bollards as opposed to timber 

 Supporting companies that employ environmentally sustainable principles in their 
operations. 

 The provision of recycling and re-use as part of the project planning process, 
including the consideration of whole-life costs and disposal. 

 Promote the collection and reprocessing of waste and working towards zero 
discharge to landfill 

27. PROCUREMENT AUDITS AND ADVICE 

The Commercial Services Department is responsible for undertaking internal reviews of 
Councils procurement processes.  Random reviews will be conducted across all 
departments, procurement levels and delegations, with the results reported on a regular 
basis to the Executive Management Team and Councils Audit Committee.  A register of 
Procurement non-compliance will be maintained by the Commercial Services Department 
and forwarded to the Executive Management Team quarterly. 

Advice relating to all aspects of Procurement can be obtained from the Commercial 
Services Department. 

28. SECURITY UNDERTAKINGS 

Security, retention moneys and performance undertakings are for the purpose of ensuring 
the due and proper performance of Procurement Activities are achieved. 
Successful suppliers/tenders should lodge a security deposit in the form of a bank 
guarantee, issued by an Australian Bank in Australia or cash payment, or other forms of 
security to the satisfaction of the Director Corporate Services prior to the commencement 
of any works over $75,000. 
 
If the Security is in the form of a bank guarantee and a requirement of the contract is to 
retain a percentage of the bank guarantee until completion of the defects liability period 
then two (2) separate guarantees of equal amounts shall be provided, any cash deposit is 
to be paid into account number with the original receipt forwarded to the contractor and a 
copy placed on the official file for the contract. Security undertakings are to be Inclusive of 
GST.  
 
The contract supervisor shall be responsible for obtaining and releasing all contract 
securities. 
 
The amount of the security deposit required varies depending on the type of contract; 
Security deposits should not include the GST. 
 
Security deposits are not generally required for contracts/purchases less than $75,000. 
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29. VARIATIONS 

Variations to Purchase Orders and Contracts should be assessed against the original 
intent of the project/procurement plan to ensure best value is achieved. 
 
Variations should not exceed 10% of the original tender/quotation, variations greater than 
10% must be approved by a Director or the CEO. 
 
30. RESPONSIBILITY FOR PROCUREMENT POLICY 

The Director Corporate Services is responsible for recommending changes to this policy to 
the Chief Executive Officer (CEO) as required.  Once approved by the CEO, the Director 
Corporate Services is responsible for the implementation of the Policy. 

 

Signed:  CEO Date:  
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APPENDIX 1 

BEST VALUE 

The “Best Value Principles” and “Factors to be Considered When Applying Best Value” are 
required to be applied in all circumstances.   

The best value system aims to reinforce quality management and to assist local 
government in ensuring that services are linked to the desires of our community.  

Best Value Principles 

In order to apply Best Value, a number of overarching principles need to be engaged.  

When Council provides services to the community, they must comply with the Best Value 
Principles.   

There are six principles: 

1. All services must meet quality and cost standards. 

2. All services must be responsive to the needs of the community. 

3. A service must be accessible to those for whom it is intended. 

4. Continuous improvement in its provision of services must be achieved. 

5. A program of regular consultation with its community in relation to the service it 
provides must be developed. 

6. A regular report, at least once a year, on achievements in relation to the Best Value 
Principles must be prepared. 

Factors to be Considered When Applying Best Value 

In implementing its Best Value Principles, a Council will take the following factors into 
consideration: 

 The need to review services against the best on offer in both the public and private 
sectors; 

 An assessment of value for money; 

 Community expectations and values; 

 The balance of affordability and accessibility; 

 Opportunities for local employment growth or retention; 

 The value of potential partnerships with other Council’s, State and Commonwealth 
governments; and 

 Potential environmental impacts for the Council’s municipal district.  
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APPENDIX 3 

LOCAL BUSINESS FRAMEWORK 
Purpose 

Council recognises it has a role in the economic development of the municipality and is 
committed to assisting local industry to do business with Council.  Local business in this 
context means suppliers based within the Swan Hill Rural City Council.  This framework 
sets out guiding principles and processes to achieve this objective. 
 
Guiding Principles 

Council will support local business and conduct programs that: 
 

 Enhance the capability of local business to respond to Council’s procurement 
requirements through encouragement and education; 

 Provide feedback to local business to help improve their competitiveness; 

 Ensure that buying practices, procedures and procurement specifications do not 
disadvantage local business and ensure transparency in all procurement and contract 
management activities; 

 Promote a “support local business” philosophy, where it is competitive, represents 
value for money and fulfils other policy objectives of the Council; and 

 Ensure that the community’s interests are Council’s highest priority. 
 
Implementation  

Council will undertake the following processes to encourage local businesses to supply 
goods and services to Swan Hill Rural City Council: 
 

 Local businesses to be contacted when relevant tenders/contracts are being 
advertised, through the use of a local business database to be developed through the 
Economic Development Unit and other means as available; 

 Education on how to respond to tenders/contracts through the business breakfasts or 
through specific training forums conducted for local business; 

 Procurement activities not publicly tendered (eg. quotations) are to include a local 
business where possible; 

 A guide on how to tender for Council services to be developed and made available to 
local businesses; 

 Feedback to be provided to local businesses where they have been unsuccessful in 
tendering; 

 A “local business assessment” schedule be adopted into all procurement activities 
undertaken by Council, including publicly advertised tenders and Requests for 
Quotation in order to broaden and maximise Councils sourcing of local businesses 
where possible; and 

 Where a weighted criteria is used for local business assessment then a minimum 10% 
be set for evaluation. 

 

Key Performance Indicators 

Council will measure the extent of its purchasing from local businesses on an annual basis 
through the following indicators: 
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 Percentage of all tenders that include selection criteria weighting for local business 

 Percentage of active suppliers that are local businesses 

 Total expenditure made with local businesses 

 Percentage of expenditure that is with local businesses 

 Business information forum conducted 

 

Value for Money 

Purchasing decisions will be made on the basis of value for money, rather than just the 
cheapest up-front purchase price. In establishing a minimum weighting of 10% for local 
business where a weighted evaluation criteria is used, it is recognised that this may result 
in the reduction/shifting of percentages from other selection criteria which could include the 
weighting applied to cost of the procurement.   Use of weighted evaluation criteria that are 
relevant to each procurement will ensure that an appropriate balance is applied in forming 
procurement decisions. 
 
Environmental 

Council prefers the use of local, recycled, energy efficient and environmentally responsible 
products whenever they perform satisfactorily and represent value for money.  Council 
seeks to encourage the purchase of environmentally preferred products and services as a 
means of stimulating demand.  Council will reduce any detrimental impact our works and 
services have on the Natural Environment and encourage others to do the same. 
 

Social Inclusion & Diversity 

This framework seeks to support and enhance local businesses and by implication 
employment opportunities for residents of the Municipality. Promoting opportunities for 
local businesses to engage with Council will further strengthen their ability to retain and 
possibility increase employment opportunities as well as retaining their presence in the 
region. 
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LOCAL BUSINESS ASSESSMENT 
 
Swan Hill Rural City Council recognises it has a role in the economic development of the municipality and is committed to 
assisting local industry to do business with Council. Council is committed to buying locally and supporting the business 
community and encouraging it’s involvement in procurement processes.  Buying locally includes the entire municipality 
(including Robinvale) where local suppliers are competitive and can achieve value for money. 

 
1. Has your business established/is a local base in the Swan Hill municipality?     

Yes   No  
 
2. If you answered “yes” to item 1, then state location and specify (office/depot) 
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
……………………………… 
 
3. If you answered “no” to item 1, will your business establish a local office base in the 

Swan Hill municipality? 
  Yes   No  

 
4. Is your business employing local residents in the Swan Hill municipality? Yes  No  
 
5. Is your business using local suppliers?   Yes   No  
 
6. If you answered “yes” to item 5, please state and list 3 projects/suppliers used: 
 

Description of work Supplier 

  

  

  

 
7. Is your business using local contractors Yes    No  
 
8. If you answered “yes” to item 7, please state and list 3 Contractors used: 
 

Contractor Address Contact 
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DIRECTIVE TITLE TENDERING DIRECTIVE 

DIRECTIVE NUMBER DIR/CORP217 

 
PURPOSE 
Swan Hill Rural City Council is committed to a tendering system that will promote fair and 
open competition to achieve quality; responsive services at best value for the community. 
 
 
APPLICATION 
This directive applies to all tender publicly advertised or requested for and on behalf of Swan 
Hill Rural City Council. 
 
 
DIRECTIVE  
This directive has been developed to provide a framework and develop a consistent 
approach to Tendering throughout Council. 
 
Contract Supervisors are to exercise appropriate care in the expenditure of Council funds in 
accordance with budget allocations and this policy. 
 
 
RELATED DIRECTIVE/POLICY 

Procurement Policy, Directive & Procedure –CORP212 

Risk Management Policy-POL/CORP216, Directive – DIR/CORP216 and Procedure – 
PRO/CORP216D 

Privacy Directive (DIR/CORP211) 

Occupational Health and Safety Directive (DIR/STAFF107) 

Fraud Control Policy (POL/CORP 226) 

Freedom of Information – DIR/CORP207 

Best Practice Advice for Bid Analysis 
 
 

RELATED LEGISLATION 

 

 

 

 

 

 

Signed:  CEO Date:  
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PROCEDURE TITLE TENDERING PROCEDURE 

PROCEDURE NUMBER PRO/CORP217 

 

ENABLING POLICY/DIRECTIVE 

TENDERING DIRECTIVE – DIR/CORP217 

 
ENABLING LEGISLATION 
Local Government Act 1989 (including Best Value Principles & Regulations) 
National Competition & Competitive Neutrality Policy  
Trade Practices Act 1974 

 

PURPOSE 

To provide a tendering system that will promote fair and open competition to achieve 
quality; responsive services at best value for the community. 

APPLICATION 

This policy applies to all tenders publicly advertised or requested for and on behalf of 
Swan Hill Rural City Council. 

 
PROCEDURE 

Principal Aims 

Council will ensure that the tendering process is fair to all parties, and use its best 
endeavours to demonstrate fairness to tenderers and potential tenderers.  

More specifically, it aims to: 

 Provide a uniform tendering process for Swan Hill Rural City Council; 

 Provide an “arms length” decision making process for tender evaluation; 

 Formalise the tendering procedures and ensure all relevant purchases achieve best 
value; and 

 Provide a framework for staff to understand the process. 

It is essential for tendering probity that the procedural matters are understood and adhered 
to by all staff. 
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1 DEFINITIONS  

The following are explanations of terms as they are used in this document: 

Term Definition 

Act Local Government Act 1989. 

Chief Executive Officer (CEO) Chief Executive Officer for Swan Hill Rural City Council 

Commercial in Confidence e.g. prices, discounts, rebates, profits, methodologies and process 
information, etc. 

Contracts Administrator 
is an officer for the Swan Hill Rural City Council, appointed by the 
Chief Executive Officer to co-ordinate the tendering process on 
behalf of Council 

Contract Supervisor is a member of Swan Hill Rural City Council staff responsible for 
conducting a particular service on behalf of Council.  The Contract 
Supervisor will be responsible for conducting the tendering process 
for contracts within their area of responsibility and may be the 
nominated Superintendent or Superintendents representative; 

Contract Means a written agreement (Letter of Acceptance or Purchase 
Order, as per Delegated Authority) between Council and the 
successful party that gives rise to legal rights and obligations.  A 
binding contract between Council and the successful party will be 
created by Councils unconditional acceptance of the Tender or 
Quotation. 

Contractor Means an individual or organisation engaged: 

 to provide goods, services or works which implement a 
decision. 

 to perform all or part of a new or existing ongoing function to 
assist Council carry out its defined activities and operational 
functions. 

 to perform a function involving skills which would normally be 
expected to reside within the relevant Council department 
but which are not currently available. 

Contract Management The process that ensures both parties to a contract fully meet their 
respective obligations as efficiently and effectively as possible, in 
order to deliver the business and operational objectives required 
from the contract and in particular, to provide value for money. 

Council Swan Hill Rural City Council 

Council Staff Includes full time and part-time council officers, and temporary 
employees, contractors and consultants while engaged by the 
Council. 

Delegations of Financial 
Authority 

The financial dollar limits on expenditure requests as determined by 
the CEO and specified in the Delegation of Financial Authority 
directive (DIR CORP/206). 

Director The Senior Manager appointed by the Chief Executive Officer to 
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Term Definition 

ensure the efficient delivery of Council Services within a Directorate. 

 Expression of Interest 
(EOI) 

 The aim of the expression of interest (EOI) is not to elicit 
tenderers, but rather to assess the capacity of the respondents 
to undertake the work or project, and to refine the 
specifications. 

 Local Suppliers  are regarded as those being domiciled within the Swan Hill 
Rural City Council municipality; 

 Local Benefit and Effect  The benefit or affect on the Economy, Environment or Social 
wellbeing of the Swan Hill Rural City Council municipality 

 Officer  An authorised officer appointed by the CEO having delegated 
authority to administer a designated procurement function. 

 Party  includes but is not limited to: service area, contractors, 
subcontractors, suppliers, consultants, and employees while 
undertaking a representative role; 

 Probity  The dictionary definition of probity refers to uprightness, 
honesty, proper and ethical conduct and propriety in dealings. 
Within Government, the word "probity" is often used in a 
general sense to mean "good process." A Procurement 
process that conforms to the expected standards of probity is 
one in which clear procedures that are consistent with the 
Council’s policies and legislation are established, understood 
and followed from the outset. These procedures need to 
consider the legitimate interests of suppliers and ensure that 
all potential suppliers are treated equitably. 

 Program  Is a service area within Council which provides specific 
services to meet Councils requirements. 

 Schedule of Rates 
Arrangement 

 

A contract that sets out rates for goods and services which are 
available for the term of the agreement. However, no commitment is 
made under the agreement to purchase a specified value or quantity 
of goods or services 

Suppliers Includes but is not limited to contractors, sub-contractors, 
manufacturers, wholesalers, retailers, consultants, and employees 
whilst undertaking a representative role 

Sustainability Activities that meet the needs of the present having had regard to 
the ability of future generations to meet their needs. 

Tender Means a written proposal, via the Tender Box in response to a 
public invitation for the supply of goods, services or works. (No 
public advertising process is required if a public EOI process 
preceded the tender call). A tender process must be used for 
contracts where the estimated contract values will exceed: 

 $130,000 (Inclusive of GST)for Goods and Services 

 $180,000 (Inclusive of GST)for Carrying out of Works  
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Term Definition 

Tenderer any person or organisation submitting a tender/quotation to Council. 

Tender Process  The process of inviting parties to submit a quotation or tender by 
public advertisement, followed by evaluation of submissions and 
selection of a successful bidder or tenderer. 

Tender Evaluation Panel is the panel appointed by the Director who is responsible for the 
project, for the purpose of making a recommendation to the 
approval authority on the tenders received. 

2 TENDERING PROCEDURE 

2.1 Overview  

Tenders shall be publicly invited for all Council services valued at $130,000 or more; 
Council works valued at $180,000 or more or where there is a preference to call for 
tenders for works or services of lesser value, and if it will be beneficial to Council to test 
the whole of the market. 

Contract Supervisors must ensure that funding is available for the works or services before 
starting the tendering process. 

The tender documentation required for each tender will depend upon the extent and 
complexity of the procurement.  The Contract Supervisor will be responsible for the 
standard of the tender documentation.  

The competitive processes do not lessen any Council legal obligation and responsibilities 
associated with insurance, public liability EEO, OH&S and Workcover and these must be 
considered when preparing documentation for any tender. 

2.2 General Principles 

All parties must: 

 Avoid any practice which gives one party an improper advantage over another; 

 Comply with all legal obligations; 

 Conduct themselves fairly and honestly to all parties; 

 Refrain from collusion, hidden commissions and other anti-competitive behavior; 

 Be prepared to attest to their probity in all issues related to selection and engagement 
by statutory declaration; 

 Have regard to the cost of tendering and seek to constrain such cost; 

 Immediately declare any conflict of interest to the affected party; 

 Preserve confidential information as confidential and ensure that such information is 
not disclosed to other tenderers in circumstances that may reduce the competitive 
nature of tender; 

 Respect the intellectual property rights of all parties and not use intellectual property 
submitted with a tender to obtain prices from, or negotiate with, other tenderers for 
like or similar scope; and 

 Ensure that the details of any tender, including the amount or break-up of any tender 
price is not disclosed to third parties prior to the close of tenders. 

2.3 Initiating Tenders  

Contract Supervisors must allow sufficient time for specification, design and 
documentation to be prepared.  
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The specification should be prepared and read in conjunction with all other contract 
documents and in general should be complete, simple and written in plain English, 
realistic, concise, enforceable, capable of interpretation with certainty and set objectives 
rather than describe methods of performance. 

Programs associated with the tender requirements shall be involved in the development of 
the initial specification, with the final detailed specification to be approved by the Director, 
prior to advertising or distribution to potential tenderers. 

2.4 Expression of Interest  

The Contract Supervisor may use an “expression of interest” process before they invite 
tenders.  If so, the expression of Interest will advertise publicly the purpose and nature of 
the contract or project and the date by which they will invite tenders.  The aim of the 
expression of interest stage is not to elicit tenderers, but rather to assess the capacity of 
the respondents to undertake the work or project, and to refine the specifications.  The 
Contract Supervisor will make the evaluation criteria for registration available to all 
respondents. 

The Council may invite tenders from some, all or none of the registrants, by the advertised 
date.  If the Council does not invite tenders by that date, it will write to all registrants 
advising when tenders are to be invited.  Respondents who are not invited to tender will be 
advised in writing.  The Council will use this list of registrants to invite tenders for the 
advertised contract or project only. 

Receipt of expression of interest shall be the same as those used for tenders and must be 
received in the Tender Box by the prescribed time. 

2.5 Tender Documents 

Tender documents must specify requirements clearly and precisely and be appropriate for 
the particular procurement strategy. 

Tender documents must: 

 Clearly define the proposed contractual obligations of the parties; 

 Provide full details of work for which the tender is called; 

 Provide a bill of quantities if appropriate; 

 Nominate a reasonable time for tendering and construction; 

 Allow for penalty clauses for non compliance or non performance; 

 Provide all known information that may affect the risks in the project; 

 Designate any supporting information required from tenderers; 

 Nominate a person to provide additional information; 

 Provide for local (Australian and New Zealand) industry participation in public sector 
procurement on the basis of value for money and avoid purchasing practices that are 
biased in favour of foreign goods and suppliers; 

 Contain sufficient detail to avoid undue design and documentation work prior to the 
selection of a tender, unless the client offers to pay; 

 Specify the method and time of lodgment and, in the case of public opening of 
tenders, details as to the time and place of the public opening; 

 Use general conditions of contract standard in the industry, with special conditions 
only where necessary; 

 Clearly identify any special conditions or obligations under the contract that are not 
part of the standard conditions; 

 Provide guidance to tenderers on the evaluation process; 

 Inform the tenderer of the obligation to comply with the relevant Code or Policies that 
may be applicable; and 
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 All tender documents should be based on Council’s standard tender format; and are 
available via the Commercial Services Public site on Alfresco. 

2.6 Evaluation Criteria  

Evaluation criteria must be predetermined and fairly applied.  Evaluation criteria must be 
specified in the tender documents and should include as appropriate: 

 Compliance with specification; 

 Track Record (Performance capability); 

 Resource availability; 

 Social and Economic benefit to the Swan Hill Municipality (Local benefit & effect). 

 Sustainability. 

 Quality and Safety Systems; and 

 Price. 

The weighting or priority given to each of these criteria by the Contract Supervisor may 
vary, depending on the desired project outcomes, and should be decided prior to the 
calling of tenders. 

Tender documents should clearly specify what constitutes a complying tender; Contract 
Supervisors seeking innovative proposals should specify performance objectives. 

Council’s best practice guide – evaluation criteria can be used to determine the most 
suitable criteria to be used in evaluating a variety of tenders. 

2.7 Term of Contract  

The Term of the contract for Council’s works and services shall normally be three (3) years 
with one (1) optional extension of two (2) years each.   

The term of the Contract may vary however, depending on the nature of the works or 
services for a greater or lesser period. 

2.8 Rate Adjustment 

For all contracts longer than 12 months, consideration should be given to include in the 
contract rate adjustments based on the Consumer Price Index (Melbourne All Groups 
Index Numbers), award variations or other approved methods.  

2.9 Contract Security 

Security, retention moneys and performance undertakings are for the purpose of ensuring 
the due and proper performance of the Contract. 

Successful tenders should lodge a security deposit in the form of a bank guarantee, issued 
by an Australian Bank in Australia or cash payment, or other forms of security to the 
satisfaction of the Director Corporate Services prior to the commencement of any works. 

If the Security is in the form of a bank guarantee and a requirement of the contract is to 
retain a percentage of the bank guarantee until completion of the defects liability period 
then two (2) separate guarantees of equal amounts shall be provided, any cash deposit is 
to be paid into account number with the original receipt forwarded to the contractor and a 
copy placed on the official file for the contract.   

The contract supervisor shall be responsible for obtaining and releasing all contract 
securities. 

The amount of the security deposit required varies depending on the type of contract; 
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Security deposits should not include the GST.  

Security deposits are not generally required for contracts less than $75,000. 

2.9.1 Major Construction Contracts  

A contract security deposit equal to 10% of the contract value is to be lodged for 
retention held during the period of the contract. 

Security deposits shall reduce to 50% unless other wise stated upon issue of the 
certificate of practical completion. 

The balance of monies held shall be returned at the end of the defects liability 
period. 

2.9.2 Contracts for Works 

A contract security deposit equal to 5% of the contract value or $3,500 whichever 
is the higher is to be lodged for retention held during the period of the contract. 

Security deposits shall reduce to 50% unless other wise stated upon issue of the 
certificate of practical completion. 

2.9.3 Contracts for Services  

A contract security deposit of 5% of the annual value of the contract is required.  

2.9.4 Contracts for Goods  

No contract security deposits are required. 

2.9.5 Contracts for Consultancy  

No contract security deposits are required. 

2.9.6 Schedule of Rates and Annual Supply Contracts  

A contract security deposit equal to 5% of the annual contract value or $3500, 
whichever is the higher Should be considered dependent upon the risk associated 
with Contract. 

 

2.10 Insurances  

Successful tenders shall take out and maintain appropriate insurance cover for public 
liability, workers compensation and professional indemnity (if appropriate) to the 
satisfaction of Council’s Risk Management Officer for the term of the contract and should 
provide copies of Certificates of Currency for insurance policies prior to providing goods 
and services and prior to commencing works under the contract. 

The insurance policies should not contain policy exclusions that are relevant to the 
contract. 

The contract supervisor shall be responsible for obtaining the relevant copies of the 
required certificates and ensuring they are maintained for the duration of the contract 
and/or warranty periods. 

2.11 Occupational Health & Safety  

All tender documents should incorporate the requirements of Councils Occupational 
Health and Safety Policy. 

Occupational Health & Safety Guidelines are to be included in all tender documents. 
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3 INVITATION TO TENDER  

Invitations to tender must include the following information: 

 An adequate description of the work required; 

 Details of where tender documents may be obtained; 

 Precise details of where and when tenders will close; 

 Details of any tender deposit required; and  

 Reference to the Victorian Local Government Code of Tendering and /or Victorian 
Government Code of Practice for the Building and construction industry. 

3.1 Advertising Tenders  

The advertisement must clearly describe the proposed contract, the identifying contract 
number, the Contract officer responsible for administering the tender process, the date and 
time of closure of tenders.  Where there is to be a tender briefing the details of that 
meeting should be included in the advertisement. 

All tender advertisements should be approved by the Chief Executive Officer or relevant 
Director prior to being publicly advertised. 

Invitations to tender are to be advertised in the Local Government Section of Swan Hill 
and/or Robinvale Local papers and as deemed appropriate, in the tender section, of the 
Bendigo, Mildura, and Melbourne Metro papers or any other National Papers as may be 
appropriate. 

All advertised tenders shall be placed by the Contracts Administrator.   

3.2 Tender Period  

Tenders will generally be given a minimum of 28 days from the date on which tenders 
were invited in which to submit tenders.  However where exceptional circumstances exist 
this period can be reduced to a minimum of 14 to 21 days subject to the approval of the 
Chief Executive Officer. 

The tender period set should have due regard to the complexity of the task in preparing a 
tender bid for the project concerned.  

3.3 Tender Inquiries 

Contract Supervisors must nominate a person with knowledge of the work to respond to all 
inquiries from tenderers. These inquiries must be recorded and passed to the Contracts 
Administrator, noting the time and date, the tenderer and the issue discussed. 

Information given to one particular tenderer by the client must also be given promptly in 
writing to all other tenderers. 

Any canvassing of Councilors or Officers (not nominated in the tender documents), either 
directly or indirectly, will disqualify tenderers. 

3.4 Amendments to Tender Documents 

Contract Supervisors have an obligation to issue complete tender documents and 
minimise amendments to such documents. Where amendments are required, they must 
be provided as an addendum to all tenderers. Consideration must be given to extending 
the tender period when an addendum is issued.  Design changes and/or addenda should 
not be introduced in the last week of the tender period.   

Should there be a need to make changes to the tender documents in this last week period 
before the close of tenders, then a reasonable extension to the closing date of tenders 
must be made.  The Contract Supervisor via the Contracts Administrator must promptly 
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inform all tenderers of any errors, omissions, ambiguities or discrepancies identified in the 
tender documents. 

3.5 Closing of Tenders 

The method and time for the lodgment of tenders must be stated on the tender documents.  
Contract Supervisor should make the names of all those who lodge tenders available upon 
request. 

The following is recommended practice for the closing of tenders: 

 Not before 2:00 pm; 

 Not on a Monday or a day following a public holiday; 

 At least one clear day after a weekend, building industry holiday or standard industry 
RDO; and 

 At least one week after a recognised industry holiday period. 

To provide consistency in Council’s tendering process, where possible, all tenders shall 
close at 2.00pm on Thursdays. 

3.6 Lodgement of Tenders 

Tenders should be received in the tender box by the specified closing time. No faxed, or 
emailed tenders will be accepted. 

As soon as a tender is received by mail at the Splatt Street Office and recognized as such, 
it should be stamped with the date and time and placed in the tender box.  

In a case where an envelope containing a tender is opened in the normal process of mail 
handling, the tender and the envelope are to be sealed into another envelope endorsed 
with the contract name and number, marked “opened in error” and stamped with the date 
and time and placed immediately in the tender box.  The contents of the opened Tender 
shall remain confidential and shall not be divulged to any person whatsoever. 

3.7 Tender Box 

The tender box is located in the public foyer inside the entrance of the Municipal Offices 
located at 45 Splatt Street SWAN HILL VIC 3585.   

The tender box shall remain locked at all times, pending the opening in the presence of 
two Council officers.   

3.8 Opening of the Tender Box  

At the closing time specified in the invitation to tender, the tender box is to be opened and 
the appropriate tenders removed, in the presence of two officers, one of whom should be 
an officer from the Commercial Services Department. The second officer should be the 
Contract Supervisor or a nominated representative. 

The Tender Box must be opened in the presence of a Councillor where there is an In-
house bid involved. 

Any tenderer requesting to be present at the opening is welcome to view the opening of 
the tender box. 

3.9 Opening of Tenders 

Tenders shall be opened in the presence of two officers, one of whom should be an officer 
from the Commercial Services Department. The second officer should be the Contract 
Supervisor or a nominated representative. Tenders shall be recorded and signed by the 
officers present at the tender opening. 
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Each page of the tender document where dollar ($) figures are quoted or tendered shall be 
stamped and initialled by those persons opening the tender envelopes. 

The Contracts Administrator shall maintain a permanent record of all tenders lodged and 
record the following information: 

 Where tenders advertised; 

 Closing Date/Time; 

 Names of persons opening the tender envelopes; and 

 Name of tenderers. 

3.10 Late Tenders 

Late tenders will not be accepted. When a late tender is received, the time and date of 
receipt must be recorded on the document and appropriately noted in Council’s records, 
and the tender returned to the tenderer unopened when the tenderers name and address 
is known.   

3.11 Receipt of Tenders 

Once the tender opening is completed the tender documents, shall be entrusted to the 
control of the contracts officer. Once registered the Contracts Administrator shall provide 
copies, to the tender evaluation panel members. 

Panel members must make arrangements to safeguard the security and confidentiality of 
all tenders.  Information provided in a tender by a tenderer must not be disclosed to 
another tenderer at any stage during the tender process or after it has concluded, except 
for the price of each tender, which may only be disclosed at the conclusion of the 
tendering process.  

The tender-opening and evaluation process must be auditable, transparent and 
accountable.   

 

4 EVALUATION OF TENDERS 

4.1 Tender Evaluation Panel 

A Tender Evaluation Panel comprising a minimum of three (3) members shall be 
established for each tendering process, members of each Evaluation Panel shall be 
appointed before the closing date of each tender, or expression of interest. 

The composition of the evaluation panel will be comprised of people who collectively have 
the appropriate skills, knowledge and experience to properly evaluate the tender. The 
evaluation panel may at their discretion have need to seek and shall have regard to 
specialist advice. 

The panel will be nominated by the Director who is responsible for the project. All 
members of an Evaluation Panel shall be signatories to a statement declaring their probity 
and confidentiality in dealing with that tender.  

A panel member must declare any conflict of interest that they may have with the 
associated tender prior to the evaluation being undertaken and have no involvement in the 
evaluation process.   

The Chairperson/convener of that Panel will be appointed by the relevant Director. 

The Evaluation Panel shall convene as soon as practicable after the close of the tender or 
expression of interest to undertake the evaluation process. 

The panel will evaluate tenders according to the tender evaluation criteria outlined in the 
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tender documentation. 

The Tender Evaluation Panel shall: 

 Ensure consistency of approach and, in particular, ensure that tenders are evaluated 
according to the evaluation criteria and priorities advised in each tender; 

 Demonstrate accountability and integrity in the evaluation process; 

 Maintain a consistent membership during all phases of evaluation; and 

 Follow strict procedures to keep tender information confidential. 

o In-house bids  

Where an in-house bid has been tendered, the Panel shall comprise at least four (4) 
members, one of those persons being independent of Council, and with some expertise 
relevant to the tender. 

The relevant internal bid officer or any other officer associated with the internal bid must 
not take part in either the consideration or decision making process associated with the 
tender.  

 

o Tender Bid Analysis  

Tender bid analysis is to be consistent with the procurement objective, all tenders shall be 
considered in a fair and equitable manner taking into account the nominated evaluation 
criteria. 

Where a large number of submissions are received the panel may elect to shortlist prior to 
undertaking a detailed evaluation.   

A due diligence investigation must be undertaken of the preferred or short listed tenderers 
for all high value and /or highly complex projects to ensure that the tenderers have the 
capacity and stability to comply with the requirements of the contract.  

Officers should refer to the “Best Practice Guide  Evaluation Criteria” when evaluating 
tenders for Council. 

4.2 Negotiation 

Documents should be clear so as to minimise the need for post-tender clarification.  If no 
tender is acceptable, and Council seeks to negotiate an amended tender, negotiations 
must first be conducted with the initial best-value tenderer to achieve an acceptable 
tender.  In such negotiations, the Contract Supervisor must not trade-off one tenderers 
price against another in an attempt to obtain a lower price. Council must exhaust 
negotiations with the initial best value tenderer before negotiating with subsequent 
tenderers. Contract Supervisors must not negotiate with more than one tenderer at a time. 

4.3 Tender Evaluation Report  

A standard tender evaluation report shall be prepared for all tenders and forwarded to the 
Group Manger who is responsible for the project for approval and then to the CEO for 
signing. 

All members of an Evaluation Panel shall be signatories to the evaluation report, and the 
Contracts Administrator shall maintain a permanent record.  

4.4 Notification of Result 

Unsuccessful tenderers are to be advised in writing of the name and the net price of the 
successful tenderer and a Council point of contact should they wish to request feedback 
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relating to the basis of the decision identified in the tender documents. 

 

5 APPROVAL 

5.1 Authority to award Tenders 

In accordance with the instrument of delegation the Chief Executive Officer is authorised to 
approve the awarding of contracts to successful tenderers, based on the evaluation panel 
report, except in the following instances, where the Council will approve the awarding of 
tenders.  

 Tenders over $100,000, which are in excess of budgeted amount; 

 Tenders over $100,000, which involve and “In-house bid” from a Council Program 
against an external supplier. 

Where a local supplier lodges a tender submission and has been short-listed within the top 
three tenderers but is not recommended as the preferred tenderer. Council shall be 
informed prior to the Chief Executive Officer awarding the contract. 

5.2 Signing of Letters of Acceptance 

Letters of Acceptance for tenders should be signed by the Chief Executive Officer or the 
appropriate Director depending on financial delegation. 

 

5.3 Signing Contracts  

All contract agreements should be signed by the Chief Executive Officer or the appropriate 
Director depending on financial delegation. 

Two Councillors and the CEO shall sign any contracts required to be signed Under Seal. 

Note: The Sign off by a Councillor under seal is required where there is a set of 
documentation, supplied by the provider, which includes terms and conditions of trade or 
there is any form of deed.  

A contract should be signed under seal where there is a need to establish Councils 
document as precedent over other documents or where there is any form of securities held 
as part of the contract. 

 

6 CONTRACT ADMINISTRATION 

6.1 The Role of Contract Supervisor 

Swan Hill Rural City Council has adopted a de-centralised structure for reporting, 
administration and management of contracts. The requirements and outcomes of each 
contract are the responsibility of the Contract supervisor. 

6.2 The Role of the Contracts Administrator 

The Contracts Administrator is part of the Commercial Services Department, and shall 
provide support to the Contract Supervisor in all aspects of the preparation, administration 
and calling of Tenders, and shall control key processes and ensure that policies are being 
adhered to.  

6.3 Variations 

Contract variations, whilst not directly associated with the tendering process, should be 
reviewed in conjunction with the original tender evaluation report and appropriately 
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recorded. 

Variations to Contracts should be assessed against the original intent of the 
project/procurement plan to ensure best value is achieved. 

Variations should not exceed 10% of the original tender/quotation, variations greater than 
10% must be approved by a Director or the CEO. 

7 LEGAL AND POLICY FRAMWORK 

The importance of probity, transparency and fairness within Council’s Tendering 
procedures and practice cannot be overstated. The Tendering actions and outcomes 
should meet the requirements of the following policies and legislative framework, within 
which Council must operate.  

7.1 Local Government Act 1989 

Section 186 requires Council to invite tenders from any person wishing to undertake the 
contract for goods or services greater than $150,000 (Inclusive of GST), or for the carrying 
out of works,  greater than $200,000 (Inclusive of GST).. 

7.2 National Competition Policy  

Removes the competitive “advantage“ enjoyed by Government agencies (including local 
government) arising out of public ownership through the application of competitive 
neutrality.  

The Council must: 

 Adopt a structure to identify the relationships with its business activities; 

 Apply competitive neutrality pricing policies to remove competitive advantages; and 

 Adopt evaluation methods to recognise competitive neutrality.  

7.3 Trade Practices Act 1974 

Section IV of the Trade Practices Act imposes severe sanctions for anti-competitive 
conduct.  The broad categories of anti-competitive conduct, which is rendered unlawful by 
Part IV, are: 

 Price Fixing; 

 Resale Price Maintenance; 

 Primary Boycotts; 

 Misuse of Market Power; and 

 Exclusive dealings. 

There are severe penalties for Councils or employees for breaches of the Trade Practices 
Act. 

7.4 Competitive Neutrality Policy 

There is a requirement for Council to apply Competitively Neutral Pricing Principles when 
tendering against external or private companies.  The aim of the competitive neutrality 
policy is to ensure that where government’s business activities involve it in competition 
with private sector business activities, the net competitive advantages or disadvantages 
that accrue to a Government business are offset. 

All tenders submitted by Council must comply with the Competitively Neutral Pricing 
principles as outlined in the State Governments “Competitive Neutrality Policy Victoria 
2000”. 
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7.5 Best Value 

The “Best Value Principles” and “Factors to be Considered When Applying Best Value” by 
Council are required to be applied in all circumstances.  Details are as described in 
Appendix 1. 

7.6 Goods and Services Tax (GST) 

When calling for tenders, the value of GST should be included in the Tendered price 
unless the goods or services are GST exempt under legislation. 

7.7 Code of Tendering  

In general Council accepts the principles of the “Victorian Local Government Code of 
Tendering” together with the “Code of practice for the Building and Construction Industry”. 

The Council or its delegated authority reserves the right however, to vary any clause in the 
Code at its discretion, subject to appropriate attention of such variations and the reasons 
therefore being included within the tender specification document. Any such variations 
shall be brought to the attention of Council as part of the reporting procedures of the 
evaluation process. 

8 TENDERING PROCEDURES  

Councils “Tendering Procedures ” will be implemented, with updates as required to: 

 Address the principles in this policy; 

 Define Tendering processes; and  

 Provide guidance to balance the cost effectiveness of these methods against the 
value and complexity of goods and services being tendered. 

The established procedures shall ensure probity in the tendering process and to enable 
professional management of contracts. 

9 RELATED POLICIES & INFORMATION 

 Procurement Policy; 

 Best Practice Guide for Evaluation Criteria 

 Risk Management Policy; 

 Occupational Health and Safety Policy; 

 Equal Opportunity Policy; 

 Freedom of Information Policy; and 

 Privacy Policy. 

10 RESPONSIBILITY FOR TENDERING POLICY 

The Director Corporate Services is responsible for recommending changes to this policy to 
the Chief Executive Officer (CEO) as required.  Once approved by the CEO, the Director 
Corporate Services is responsible for the implementation of the Policy. 

11 BREACH OF POLICY 

Any serious breach of this policy will be dealt with under the provisions of the Council 
Discipline Policy. 

 

 

 

Signed:  CEO Date:  



Attachment 
3 

Tendering Procedure CORP 217 

 

 

- 96 - 

APPENDIX 1 

BEST VALUE 

The “Best Value Principles” and “Factors to be Considered When Applying Best 
Value” are required to be applied in all circumstances.   

The best value system aims to reinforce quality management and to assist in the 
governance practices of local government by ensuring that services are linked to 
the desires of our communities.  The government has sought a methodology for 
reviewing systems in order to achieve community focussed, high quality and 
efficient & effective services in local government. 

Best Value Principles 

In order to apply Best Value, a number of over-arching principles need to be 
engaged.  

When Council provides services to the community, they must comply with the 
Best Value Principles.   

There are six principles: 

1. All services must meet quality and cost standards. 

2. All services must be responsive to the needs of the community. 

3. A service must be accessible to those for whom it is intended. 

4. A Council must achieve continuous improvement in its provision of 
services. 

5. A Council must develop a program of regular consultation with its 
community in relation to the service it provides. 

6. A Council must report regularly, at least once a year, on its 
achievements to its community in relation to the Best Value Principles. 

Factors to be Considered When Applying Best Value 

In implementing its Best Value Principles program, a Council may take the 
following factors into consideration: 

 The need to review services against the best on offer in both the public 
and private sectors; 

 An assessment of value for money; 

 Community expectations and values; 

 The balance of affordability and accessibility; 

 Opportunities for local employment growth or retention; 

 The value of potential partnerships with other Council’s, State and 
Commonwealth governments; and 

 Potential environmental advantages for the council’s municipal district. 
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DIRECTIVE TITLE DELEGATION OF FINANCIAL AUTHORITY 

DIRECTIVE NUMBER DIR/CORP206 

 
PURPOSE 
The purpose of this Directive is to document the delegation of financial authority levels to 
Officers across the organization. 

APPLICATION 
This Directive applies to all employees. 

DIRECTIVE  

The Chief Executive Officer has principal responsibility for the determination for the 
delegation of financial levels. 

Where a contract is formally approved by Council, the relevant Manager/Officer has authority 
to spend against that contract up to the approved contract amount.  This authority is 
supplementary to the delegations in this directive. 

 All limits set should be within budget subject to the exclusion/inclusion of certain 
transactions. 

 Directors may approve an allowance of up to 10% variance to the budget (providing 
overall Directorate budgets will be met). 

 Delegations’ relating to investment and redemption of invested funds is separately 
identified in the Financial Investments Procedure. 

 Splitting of engagements is not permitted in accordance with Councils 
Procurement Procedure PRO/CORP 212D. 

DELEGATE 

DELEGATION 

WITHIN 
OPERATIONAL 

BUDGET 

WITHIN 
CAPITAL 
WORKS 
BUDGET 

COMMENTS 

INCLUDING GST 

EXECUTIVE 

 Chief Executive Officer $1,000,000 
 

$1,000,000 
 

 
 

CORPORATE SERVICES 

 Director Corporate Services 
 Finance Manager 
 Customer Services & Revenue Manager 
 Information Co-ordinator 
 Commercial Services Manager 
 Information & Technology Manager  
 Human Resources & Governance 

Manager 
 Media & Public Relations Coordinator 
 Risk Management Officer 
 Procurement Officer 

$250,000 
$100,000 
$100,000 
$50,000 
$100,000 
$100,000 
$100,000 
 
$50,000 
$30,000 
$30,000 

$500,000 
$100,000 
$100,000 
$50,000 
$150,000 
$150,000 
$100,000 
 
$50,000 
$30,000 
$30,000 

Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
 
Refer Notes 
Refer Notes 
Refer Notes 
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COMMUNITY & CULTURAL SERVICES 

 Director Community and Cultural 
Services 

 Community Care Services Manager 
 Family Youth & Children Manager 
 Packaged Care Regional Manager 
 Cultural Development & Libraries 

Manager  
 Art Gallery Director 
 Performing Arts Director 

$250,000 
 
$100,000 
$100,000 
$100,000 
$100,000 
 
$50,000 
$50,000 

$500,000 
 
$100,000 
$100,000 
$100,000 
$100,000 
 
$50,000 
$50,000 

Refer Notes 
 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
 
Refer Notes 
Refer Notes 

DEVELOPMENT & PLANNING 

 Director Development & Planning 
 General Manager-Pioneer Settlement 
 Economic Development Manager 
 Economic Development Officer 
 Development Manager 
 Planning-Team Leader 
 Municipal Building Surveyor 
 Public Health Services Team Leader 
 Regulatory Services Team Leader 

$250,000 
$100,000 
$100,000 
$30,000 
$150,000 
$100,000 
$100,000 
$50,000 
$50,000 

$500,000 
$100,000 
$100,000 
$50,000 
$250,000 
$100,000 
$100,000 
$50,000 
$50,000 

Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 

INFRASTRUCTURE 

 Director Infrastructure 
 Engineering Services Manager 
 Works Manager 
 Major Projects & Waste Manager 
 Assets Manager  
 Corporate Operations Manager 
 Community Facilitation Manager 
 Senior Environment Officer 
 Buildings and Properties Coordinator 
 Major Projects Coordinator 

$250,000 
$100,000 
$100,000 
$150,000 
$100,000 
$100,000 
$100,000 
$50,000 
$50,000 
$50,000 

$750,000 
$250,000 
$250,000 
$250,000 
$150,000 
$250,000 
$150,000 
$50,000 
$50,000 
$50,000 

Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 
Refer Notes 

OTHER 

 Authorised Staff $10,000 $10,000 Or less as 
approved by 
Program 
Manager 

 

RELATED DIRECTIVE/POLICY 
 

Procurement Policy POL/CORP 229 
Tendering Directive and Procedure – DIR/CORP217 
Purchasing Directive and Procedure – DIR/CORP212 
 

RELATED LEGISLATION 

Nil 

Signed:  CEO Date:  
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NOTES - CONDITIONS OF DELEGATION 

1. All expenditure shall be in accordance with Council’s Procurement Policy, Directive 
and Procedures. 

2. Unless otherwise specified, the delegated authority applies to expenditure approved 
in the Budget. 

3. Approval shall be sought from the relevant Director for any expenditure on 
unbudgeted items. 

4. With the exception of the CEO, financial authority is limited to expenditure incurred 
within ones area of responsibility only, unless approved in writing by the CEO or 
relevant Director.  Where a particular Director is unavailable to authorise a 
transaction within a reasonable timeframe another Director may authorise the 
transaction in their absence. 

5. No employee can authorise his / her own expense statement or reimbursement of 
any nature. 

6. Directors and above may approve consultancy works. 

7. All requests for IT equipment or maintenance should be directed to the IT Manager. 

8. The leasing or rental of plant and machinery for a prolonged duration should be 
referred to the Corporate Operations Manager for review. 

9. The Directors may authorise an officer to make contract certification payments of 
any value that is within the awarded contract sum.  

10. Acquisition and Disposal of property (land) is to be authorised by the Chief Executive 
Officer. 

11. In the case of a declared emergency situation that involves the activation of the 
Municipal Emergency Response Plan (MERP) or Business Continuity Plan (BCP) 
the Chief Executive Officer, relevant Director or designated Officers within the MERP 
or BCP may authorise reasonable unbudgeted expenditure in accordance with the 
operational need of the situation. 

12. The delegations above are Inclusive of GST (which can in most instances be 
claimed back by SHRCC).  

13. Program Managers shall nominate the Authorised Officers within their program to be 
delegated with a financial limit. 

14. Delegated limits for Authorised Officers as determined in item 13 shall be set 
between $100 up to $10,000 depending on each programs’ operational 
requirements. 

15. The CEO, Director Corporate Services, Finance Manager and Financial Accountant 
are authorised to prepare documentation in relation to obtaining new borrowings in 
accordance with the Local Government Act and within the limits of Council’s current 
Budget and approved by the Australian Loan Council.  Repayment of principal and 
interest instalments can be approved by these officers in accordance with loan 
schedules provided by the various banking institutions. 
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B.13.94 ROAD DISCONTINUANCE, ANZAC ROAD ROBINVALE 
 
Source: Procedural  
Department: Infrastructure 
File Number: 84-04-01         
 

Summary 

Following an approach by a local farmer, Council Officers have investigated the 
options available to Council to address the concerns of safety, dust and meeting 
Council’s commitment to seal roads adjacent to grape orchards.  Council identified 
that the road is not reasonably required as a road for public use and that an 
alternative is available, enabling the road to be discontinued.  Consequently a 
Council resolution is needed to proceed with the discontinuation process.  The land 
(formerly road) will revert to Crown Land under the Department of Environment and 
Primary Industry (DEPI).  DEPI has requested that Council create a separate lot for 
the narrow section of Road Reserve at the Northern end. 
 
 
 

Council Plan Strategy Addressed 

Responsible management of resources - We will continually improve the 
management of our finances, assets, systems and technology to achieve and 
maintain Best Value in our operations. 
 
 

Recommendations 

That Council: 

1. Being of the opinion that the road shown hatched on the attached plan is 
not reasonably required as a road for public use, commence statutory 
proceedings under Section 206 and Schedule 10 of the Local Government 
Act 1998 (the Act) to discontinue the road. 

2. If no submissions are received by the due date, proceed with the 
discontinuation by placing a notice in the Government Gazette. 

3. If necessary carry out works to prevent public access to the closed road. 

4. In the event of the road being discontinued, inform DEPI of the road 
discontinuation and transfer the land to Crown Land. 

 

Policy Implications 

N/A 
 
 
Financial and Resource Implications 
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The process will cost approximately:- 
For closing the road 

 $    300 in advertising, and public consultation fees 
 $ 2 100 for survey and creation of easement (Powercor) 
 $ 2 400 to decommission road, fence and other site works. 

Total of $ 4 800 
 

It should be noted that in the event that discontinuance is not optional the cost to 
upgrade the road by sealing it will be in the region of 
           $ 50 000 
based on the minimum of 500m of the road. 
 
Triple Bottom Line Impact 

Environmental – This project will enhance the natural environment by increasing the 
native vegetation and provide fauna with a nature corridor in the 
localised area. 

Social – Limited to none, as there is an alternative sealed road available. 

Economic – This project reduces Council’s financial liability long term by 
reducing ongoing maintenance costs and improving safety. 

 

 
Fig 1 
Diagram of extent of ANZAC road to be discontinued and power line requiring 
easement 
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Fig 2 
Part of ANZAC road discontinuance (Northern End), to be created as a separate lot 
for private sale or license. 
 
 
Background 

A land owner adjacent to the section of ANZAC road (see fig 1 below) approached 
Council recently, with a concern that the road in question is very close to his 
cultivated land, posing a potential accident hazard between road and agricultural 
machinery.  In addition the traffic creates a dust problem for his grape crop, by 
reducing quality and increasing the chance of disease.  There is an alternative route 
for motorists by using the Robinvale-Sea Lake road which runs parallel and on the 
other side of the railway line. 
 
During discussion the options of upgrading the road in line with Council’s Asset 
Management Plan, to seal roads adjacent to fruit cultivation, or the potential to close 
the road were discussed.   The preferred option is for Council to discontinue the road 
and return the land to the Crown.  Since the road is a Government Road on Crown 
Land Road Reserve, the land reverts to the Crown after discontinuation.  DEPI have 
been consulted and they have requested that a separate lot be created at Gazettal, 
for the land adjacent to the orchard encroaching on the road, this ties in with our 
need to create an easement for the power line and the surveyor can achieve both on 
the Title Plan associated with the Registrar’s notification following Gazettal. 
 
Issues 

There will be costs as highlighted above. 
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Consultation 

Following consultation with utilities, local land owners and DEPI, the proposed road 
deviation will be advertised in the local newspaper in accordance with Section 223 of 
the LGA. 
 
Options 

Nil 
 
Conclusion 

Council in the interest of meeting its commitments to fruit growers, rationalising 
Council’s assets and improving safety, wish to discontinue the road in accordance 
with the Act and return the land to the Crown. 
 
or  
 
Council can decide not to close the road and make arrangements to meets its 
commitments to fruit growers by upgrading, the Northern 500m section of the road, 
to a sealed road. 
 
 
 

Attachments 
Nil. 
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B.13.95 ASSET NAMING SUB COMMITTEE UPDATE 
 
Source: Procedural  
Department: Infrastructure 
File Number: 42-28-06         
 

Summary 

The minutes of the Asset Naming Sub-Committee Meeting held on the 5 February 
2013 and 9 July 2013 are attached to this report and contain a number of 
recommendations for asset naming and names to be added to the Asst Naming 
Master List. 
 
 

Council Plan Strategy Addressed 

Infrastructure - We seek to ensure appropriate infrastructure is available to continue 
our economic growth. 
 
 

Recommendations 

That Council: 

1. Accept the Minutes of the Asset Naming Sub-Committee from 05 February 
2013 and 9 July 2013. 

2. Rename the North Park Oval to GURNETT Oval in honour of the Gurnett 
Family and their considerable commitment to North Park Oval since the 
early sixties. 

3. Rename the unnamed Government Road in Nyah to JOHNS LANE. 

4. Rename the two small parks in the Tower Hill Subdivision being Reserve 
No.7 to GREENHAM Park and Reserve No.6 to GILLIAN DAY Park. 

5. Add the name PISASALE to the Asset Naming Master List in honour of 
the considerable contribution that Pam Pisasale has made to the 
Robinvale Community. 

6. Add the name MANSON to the Asset Naming Master List in honour of 
their contribution to the Woorinen area. 

7. Add the name KILMARTIN to the Asset Naming Master List in honour of 
their contribution to the Swan Hill Rural City Municipality. 

8. Add the name MATHISKE to the Asset Naming Master List in honour of 
their contribution to the Swan Hill Rural City Municipality 
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Policy Implications 

The endorsement of the above recommendations is compliant with the direction of 
the Asset naming Policy’s purpose and application. 
 
Financial and Resource Implications 

There will be minimal costs associated with the purchase and installation of signs. 
 
Triple Bottom Line Impact 

The correct naming of presently un-named roads is necessary to further assist the 
rural addressing program. 
 
The Asset Naming Master List is reviewed regularly by the Asset Naming Sub-
Committee and provides the community with an opportunity to recognise residents 
who make a positive contribution to the Municipality. 
 
A small allocation of funds will be required. 
 
Background 

Correspondence is periodically received from residents and Government 
Representatives concerning the naming of roads and community assets.  The Asset 
Naming Sub Committee meets on an as needs basis, depending on the number of 
outstanding requests.  The Committee is chaired by the Deputy Mayor – and also 
includes Councillor Katis, along with community representative(s) and a number of 
Council staff. 

 
The suggested alterations and additions to the Asset Naming Master List have all 
been assessed by the Committee for their relevance to the particular location of the 
asset to carry the name and for the purpose of verifying the information provided by 
residents when applying for a name to be added to the Master List. 
 
With respect to the recommendations contained in this report all the names have 
been verified by the Committee. 
 
Issues 

Nil 
 
 
Consultation 

The proposed changes have been advertised.    
No negative feedback has been received. 
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Options 

1. Accept the recommendation of the Asset Naming Sub-Committee and 
implement them immediately. 

 
2. Disagree with the recommendations of the Asset Naming Sub-Committee and 

reconvene the group to provide an alternative to Council. 
 
 
Conclusion 

The recommendations of the Committee have been suitably researched to enable 
Council to endorse the decision and implement the actions contained. 
 
 

Attachments 
1  Asset Naming Sub-Committee Minutes 5 February 2013  
2  Asset Naming Sub-Committee Minutes 9 July 2013  
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ASSET NAMING  
SUB-COMMITTEE  

 

MINUTES 
 
 

Tuesday, 05 February 2013 

Executive Meeting Room  

Swan Hill Rural City Council 

 
 

Attendees: 

Members of Committee: 

 

 

In Attendance: 

 

Councillor Greg Cruickshank (Chair Person) 

Councillor John Katis 

 

 

Steve Matthews, Acting Director of Infastructure 

Morgan James, Planning Officer 

Sandy Guy, Property Officer 

Mrs Jan Guse, Swan Hill Genealogical & Historical Society 

Graham jarvie, Technical officer - Survey 

 

Apologies 

 

1. Welcome  

 

Discussion:           Greg Cruicshank declared the meeting open at 10.08am and welcomed everyone        

                              to the Asset Naming Sub- Committee Meeting for 05 February 2013.     

      

2. Confirmation of Minutes – Tues, 27 March 2012  

 

Discussion:            Moved     Morgan James 

                             Seconded Jan Guse 

                             CARRIED 

 

3 Confirmation of action taken from last meeting  
 

N/A 
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4 Robinvale Irrigation District  
 

 

Discussion:     Geographic names have advised approval subject to receiving a copy of Council minutes 

accepting  

                       the proposal. 

 

Conclusion:     Motion to be sent to Council to ramify this at the Next Council Meeting. 

 

Moved:            Jan Guse 

Seconded:       John Katis 

 

5 Nyah Nyah West detailed historical relevance to be used for 

unnamed roads. 

 

 

 

Discussion:     There are no roads named in the suggested list in 100km of the municipality. 

 

Conclusion:     Names and historical relevance accepted and to be added to Asset naming Master List. 

 

Moved:          John Katis 

Seconded:     Steve Matthews 

 

6 Naming of unnamed Government road in Nyah  
 

 

Discussion:     Unsure if this road has been marked for closure.  Committee chose the name Johns Lane 

from the  

                        Asset Naming Master List. 

 

Conclusion:     Check with Assets Manager to ensure not a listed road to be closed.  Advertise the intention 

to name  

                        the road Johns Lane selected from the Asset Naming Master List. 

 

Moved:         Jan Guse 

Seconded:    Graham Jarvie 

 

7 Naming of unnamed reserves Tower Hill  
 

 

Discussion:      Two small parks in the Tower Hill subdivision, reserve No7 surrounding the water tower and     

                        reserve No6 facing Ritani Court .  Committee discussed names from Asset Naming Master 

List,  

                        reserve No.7 to be Greenham Park and reserve No.6 to be Gillian Day Park 

 

Conclusion:     Advertise the intention to name the reserves Greenham Park and Gillian Day Park.  Discuss 

with  

                       Geographic names the possibility of naming reserve no.6 two names.  Advise Lower Murray 
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Water 

                       about the naming for reserve no.7. 

Reserve No.6                                                Reserve No.7 

Moved:         Steve Matthew                         Moved:   John Katis 

Seconded:     Jan Guse                                  Seconded:   Graham Jarvie 

 

8. Naming of small park in Beveridge Street to Joe Crowe Park  
 

 

Discussion:     Two submissions received from John Crowe and Peter Murray to name the small park in 

Beverdige. 

                       Street Joe Crowe Park, historical evidence provided with the submissions.  The park in 

Beveridge  

                     

                        Street is not Council owned and not maintained by Council.  The park is owned by Lower 

Murray 

                        Water.   

                      

Conclusion:       Contact Lower Murray Water to advise of the requests and provide them with the 

submissions and 

                         historical information for their consideration.   Respond to Peter Murray and John Crowe to    

                         advise of the outcome and that Lower Murray Water have been notified.  Add Joe Crowe to 

the 

                         Asset Naming Master List. 

 

Moved:   Graham Jarvie 

Seconded:   John Katis 

9 Renaming North Park Oval  
 

 

Discussion:      A submission from Ross Cleeland has been received for  consideration to rename North Park 

Oval                        

                        to Gurnett Oval.  Request had been submitted previously in 2009.  Gurnett is already on 

Asset  

                        Naming Master List. 

 

Conclusion:     Advertise the intention to rename the North Park Oval.  Written response to Ross Cleeland 

to 

                        advise the  outcome. 

 

Moved:   Steve Matthews 

Seconded:   John Katis 

 

10 Other Business  
 

 

Discussion:      Submissions receivedto have names added to the Asset Naming Master List. 

                        John Katis “Pam Pisasale” 



Attachment 1 Asset Naming Sub-Committee Minutes 5 February 2013 
 

- 110 - 

                        Norm Mathiske “Mathiske” 

                        Dorothy Price nee Manson “John Adrian Manson” 

                        Bill Stemmer “Jack Kilmartin” 

                        John Katis also wanted to know the progress of a sign for Harradine Park. 

 

Conclusion:     All names to be added to Asset naming Master List.  Correspondence to be sent to advise of 

the  

                       Successful additions to Asset Naming Master List.  To check previous minutes and reflect for  

                        progress of sign for Harradine Park. 

 

Moved:   Steve Matthews 

Seconded:   Graham Jarvie 

 

 

Meeting Closed at 11.25AM 

Next Meeting –  

TBA 
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ASSET NAMING  
SUB-COMMITTEE  

 

MINUTES 
 
 

Tuesday, 09 July 2013 

Executive Meeting Room  

Swan Hill Rural City Council 

 
 

Attendees: 

Members of Committee: 

 

 

In Attendance: 

 

Councillor Greg Cruickshank (Chair Person) 

Councillor John Katis 

 

 

Sandy Guy, Revenue Officer 

Mrs Jan Guse, Swan Hill Genealogical & Historical Society 

Graham jarvie, Technical officer - Survey 

 

Apologies 

David Leahy, Director of Infrastructure 

Morgan James, Planning Officer 

Des Martin, GIS Officer 

1. Welcome  

 

Discussion:           Greg Cruicshank declared the meeting open at 10.00am and welcomed everyone        

                              to the Asset Naming Sub- Committee Meeting for 09 July 2013.     

      

2. Confirmation of Minutes – Tues, 05 February 2013  

 

Discussion:            Moved     John Katis 

                             Seconded Graham Jarvie 

                             CARRIED 

 

3 Confirmation of action taken from last meeting  
 

N/A 
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4 Naming of small park Beveridge Street to Joe Crowe Park  
 

 

Discussion:     Letter received from Lower Murray Water and on discussion with Sandy Guy they have  

                        requested for Council’s Asset Naming Sub-Committee to submit to The Office of  

                        Geographic Names  on their behalf and for a sign to be erected at SHRCC expense. 

 

Conclusion:     Lower Murray Water to be sent a copy of Geographic Names Guidelines and Procedures as  

                         they should be submitting this themselves and related expenses should be theirs. 

 

Moved:            John Katis 

Seconded:       Jan Guse 

 

5 Section of Road in Annuello to be named  
 

 

Discussion:     There are no names for the town Annuello on the Master List.  Jan Guse provided the name  

                        Arthur Thomas Drinkwater and Historical information to support the suggested name. 

 

Conclusion:     Name and historical relevance accepted and recommended to name the section of the road 

                         Drinkwater Road . 

 

Moved:          Jan Guse 

Seconded:     John Katis 

 

6 Recommendations have been advertised no objections   
 

 

Discussion:     North Park Oval, Swan Hill to be named GURNETT OVAL 

                        Unnamed Government Road, Nyah, to be named JOHNS LANE 

                        Unamed park, Reserve No.6, Tower Hill, to be named GILLIAN DAY PARK 

                        Unnamed park, Reserve No.7, Tower Hill, to be named GREENHAM PARK 

 

Conclusion:     Recommend to Council for confirmation and approval. 

 

Moved:         John Katis 

Seconded:    Graham Jarvie 

 

7 Adopted Asset Naming Policy to be discussed  
 

 

Discussion:      Recently adopted Asset Naming Policy and Procedure is not compliant with The Office 

                         Of Geographic Names. 

 

Conclusion:     Asset Naming Sub-Committee to conduct a review to comply with The Office of  

                         Geographic Names Policies and Guidelines. 
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Moved:         John Katis 

Seconded:   Graham jarvie 

8. Other Business  
 

 

Discussion    Park located beneath Robinvale Bridge, to be named Harradine Park has been confirmed at  

                      Council but not submitted to The Office of Geographic Names for Gazzetal.       

                         

                      

Conclusion:   Sandy to locate all relevant documents to initiate the proposal to Geographic Names for  

                       Gazzetal. Sign to be ordered.     

 

Discussion:   The Office of Geographic Names have sent an invitation to attend their information session 

                      On a new project that is being launched to name roads, suburbs and other geographic  

                      Features in honour of Victorian war veterans. 

 

Conclusion:  All of the Asset Naming Sub-Committee to attend and an invitation also to be sent to CEO and 

                      Councillors. 

                         

Moved:   Graham Jarvie 

Seconded:   John Katis 

 

Meeting Closed at 11.25AM 

Next Meeting –  

TBA 
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SECTION C – DECISIONS WHICH NEED ACTION/RATIFICATION 

C.13.13 SIGN AND SEAL REPORT 
 
Source: Procedural  
Department: Chief Executive 
          
 

Summary 

The following documents and agreements have been signed and sealed by the 
Councillors and the Chief Executive Officer on the respective dates. Those actions 
require the ratification of the Council. 
 
 

Recommendation 
 
That Council ratify the actions of signing and sealing the documents under 
delegation as scheduled. 
 
 

 

Policy Implications 

Nil 
 
Financial and Resource Implications 

Nil 
 
Triple Bottom Line Impact 

Not applicable 
 
Background 

During the course of any month Council is required to sign and seal a range of 
documents arising from decisions made on a previous occasion(s). Examples 
include sale of land, entering into funding arrangements for Council programs etc.  
 
As the decision to enter into these agreements has already been made, these 
documents are signed and sealed when received, with Council ratifying the signing 
and sealing at the next Council meeting. 
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Issues 

The following documents were signed and sealed since the last Council meeting: 

No. Document Type Document Description Date 
signed/sealed 

526 
Occupancy Lease 
– Natya Public Hall 
Lease 

Between Swan Hill Rural City Council 
and Natya Country Fire Authority Inc. 

18/07/2013 

527 

Section 173 
Agreement – PP 
2012/95 – Three 
lot consolidation 
and dwelling 
excision in the 
farming zone and 
land subject to 
inundation overlay 
at 257 and 266 
Murraydale Road 

Between Swan Hill Rural City Council 
and C.P.Atkin (first owner) and 
Dulgaran Pty Ltd (second owner). 

18/07/2013 

528 

Section 45 
Transfer of Land 
Act 1958 Volume 
11371 Folio 469 – 
Tower Hill Stage 7 
– Transfer of Lot 
275, Tea Tree 
Drive. 

Between Swan Hill Rural City Council 
and D.G.Gleeson 

22/07/2013 

 
 
Consultation 

Not Applicable 
 
Options 

Not Applicable 
 
Conclusion 

Council authorise the signing and sealing of the above documents. 
 

Attachments 
Nil. 
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C.13.14 COUNCILLOR ASSEMBLIES - RECORD OF ATTENDANCE AND 
AGENDA ITEMS 

 
Source: Procedural  
Department: Chief Executive 
          
 

Summary 

The Local Government Act 1989 requires that the details of Councillor Assemblies 
be reported to Council meetings on a monthly basis. 
 
 
 

Council Plan Strategy Addressed 

Councillor and Staff accountability - Council will represent the interests of our 
community and will conduct its affairs openly and with integrity, reflecting high levels 
of good governance. 
 
 

Recommendation 

That Council note the contents of the report. 

 
 

Policy Implications 

Council must comply with the requirements of the Local Government Act 1989. 
 
Financial and Resource Implications 

Nil 
 
Triple Bottom Line Impact 

Nil 
 
Background 

The State Government has amended the Local Government Act 1989 which requires 
Council to report on Councillor Assemblies. 
 
Whilst Minutes do not have to be recorded, Agenda items and those in attendance 
must be, and a report presented to Council. 
 
An assembly of Councillors is defined as a meeting that is planned or scheduled at 
which at least half of the Council and one Officer are in attendance, and where the 
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matters being considered that are intended or likely to be the subject of a Council 
decision. 
 
No formal decisions can be made at an assembly but rather direction can be given 
that is likely to lead to a formal decision of Council. 
 
Details of the most recent assemblies of Council are attached. 
 
Issues 

Nil 
 
Consultation 

Nil 
 
Options 

Council must comply with the legislation. 
 
Conclusion 

In accordance with the legislation details of the assemblies as required are attached. 
 
 

Attachments 
1  COUNCILLOR ASSEMBLIES ATTENDANCE AND AGENDA  
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COUNCILLOR ASSEMBLIES ATTENDANCE AND AGENDA 
23 July, 2013 at 1.00pm  
TOWN HALL (COUNCIL CHAMBERS), SWAN HILL 
CANCELLED DUE TO LACK OF QUORUM 
 
COUNCILLOR ASSEMBLIES ATTENDANCE AND AGENDA 
30 July, 2013 at 1.15pm  
TOWN HALL (COUNCIL CHAMBERS), SWAN HILL 
 
AGENDA ITEMS 

 Media Policy 

 Community Satisfaction Survey Results 

 Procurement Documents 

 Domestic Waste Management Plan and OP Policy 

 Loddon Mallee Regional Growth Presentation 

 Grampians Wimmera Mallee Water (GWMWater) 

 C47 and Planning Updates 

 Anzac Road - Robinvale 
 

ADDITIONAL ITEMS DISCUSSED 

 - 
 

ATTENDANCE 
Councillors 

 Councillor Greg Cruickshank 

 Councillor Jessie Kiley 

 Councillor Gary Norton 

 Councillor Jim Crowe 

 Councillor Les McPhee 

 Councillor Michael Adamson  

 Councillor John Katis 
 

Apologies 

 Nil 
 

Officers 

 Dean Miller, Chief Executive Officer 

 David Leahy, Director Infrastructure 

 Bruce Myers, Director Community & Cultural Services 

 David Lenton, Director Corporate Services 

 Ken Symons, Commercial Services Manager 

 Vige Satkunarajah, Building and Properties Coordinator 

 Roger Lambert, Assets Manager 

 Mel Bennett, Public Health Services Team Leader 

 Helen Morris, Human Resources Manager 

 Rebecca Clark, Governance Officer 

 Claire Leunig, Media Coordinator 
 

Other 

 Mark Williams, Grampians Wimmera Mallee Water 

 Peter Vogel, Grampians Wimmera Mallee Water 

 Robert Rourke, DPCD – Loddon Mallee Region 
CONFLICT OF INTEREST 
Nil 
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COUNCILLOR ASSEMBLIES ATTENDANCE AND AGENDA 
6 August, 2013 at 1.00pm  
TOWN HALL (COUNCIL CHAMBERS), SWAN HILL 
 
AGENDA ITEMS 

 Councillor Only Session 

 Lake Boga Water Heights 

 Council’s view on meeting with the candidates for the Federal Seat 
Mallee 

 Swan Hill Yamagata Club Inc. 

 Weed Warrior Program 

 Murray Regional Tourism Board Briefing 

 Public Health and Wellbeing Plan 

 S5 and S6 Delegations 

 Audit Committee Chair Appointed 
 

ADDITIONAL ITEMS DISCUSSED 

 - 
 

ATTENDANCE 
Councillors 

 Councillor Greg Cruickshank 

 Councillor Jessie Kiley 

 Councillor Jim Crowe 

 Councillor Les McPhee 

 Councillor Michael Adamson  

 Councillor John Katis 
 

Apologies 

 Councillor Gary Norton 
 

Officers 

 Dean Miller, Chief Executive Officer 

 David Leahy, Director Infrastructure 

 Bruce Myers, Director Community & Cultural Services 

 David Lenton, Director Corporate Services 

 Andrew Bruggy, Manager Engineering Services 

 Mel Bennett, Public Health Services Team Leader 

 Janelle Earle, Economic Development Officer 

 Fiona Gormann, Community Planning and Development Officer 
 

Other 

 Joy Jones, Paul Martin, Kim Cross and Marie Schlemme Yamagatta 
Club Inc 

 Bruce Jones, Weed Warrior Program 

 Mark Francis, CEO Murray Regional Tourism Board 

 Greg Roberts, Deputy Chair Murray Regional Tourism Board 
 

 

CONFLICT OF INTEREST 
Nil 
 
COUNCILLOR ASSEMBLIES ATTENDANCE AND AGENDA 
13 August, 2013 at 1.00pm  
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INFORMATION CENTRE (EDU), SWAN HILL 
 
AGENDA ITEMS 

 Swan Hill Inc Annual Marketing Plan and Budget & Special Rates 
Renewal 

 Media Policy 

 Planning Application 2013/32 Finch (Application lapsed on 2 August) 

 Application for Planning Permit 2013/44: Raudino (recommend refusal) 

 VCAT order, 24 Yana Street 

 VCAT order, 3 Sea Lake Road – Swan Hill Road 

 Application for Planning Permit 2012/66: Boarding Kennel (notification 
of whether or not an appeal has been submitted to VCAT) 

 
 

ADDITIONAL ITEMS DISCUSSED 

 - 
 

ATTENDANCE 
Councillors 

 Councillor Greg Cruickshank 

 Councillor Jessie Kiley 

 Councillor Jim Crowe 

 Councillor Les McPhee 

 Councillor Michael Adamson  

 Councillor John Katis 
 
 

Apologies 

 Councillor Gary Norton 
 

Officers 

 Dean Miller, Chief Executive Officer 

 David Leahy, Director Infrastructure 

 Bruce Myers, Director Community & Cultural Services 

 David Lenton, Director Corporate Services 

 Janelle Earle, Economic Development Officer 

 Helen Morris, Human Resources Manager 

 Claire Leunig, Media Coordinator 

 Andrew Bruggy, Manager Engineering Services 

 Vige Satkunarajah, Building and Properties Coordinator 

 Alan McNeil, Planning Team Leader 

 Morgan James, Planning Officer 
 

 

Other 

 Murray Ray, Chairman Swan Hill Inc. 

 Rebecca Dick, Swan Hill Inc. 
 

 

CONFLICT OF INTEREST 
Nil 
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SECTION D – NOTICES OF MOTION  
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SECTION E – IN CAMERA ITEMS 

B.13.88 IN CAMERA CONSIDERATION OF CONFIDENTIAL REPORT 
 
Source: Procedural  
Department: Corporate Services 
File Number: 42-02-03 
 
Summary 
 
Council needs to close the meeting to the public while the next item is considered 
because the item relates to confidential matters. 
 
Council Plan Strategy Addressed 

Not applicable 
 
  
 
Recommendations 
 
That Council close the meeting to the public on the grounds that the matter to 
be considered is confidential.  
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SECTION F – URGENT ITEMS NOT INCLUDED IN AGENDA  

SECTION G – TO CONSIDER & ORDER ON COUNCILLOR REPORTS 


