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1.DECLARATION OF OPENING

2.RECORD OF ATTENDANCE AND APOLOGIES

Committee Member

Cr. P. Kelly Chair Town of Claremont

Cr. A. Maurice Member Town of Cottesloe

Cr. R. deVries Member City of Subiaco

Staff

S Devenish Chief Executive Officer WMRC

C Francis Finance & Customer Service Officer WMRC

Apologies

Cr. P Macintosh Member Shire of Peppermint Grove
Y Wang Manager Corporate Services WMRC
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3.CONFIRMATION OF PREVIOUS MINUTES

3.1 CONFIRMATION OF PREVIOUS MINUTES OF THE AUDIT AND RISK
MANAGEMENT COMMITTEE MEETING

Responsible Officer: CEO
Date: 26 September 2024
Attachment: nil

Minutes of the Audit and Risk Management Committee meeting which was held on 30 November
2023 were circulated previously under a separate cover and are to be found at this link with
attachments here.

RECOMMENDATION

3.1.1 The Audit and Risk Management Committee confirm the minutes of the WMRC Audit
and Risk Management Committee meeting held on 11 March 2024 as a true and correct
record.

Audit and Risk Management Committee Agenda 26 September 2024 4
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4. REPORTS OF COMMITTEES AND OFFICERS

4.1 OAG INTERIM AUDIT MANAGEMENT LETTER TO CHAIRMAN

Responsible Officer: CEO
Date: 26 September 2024
Attachment: 4.1A Interim Management Letter to Chairperson - Western Metropolitan

Regional Council - 30 June 2024

4.1B Interim Management Letter Attachment - Western Metropolitan
Regional Council - 30 June 2024

PURPOSE

This report presents the outcomes of the 2023-24 Interim Audit undertaken by the Office of the
Auditor General.

BACKGROUND

Auditors have completed the interim audit for the year ended 30 June 2024. Auditors performed this
phase of the audit in accordance with our audit plan. The focus of our interim audit was to evaluate
the overall control environment and to obtain an understanding of the key business processes, risks
and internal controls relevant to our audit of the annual financial report.

DETAILS

The Office of the Auditor General draws attention to the attached listing of deficiencies identified
within internal controls along with other matters observed during the course of the interim audit.
These matters have been discussed with management and responses are included within
attachment 4.1B. The matters reported are limited to those deficiencies that were identified during
the interim audit that we have concluded are of sufficient importance to merit being reported to
management.

COMMENTS

The changes outlined in the management response have been implemented and effective since July
2024. The main issues were caused by the vacancy of Manager Corporate Services position, which
has now been filled since March 2024.

VOTING REQUIREMENT

Simple majority

AUDIT AND RISK COMMITEE RECOMMENDATION

4.1.1 Audit and Risk Committee note the outcomes of the audit undertaken bv the
Office of Auditor General for year 2023/24 and the changes subsequently
implemented to address issues arising.
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4.2 REGULATION 17 AND REGULATION 5 SCHEDULE UPDATE

Responsible Officer Chief Executive Officer
Date: 26 September 2024
Attachments: 4-2A Reg 5 and Reg 17 Review Schedule

4-2B FP1- Purchasing 10092024
4-2C FP4 - Payroll & Superannuation 10092024
4-2D FP14 - Reconciliation 21082024

PURPOSE

Regulation 17 of the Local Government (Audit) Regulations 1996 and Regulation 5(2)(c) of the Local
Government (Financial Management) Regulations 1996 have been reviewed. This report provides
an update on the progress of actions against recommendations arising from the review and a
timeframe for remaining matters.

BACKGROUND

Regulation 5(2)(c) of the Local Government (Financial Management) Regulations 1996 requires a
CEO to review and report on the appropriateness and effectiveness of the financial management
systems and procedures of the local government regularly (and not less than once in every 3 financial
years).

Regulation 17 of the Local Government (Audit) Regulations 1996 requires a CEO to review the
appropriateness and effectiveness of a local government’s systems and procedures in relation to:

1. Risk management
2. Internal control; and
3. Legislative compliance.

Regulation 17 prescribes that the CEO’s review may not be less than once in every three financial
years; and requires the CEO to report to the audit committee the results of that review.

Across the 2 reviews, there were 29 recommended actions in all. While no recommendations were
listed as high priority, 13 were noted as moderate and 16 as low priority.

DETAILS

Attachment 4-2A schedules all recommended actions along with an update of status and or
scheduled date for action. Actions undertaken are also summarized:

Financial Management Regulation 5 review

Since July 2024, WMRC has updated 3 financial procedures, including:

e Bank reconciliation (Approval Process)
e Payroll
e Credit card transactions
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Further management practices have been revised as included at attachments 4-2B to 4-2D. The
updated practices ensure purchasing, payroll (including superannuation) and reconciliations are
undertaken with due control processes.

Audit Regulation 17 review
Since April 2024, WMRC has completed 8 review, including:

Legislative compliance policy

CEO Performance Review

Appointment of Acting Chief Executive Officer

Standards for CEO Recruitment, Performance and Termination
Electronic Meetings

Internal Control Policy

Use of Common Seal

Reserves Funding Policy

RISK MANAGEMENT

This report presents the result of a review into specific areas of risk management with a focus in the
following areas of the Corporate Risk Register:

Reputational (R6)

Governance (G2, G3, G5, G6, G7)

Strategic (S1, S2, S3)

Commercial & Legal (C3, C4)

Information Technology (IT1, IT2, IT5)

Financial (F4, F6)

Human Resource Management (H1, H4,H5, H6)
Operational (O5)

COMMUNICATION AND CONSULTATION
Nil

REPORT IMPLICATIONS

Legislation and Policy Alignment
Local Government (Audit) Regulation 17

Local Government (Financial Management) Regulation 5(2)(c)

Business and Strategic Alignment
SCP Action 5: Maintain a strong and capable organisation
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COMMENTS

The action schedule demonstrates tasks are being progressed to satisfy the recommendations of
the independent audit. It is recommended that the Committee recommend to Council endorsement
of the updated practices.

VOTING REQUIREMENT

Simple majority.

RESPONSIBLE OFFICER RECOMMENDATIONS

4.2.1 The Audit and Risk Management Committee recommends Council endorse
management procedure for FP1- Purchasing.

4.2.2 The Audit and Risk Management Committee recommends Council endorse
management procedure for FP4 — Payroll & Superannuation.

4.2.3 The Audit and Risk Management Committee recommends Council endorse
management procedure for FP14- Reconciliation

5.CONFIDENTIAL REPORTS

6.GENERAL BUSINESS

7.CLOSURE OF MEETING

8.NEXT MEETING

To be advised.
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OAG

Office of the Auditor General

Serving the Public Interest

Our Ref: 8386 7th Floor, Albert Facey House
469 Wellington Street, Perth

Mail to: Perth BC

Cr Paul Kelly PO Box 8489
Chair PERTH WA 6849
Western Metropolitan Regional Council Tel: 08 6557 7500
PO Box 47 Email: info@audit.wa.gov.au

MOSMAN PARK WA 6912

Email: pkelly@claremont.wa.gov.au

Dear Cr Kelly

ANNUAL FINANCIAL REPORT
INTERIM AUDIT RESULTS FOR THE YEAR ENDED 30 JUNE 2024

We have completed the interim audit for the year ended 30 June 2024. We performed this
phase of the audit in accordance with our audit plan. The focus of our interim audit was to
evaluate the overall control environment, but not for the purpose of expressing an opinion on
the effectiveness of internal control, and to obtain an understanding of the key business
processes, risks and internal controls relevant to our audit of the annual financial report.

Management control issues

We would like to draw your attention to the attached listing of deficiencies in internal control
and other matters that were identified during the course of the interim audit. These matters
have been discussed with management and their comments have been included on the
attachment. The matters reported are limited to those deficiencies that were identified during
the interim audit that we have concluded are of sufficient importance to merit being reported to
management.

This letter has been provided for the purposes of your local government and may not be
suitable for other purposes.

We have forwarded a copy of this letter to the CEO. A copy will also be forwarded to the
Minister for Local Government when we forward our auditor’s report on the annual financial
report to the Minister on completion of the audit.

Feel free to contact me on 6557 7551 if you would like to discuss these matters further.

Yours sincerely

Suraj Karki
Assistant Director
Financial Audit

9 August 2024

Attach



Attachment 4-1B

ATTACHMENT
NAME OF ENTITY: WESTERN METROPOLITAN REGIONAL COUNCIL
PERIOD OF AUDIT: YEAR ENDING 30 JUNE 2024
FINDINGS IDENTIFIED DURING THE INTERIM AUDIT
Potential .
- impact on . Prior
Index of findings . Rating year
audit R
i finding
opinion
Significant | Moderate | Minor
1. Inconsistent hourly rate No v NA
2. Review qu Bank No v v
Reconciliations
3. Supplier Masterfile No v v
4. Journal Entries No v NA

Key to ratings

The Ratings in this management letter are based on the audit team’s assessment of risks and
concerns with respect to the probability and/or consequence of adverse outcomes if action is not
taken. We give consideration to these potential adverse outcomes in the context of both
quantitative impact (for example financial loss) and qualitative impact (for example inefficiency,
non-compliance, poor service to the public or loss of public confidence).

Significant - Those findings where there is potentially a significant risk to the entity should
the finding not be addressed by the entity promptly.

Moderate - Those findings which are of sufficient concern to warrant action being taken
by the entity as soon as practicable.

Minor - Those findings that are not of primary concern but still warrant action being
taken.
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ATTACHMENT

NAME OF ENTITY: WESTERN METROPOLITAN REGIONAL COUNCIL
PERIOD OF AUDIT: YEAR ENDING 30 JUNE 2024
FINDINGS IDENTIFIED DURING THE INTERIM AUDIT

1. Inconsistent hourly rate

Finding

We noted that one out of 20 employees sampled in a selected pay run, was paid on a rate
($29.98 per hour) different to the pay rate as per the employment contract or incremental letter
($30.80 per hour).

Rating: Moderate

Implication

Inconsistent application of hourly rate has resulted in an underpayment to the employee by
approximately $1,592. While management has contacted the employee regarding this
discrepancy, the payment has not yet been processed as the employee has not confirmed their
bank details.

Recommendation
Management should rectify the error and review current process to ensure that adequate
controls are in place to prevent errors being made in the payroll preparation process.

Management comment

WMRC accepts this finding. The accident was due to absent from the Manager of Corporate
Services for checking any payroll related updates. The back pay has been processed in our
Payroll System and in the meanwhile waiting for the response from former employee to confirm
the bank account details.

Currently the role of Manger Corporate Services has been filled at the permanent base, WMRC
believes the likelihood of this occurrence is sufficiently mitigated.

Responsible person: Manager Corporate Services
Completion date: 8 August 2024
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ATTACHMENT

NAME OF ENTITY: WESTERN METROPOLITAN REGIONAL COUNCIL
PERIOD OF AUDIT: YEAR ENDING 30 JUNE 2024
FINDINGS IDENTIFIED DURING THE INTERIM AUDIT

2. Review of Bank Reconciliations

Finding
We found no evidence of review of the bank reconciliations performed for the months of
August 2023, October 2023 and February 2024.

Rating: Significant (2023: Moderate)

Implication

Bank reconciliations are a fundamental internal control in accounting to ensure that there are
no transactions that have been misstated. Should reconciliations not be prepared or reviewed
in a timely manner, significant errors may not be detected and addressed in a timely manner.

Recommendation

We recommend that management ensure that the review and authorisation of bank
reconciliation reports is evidenced either by physically printing and signing the reconciliation or
a digital signature of the reconciliation by a senior employee of Council.

Management comment

WMRC accepts this finding. WMRC had an external consultant on board from August 23 to
intake the financial statements duties, however internal control related reconciliations were
excluded from his scopes. Former Finance Manager started from September 2023 but
resigned in January 2024.

Current Manager Corporate Services (MCS) started from March 2024, there is a bank
reconciliation review and check process i.e. bank statement VS GL reconciliation practices and
must be formally signed by Manager Corporate Services set up since March 2024 month end.
Digital signature of the reconciliation would be signed by MCS every month.

Responsible person: Manager Corporate Services
Completion date: 8 August 2024
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ATTACHMENT

NAME OF ENTITY: WESTERN METROPOLITAN REGIONAL COUNCIL
PERIOD OF AUDIT: YEAR ENDING 30 JUNE 2024
FINDINGS IDENTIFIED DURING THE INTERIM AUDIT

3. Supplier Masterfile

Finding
From our review of changes to the supplier Masterfile, we noted the following:

¢ One out of 10 instances where there is no evidence that the Supplier Form for a change in
supplier details was signed by the preparer

e Seven out of 10 instances where the Supplier Form did not demonstrate any evidence of an
independent review before the changes were processed.

o Additionally, the client does not have a system to document whether a call was made to the
supplier to ensure the legitimacy and accuracy of the change.

This finding relating to the lack of review of Supplier Forms was initially raised in 2022.
Rating: Significant

Implication

Without a phone confirmation with the supplier and documented review of changes to the
supplier Masterfile by a senior person there is an increased risk of unauthorised or inaccurate
supplier information being processed to the supplier module giving rise to the risk of payments
not being made to the appropriate supplier. There is also a risk that unauthorised changes of
supplier information may not be identified and corrected.

Recommendation

We recommend that management ensures that all changes to the supplier Masterfile are
appropriately documented on the supplier Form and that preparation and review of the supplier
Form is to be evidenced by the preparer and reviewer’s manual or digital signature.
Additionally, all proposed changes to masterfiles be confirmed with the suppliers through a
phone call.

Management comment

As per our current WMRC supplier set up policy & procedure, an Finance & Governance
Supplier form is emailed to the business (current email address in Xero) and new details
requested with an e-signature from the Supplier with bank statement. The completed form is
actioned and saved to the business’s Contacts folder in Xero and the Manager Corp
Services/Finance and “Accounts” email address receive an emailed Xero notification that a
banking change has occurred. All emailed completed forms are saved in the Accounts email,
under folder Banking Changes and in folder F&G Banking Details for review.

WMRC will update the risk control practice in place, starting from 1st July, by implementing
phone checking in terms of all new suppliers’ bank details and existing suppliers with new bank
details updates. WMRC policies requires the suppliers bank statement letterhead with business
name, address, and account details from the suppliers to initiate the supplier detail change.
F&G forms will be updated with phone checking section and required Manager of Corporate
Services approval.

Responsible person: Manager Corporate Services
Completion date: 8 August 2024
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ATTACHMENT

NAME OF ENTITY: WESTERN METROPOLITAN REGIONAL COUNCIL
PERIOD OF AUDIT: YEAR ENDING 30 JUNE 2024
FINDINGS IDENTIFIED DURING THE INTERIM AUDIT

4. Journal Entries

Finding

We note that the journal entries processed in the accounting system were not reviewed by a
senior staff member independent of the preparation of the prior to April 2024. After April 2024,
although the entries are reviewed independently, there is no evidence to ensure that they are
reviewed on a timely basis.

Rating: Significant

Implication

If journals are not independently reviewed and approved, there is a risk that erroneous or
fraudulent transactions may pass undetected. Accounting journals can represent significant
adjustments to previously approved accounting transactions and should therefore be
appropriately reviewed and approved.

Recommendation

To help maintain the integrity of the accounting information a senior staff member should
authorise all journal entries to be processed in the system and review the correctness of
posting after being processed by the preparer.

Management comment

WMRC accepts this funding. Due to the limited capacity of the current accounting system and
resource of the finance team, there is only one accountant (MCS), who has knowledge and
Skill sets to process and approve the journal. Current system XERO, lack of capacity to have
approval flow into CEQO or other executive members.

From July 2024 month end, General Journal register has been set up. All journal entries,
including the date, amount, purpose and support documents, require manual approval from the
CEOQ. Journal reference number will be update in the journal register after posting.

WMRC believes that this control practice will sufficiently reduce risk of inappropriate journals.

Responsible person: Manager Corporate Services
Completion date: 8 August 2024
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Attachment 4-2A

2024 REGS 5 & 17 REVIEW RECOMMENDATIONS - ACTION STATUS

Regulation RATING SYSTEM/POLICY/PLAN RECOMMENDATIONS Schedule |STATUS
X L Review and update Policy FP14 -
1 |Minor Bank reconciliation o Aug-24 Updated Aug 2024
Reconciliations
2 Bank reconciliation Bank reconciliation approval process Aug-24 Updated Aug 2024
Review and update Policy FP16 — Cash, Not related NO Pett;
3 |Minor Petty cash management p 4 Aug-24 Y
Eftpos & Banking cash
Prepare revenue policy
Review and update Policy FP8 — Accounts
4 Receipts and receivables Receivable Sep-24
R Review and update Policy 29 — Debt
Collection
e Fees and charges invoices workflow —
g 5 Receipts and receivables separate preparation and review Sep-24
u Review of staff coverage
Review and update:
l Purchases, payments and Policy FP2 - RFT
a 6 |Minor payables (including purchase Policy FP3 - RFQ Oct-24
orders) Review procedure — Purchasing end-to-end
t process
i Review and update:
o 7 Payroll Policy FP4 - Payroll & Superannuation Aug-24  |Updated Sep 2024
WMRC Policy — Recruitment Selection
Document ‘approval of payment
8 Payroll (payruns) i ) Aug-24 Updated Sep 2024
transactions.
Review and update Policy FP1 - Purchasin
5 9 [Minor Credit card transactions i . P X y g Sep-24 Updated Sep 2024
to align with practice
X . Review and update Policy FP12 — Asset
10 |Minor Fixed assets Oct-24
Management
Review and update Policy FP14 - Annual
1" Financial reports R Vi W up ey Y Nov-24
Financial Statements
. . Prepare a Policy for preparation of monthly
12 Monthly financial reports ) i Nov-24
financial reports
13 Budget Prepare a Policy for budget preparation Dec-24
Policy
Prepare Policy addressing legislative adopted b
14 Legislative compliance policy P : Y gleg P R 4 COMPLETE
compliance Councilon1
August 2024
Policy
i . Review Policy - Standards for CEO adopted by
15 |Minor CEO Performance Review . L R COMPLETE
Performance, Recruitment and Termination |Councilon
30 May 2024
Policy
X Appointment of Acting Chief X X X adopted by
16 |Minor R . Review document to verify adoption R COMPLETE
Executive Officer Councilon
30 May 2024
Policy
. Standards for CEO Recruitment, i X X adopted by
17 [Minor L Review document to verify adoption R COMPLETE
Performance and Termination Councilon
30 May 2024
18 |Minor Councillor Complaints Policy Review Policy Dec-24
Code of Conduct - Elected
19 [Minor " Review Code
Members
20 |Minor Elected Members Review Policy Jan-25
Policy
i i ) adopted by
21 Electronic Meetings Prepare Policy R COMPLETE
Councilon 1
August 2024
. Information technology, internet X )
22 |Minor i Review and adopt Policy Jan-25
and email use
Fitness for Work — Drug and
23 |Minor & Review document and formally adopt Jan-25

Alcohol




~— C 0a

~

24

Internal Control Policy

Prepare Policy

Draft
prepared for
1 August
Council
meeting.

COMPLETE

25

Minor

Use of Common Seal

Review Policy

The
February
2019 Policy
was
reviewed on
3 December
2020 and
rescinded.
Further, a
delegation
granted on 7
February
2019 relating
to the
execution of
documents
(including
application
of common
seal) was
removed
through
subsequent
review and
is excluded
fram tha

No further

action

required in

relation to
this matter.

COMPLETE

26

Leases and Licences

Prepare Policy

Dec-24

27

Reserves Funding Policy

Prepare Policy

Policy
adopted by
Councilon 1
August 2024

COMPLETE

28

Minor

Investment Policy

Review Policy

Nov-24

29

Minor

Related Party Disclosures

Review and update document

Oct-24




Western
Metropolitan
Regional Council

Managing waste wisely

Finance Procedure: Purchasing

Associated Policy

Council Policy — Purchasing

Procedure
Purchasing Thresholds

Staff, councillors, volunteers, and contractors should maintain high levels of integrity, identify any
conflicts of interest, ensure that expenditure provides value for money, consider whole-of-life costs, and
consider health and safety.

Expenditure amounts, minimum requirements and when these apply are defined within the Purchasing
Policy. Expenditure is required to be authorised by persons with delegated expenditure authority as
defined in the delegation’s register. Purchases should be appropriately risk assessed.

Expenditure is required be provided for in the annual budget and authorised by persons with delegated
expenditure authority. Records should be maintained for at least 7 years or as per the Recordkeeping
Plan and Procedures.

Cash Float

The Recycling Centre Cash Float $300.00 is maintained by the Gatehouse staff. A daily reconciliation
of EFTPOS and Cash from customers is done through Mandalay and the FCSO does a monthly
reconciliation and reconciles banking of the daily cash bags.

Credit Card

e The credit card should be used for suppliers who require immediate payment, small international
payments, and other payments as approved by the CEO or Managers.

e Staff should obtain the credit card from the CEO, Manager Communications or Manager Operations,
make the payment, upload the receipt to Adobe Sign and complete a Credit Card Usage and
Reimbursements form.

e The card holder is required to sign all credit card expenditure forms

e If areceipt is misplaced a statutory declarations form is required.

Purchase Orders

Purchase orders should be used for one-off purchases except for credit card, and petty cash purchases
and payments of rates, utilities and taxes or ongoing contractual payments. Multiple purchase orders
should not be created to avoid meeting a purchasing threshold or calling a public tender. Staff are



required to use Adobe Acrobat to complete and send a Procurement and Purchase Order request form,
with the quote attached to their manager or another staff member who has delegated expenditure
authority.

Completed forms are processed by the FCSO:

Xero -> business -> purchase orders -> new purchase order

Complete customer details, date, description, quantity, unit price, account number and specify
whether tax is payable. The purchase order number is sequential.

Do not complete the delivery date or reference for Purchase Orders.

Upload the Quotes and Purchase Order form to Xero

Approve and send to the supplier and the requesting WMRC staff member

Recordkeeping

It is essential that all purchasing bears the signature of an employee who is qualified to sign off on the
expenditure (ie those with delegated expenditure authority). This means that a signed form must be
attached to each purchase order and credit card payment. The auditors want to see a separate signature
at all three stages: procurement, invoice authorisation, and the batch payment.

Note - If the purchasing relationship is on-going, please see FP21 Contracts.

Date
Implemented 30.09.2019
Updated 19.06.2020
Updated 07.01.2022
Updated 22.11.2023
Updated 10.09.2024
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Western
Metropolitan
Regional Council

Managing waste wisely

Finance Procedure: Payroll & Superannuation

Associated Policy

Council Policy — Employee Payments

Payroll

Payroll is processed fortnightly on a Monday or earlier if requested by management (for public holidays
etc).

MAO000112 Local Government Industry Award 2020 here applicable for WMRC.

Deputy is software used to roster staff hours, apply for and manage leave, and record and approve
timesheets. If timesheets are not entered, the software creates a timesheet based on rostered hours. In
the approval section, yellow and green are used to differentiate between unapproved and approved
timesheets, respectively. Timesheets cannot be approved in advance on Deputy so if payroll is
processed early use the schedule to determine the hours to be paid (any adjustments can be made in
the subsequent payroll or via an unscheduled pay run if requested).

Ensure that leave requests have been approved and are for the correct number of hours (i.e. 0 hours
will not make a leave timesheet). Leave requests can be viewed when using a computer (not the app)
via the dashboard which is at the ‘Me’ tab within Deputy. The dashboard also notifies what is happening
including who is on leave and who is late etc and any other things that are outstanding.

Timesheets need to be approved prior to export from Deputy to Xero:
¢ Staff timesheets should be approved by the staff members direct Manager or CEO
¢ Manager timesheets are approved by the CEO
e The CEOs timesheet should be approved by the Manager Corporate Services

Payroll date will be set up at fortnightly Tuesday from 23" September 2024. It is important to
start the payroll early enough to meet the payment deadline. The Commonwealth Bank payment
cut-off is 5pm Sydney time (2pm or 3pm WA time depending on day light savings) and 7pm Sydney
time for payments to other Commonwealth Bank accounts.

To Export timesheets from Deputy to Xero go to timesheets -> export. Select the correct dates and
select all or highlight staff names. The timesheets then appear in Xero as a draft timesheet. Go into
each timesheet, apply the below rules, and approve. The data will then populate the pay run.



https://awardviewer.fwo.gov.au/award/show/MA000112#P221_17519

All Staff (Excluding Managers)

1. Ordinary Time Earnings — payable up to 38 hours per week and 7.6 hours per day.
2. Annual leave loading 17.5% is applicable for ALL (excluding CEQO) part time and full-time

permanent staff.

Administration Staff: Ordinary hours are Monday to Friday from 6am to 6pm. The option of accruing
TOIL or be paid overtime (based on ordinary hours earnings rate) is offered to staff who works outside
their roster upon the managers and / or CEO approval.

Recycling Centre staff: Ordinary hours are Monday to Sunday 6am to 6pm.

120% of the minimum hourly employment contracted rate for hours worked outside the span
hours on a Monday to Friday

150% of the minimum hourly employment contracted rate for all ordinary hours worked on a
Saturday.

175% of the minimum hourly employment contracted rate for all ordinary hours worked on a
Sunday.

Actual and observed public holiday:

a. Where an employee is required to work on the observed public holiday, they will be
paid 250% of the minimum hourly rate for the actual hours worked.

b. Subclause 28.3(b) of the LGIA provides: an employee who works on an observed
and actual public holiday will be paid the penalty rate for working on the observed
public holiday, but not both.

c. For example, as Boxing Day falls on a Saturday this year 2021, Monday is also
recognised as a public holiday. This means that both Saturday 26 December and
Monday 28 December are public holidays. where an employee would ordinarily be
rostered to work on:

e Saturday, 26 December
¢ Monday, 28 December, or
e both 26 and 28 December,

an employee is required to work on both the Saturday (actual public holiday) and the

Monday (observed public holiday), the employee must be paid the public holiday

penalty rate for the observed public _holiday only. The Saturday may attract

weekend penalty rates.
e In 2023, WALGA advised Pub Hol hours contribute to FTE. Rostering needs to
be considered due to this. If an employee has 38 hrs rostered and then has a
Pub Hol, the last Ordinary hr shift needs to be converted to OT.
¢ Paid leave are eligible for Pub Hols, except Long Service Leave. Includes Sick
leave and Maternity leave.
Casual loading of 25% only applies to ordinary hours.
Penalties, including public holiday penalties and overtime, for casual employees will be
calculated on the minimum hourly rate for the classification in which they are employed
exclusive of the casual loading (MA000112 clause 11.2). Casual rates are applicable on
weekend shifts.
Adverse conditions should be paid per worked hour at a flat rate set on every first of July by
the award MA000112 clause 19.2 (c) (iii) Level 2.
Adverse conditions are payable to all Recycling Centre floor (on-ground) staff.
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Overtime Definition: unless otherwise provided, overtime means all work performed at the
direction of the employer (Clause 21.1):

(a) in excess of the employee’s ordinary weekly 38 hours excluding unpaid meal breaks as specified
in clause 13.1(a);

(b) on days other than ordinary working days as specified in clause 13.1; or

(c) in excess of the maximum ordinary (may work up to 10 hours or by agreement 12 hours on any
day/shift excluding unpaid meal breaks) hours on any day provided by clause 13.1(k).

Overtime Rates — payable once 38 ordinary hours worked per week or 10 ordinary hours
worked in a day. The overtime rate shall be calculated based on employee base rate Overtime is
required to be approved in advance and paid as below:

a. Except as otherwise provided, overtime will be paid at 150% of the employment
contracted base rate (subject to increase yearly based on performance review) hourly
rate for the first 2 hours and 200% of the minimum hourly LGIA rate after that.

b. All overtime hours worked on a Sunday are paid at double time 200% of the employment
contracted base rate (subject to increase yearly based on performance review)

c. Hours worked on public holidays are paid at double time and a half 250% of the
employment contracted base rate (subject to increase yearly based on performance
review) (MA000112 clause 28.2).

¢ Leading hand allowance applies to staff members who oversee the recycling centre. FCSO to
check the rate and apply current award rate that applies from 1 July onwards (MA0O00112
schedule C)

All Managers (Excluding CEO)

e Staff work 76 Ordinary Time hours per fortnight.
e Managers are not paid any overtime and accrual any TOIL if work over 76 hours per fortnight.
o Staff is entitled to have 23 days Annual Leave

Once all the draft timesheets have been calculated, go through the pay run checking that pay items,
superannuation, tax, any other deductions, any allowances, and leave calculations are correct. A
Manager, ideally the Manager Finance & Governance, should thoroughly check the payroll. Once
approved, upload the payment file to CommBiz and send a Commonwealth Bank Authorisation form,
including the payment summary, to the approving manager. Complete the payroll filing with the ATO
and send payslips to staff.

Pay rises occur around 1 July each financial year (not always). A letter should be sent to staff notifying
them of the increase and the date from which it will be applicable. The letter can be uploaded to HR
Central, or sent via email, post or by hand. The letters should be treated with the appropriate level of
confidentiality.

Superannuation

The WMRC is required to contribute the below proportion of each employee’s ordinary time earnings to
an eligible superannuation fund of the employee’s choice:

Financial Year ' Contribution Financial Year Contribution

2020/2021 9.5% 2023/2024 11.0%
2021/2022 10.0% 2024/2025 11.5%
2022/2023 10.5% 2025/2026 onwards | 12.0%
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From 1 September 2024, Employees making voluntary contributions to a superannuation fund through
salary sacrifice, will have their contributions matched, dollar for dollar, by the WMRC up to a maximum
of 5% of ordinary time earnings. Voluntary contributions of 5% and above will be matched by a WMRC
contribution of 5%. Staff who initially received 6% WMRC contribution would stay the same %.

At the end of each month payroll period, the Customer Services and Finance Officer should submit
outstanding superannuation payments for approval. The approval codes are sent via text to the Manager
Finance and Governance to complete and release the funds.

Overpayments

There is a shared responsibility on the part of the employee and the WMRC to effectively resolve and
recoup any overpayments. This may be done over multiple payrolls.

Payroll Reporting

The Manager Corporate Services is to provide monthly reports to the management team showing salary
expenditure.

Payroll Audit

At least once a year, the following checks should be completed by the Finance and Governance
Department:

e pay items are going to the correct cost code

e super is paid on relevant pay items

e taxis paid on relevant pay items

e |eave is paid on relevant pay items

¢ employees pay templates have the correct pay items and rates

¢ remove old staff from xero.

¢ check employee termination forms are completed.

e check employee leave accruals

e perform corrections including any back payments where necessary

Implemented 24.02.2020

Updated 18.06.2020
Updated 22.12.2021
Updated 29.04.2022
Updated 18.10.2023

Updated 10.09.2024



Western
Metropolitan
Regional Council

Managing waste wisely

Finance Procedure: Reconciliations

Procedure

Having the nature of the services deliveries, WRMC requires to close the all the transaction at second
week of the following month. The monthly financial report requires to be done at the end of the following
3" week.

Cash Float Reconciliation

Should be completed by the Recycling Centre officer at the end of the month or as required.

Count coins and notes and record the cash on hand

Complete the RC Cash Float Reconciliation in Adobe sign and send to the Manager Operations to
review and Manager Corporate Services to approve. List all daily cash receipt with the date and
bank statement amount to reconcile every day. .

Save the completed form, bank statement and receipts at 205-12

Credit Card Reconciliation

Should be completed by the Customer Services and Finance Officer at the end of the month

The credit card should be used for suppliers who need immediate payment, small international
payments, and other payments as approved by the Manager Corporate Services.

Credit card should not be used by non-credit card holder. Credit Card holders take full responsibility
of the charges towards to business use.

A photo or pdf of the receipt can also be emailed to:
xero.inbox.jkg9n.i4cej3hndypyaf9w@xerofiles.com. It can be attached to the payment in xero from
the files section.

Monthly Credit Card reconciliation requires monthly transactions match the bank statement charges.
Signed credit card transaction details with the bank statement will be reported to the Council meeting
every 2 months. All paperwork saves in the 205.2

Go to Xero -> dashboard -> credit card -> reconcile transactions. The balance of the credit card is
taken automatically from the CBA account each month and can only be transferred to one card. A
further transfer from one credit card to the next should balance both credit cards (manually reconcile
the transaction).

Bank Account Reconciliation

Should be completed by the Customer Services and Finance Officer at the end of the month
Go to xero -> dashboard -> three dots on the CBA account -> reconciliation report.
Set the date as at the first date and last day of the previous month.
If the balance on the reconciliation report does not match the bank statement investigate.
o Sometimes entries have the wrong date



mailto:xero.inbox.jkq9n.i4cej3hn4ypyqf9w@xerofiles.com

o Sometimes not all payments have been entered

o Rarely payments entered were not actually made
F&G forms prepare by CSFO and signed by Manager Corporate Services monthly. Save a copy of
the bank statement and matching reconciliation report at 205-12.

Creditors and Debtors reconciliation

Should be completed by the Customer Services and Finance Officer at the end of the month
Download the following reports dated the last day of the previous month.

o atrial balance,

o aged payables summary
aged receivables summary Requires further investigation for any variance from Reconciliation
Highlight the relevant figures to show that the payables and receivables match the trial balance.
Save at 205-12

Verge Valet®

This reconciliation was requested by the auditors as part of the 21/22 external audit.

Should be completed by the Manager Communications and Education

Ensure that the invoices received match our records and each other

Ensure that the correct items are billed to each Council.

Ensure that collection numbers and disposal tonnes/numbers match expectations

Send the invoices to the Customer Services & Finance Officer to invoice councils and pay expense.
Save evidence of reconciliation at 205-12

Supplier Master File

Any new suppliers

Go xero -> acounting -> advanced -> history and notes -> compile report for the last month for
“contact” changes by all users. Narrow the search to bank account details.

Check any bank account details against a recent invoice or supplier details form.

Suppliers including existing one to update the new bank account and new supplier create request
the phone checking and bank statement letter hand forward to WRMC for processing

Complete Supplier master file form in adobe sign. Save to 205-12.

Investment Reconciliation

Should be completed by the Manger Finance and Governance

Ensure the investment register, investment files and xero all correlate.

If not already complete, post relevant journals to recognise interest, drawdowns, or new investments
Ensure investments and reserve funds match the trial balance

Save a copy of the investment register and the trial balance to 205-12

Mandalay & Bank Reconciliation

Should be completed by RC admin officer and reviewed by Manager operating

Ensure the daily transactions from EFTpos and cash are reconciled with the Bank statement
Investigate any variance and have explanations at comments area in F&G form

Manager Corporate Services approves the F&G form.

Save a the signed F&G Mandalay (Cash/Card) reconciliation to 205-12
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Reconciliation Form

The Manager Finance & Governance should send a reconciliation form from Adobe Sign to the
Customer Services & Finance Officer, Manager Communications & Education, MFG and then CEO. The
MFG is required to check reconciliations performed by the Customer Services & Finance Officer and
Manager Communications & Education. The CEO is required to check reconciliations performed by the
MFG. Once the form is complete save it at 205-12.

Implemented 24.02.2020
Updated 18.06.2020
Updated 24.12.2021
Updated 12.08.2024
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