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OTOROHANGA DISTRICT COUNCIL 

7 May 2018 

 
Notice is hereby given that an ordinary meeting of the Otorohanga District Council Audit and Risk 
Committee will be held in the Council Chambers, Maniapoto St, Otorohanga on 7 May 2018 
commencing at 9:30am.  
 
30 April 2018 

DC Clibbery 
CHIEF EXECUTIVE 
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PRESENT 

IN ATTENDANCE 

APOLOGIES 

REPORTS 

ITEM 1  INTRODUCTION 

To: Audit and Risk Committee 

 

From: Corporate Services Manager 

Date: 7 May 2018 

 

Executive Summary 

An introduction to the audit and risk committee, outlining the makeup and terms of reference for 
the committee. 

Report Discussion 

Otorohanga District Council has established an Audit and Risk Committee. This introduction will 
cover the following items: 

 Committee makeup 

 Terms of Reference 
 
Included in this discussion is the roles and responsibilities of an Audit and Risk committee, which 
include but are not limited to; 

 Risk management 

 External audit 

 Financial accounting and policy 

 Compliance and Ethics 
 
 
 
 
Graham Bunn 
CORPORATE SERVICES MANAGER 
 
 

Attachments 

Terms of Reference
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Proposed Terms of Reference 
 

Audit and Risk Committee 

 
Reporting to:                 Council 
Membership: Two Councillors and one independent member 
Leadership: The independent member shall chair the Committee and be the link 

between the Committee and council staff 
Quorum: Two (2) 
Meeting Frequency: Three monthly or as required 
Administrative Support: Corporate Services Manager 
 
Objective 

 
To ensure that Council has appropriate financial, risk management and internal control systems 
in place that provide: 

1 an effective overview of the financial performance of the organisation; 

2 effective management of potential opportunities and adverse effects; and 

3 reasonable assurance as to the integrity and reliability of Council's financial and non-financial 

reporting. 

 
Responsibilities 
 
The Audit and Risk Committee shall have the following responsibilities 
 
Function Responsibility 

Risk Management 
1 Satisfying itself about the existence and quality of cost-effective 

internal control and risk management systems, and the proper 

application of processes. 

2 Approving and reviewing risk management programmes. 

3 Reviewing risk treatment plans for significant risks, including 

Council’s annual insurance programme. 

4 Identifying any internal audit requirements 

5 Liaising with Council’s risk advisors and internal auditors. 

 

External Audit 
6 Approving and reviewing: 

a arrangements for external audits, including discussion on the 

use of work done by any internal auditor; 

b the external audit engagement letter and letter of undertaking; 

c additional services to be provided by the external auditor. 

7 Discussing, with the external auditor, matters affecting the annual 

financial and non-financial statements and the annual audit. 
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8 Liaising with Council’s external auditor. 

Financial 
Accounting and 
Policy 

9 Reviewing:  

a the timetable for preparing the annual financial and non-

financial statements. 

10 Reviewing and recommending to Council: 

a the completed financial and non-financial statements and their 

adoption or non-adoption; 

b governance policies associated with Council's financial, 

accounting, risk management and internal control functions; 

c accounting treatments, changes in generally accepted 

accounting practice (GAAP), and new accounting and 

reporting requirements. 

Compliance and 
Ethics 

11 Promoting, monitoring and reviewing:  

a compliance with legal and regulatory requirements; 

b compliance with Council’s policies, plans and processes; 

c adherence to Council’s ethics policies and programmes; 

d Council’s Code of Conduct. 

12 Reviewing and recommending to Council governance policies 

associated with Council's compliance and ethics programmes.  

13 Conducting and monitoring special investigations, in accordance 

with Council policy, and reporting the findings and 

recommendations to Council. 

Work 
Programmes 

14 Preparing and implementing programmes of work, relevant to the 

purposes of the Committee, which are consistent with the Annual 

and Long Term Planning processes of Council.  Such 

programmes are to include budgetary provision for all costs 

associated with the work of the Committee. 

 

 
Delegations 
 
The Audit and Risk Committee shall have delegated authority to: 

1 Approve: 

a the appointment of any internal auditor; 

b risk management and internal audit programmes;  

c audit engagement letters and letters of undertaking for audit functions; 
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d additional services provided by the external auditor. 

2 Recommend to Council: 

a adoption, or non-adoption of completed financial and non-financial performance 

statements; and 

b governance policies associated with Council's financial, accounting, risk 

management, compliance and ethics programmes and internal control functions;  

c accounting treatments, changes in generally accepted accounting practice, and new 

accounting and reporting requirements. 

3 Conduct and monitor special investigations in accordance with Council policy, including 

engaging expert assistance, legal advisors or external auditors, and, where appropriate, 

recommend action(s) to Council. 

 
The Committee shall be accountable to Council for the exercising of these delegated authorities 
within:  

 policies, plans, standards or guidelines that have been established and approved by 

Council; 

 the overall priorities of Council; 

 the needs of the local communities; and  

 the approved budgets for the activity. 
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ITEM 2  REVIEW OF POLICIES 

To: Audit and Risk Committee 
 

From: Finance Manager 

Date: 7 May 2018 

 

Executive Summary 

The purpose of this report is for the Committee to review the attached policies, and to establish a 
schedule of policies and review dates for those policies. This report is also about establishing a 
set of guidelines around the format of Council policies. 

Report Discussion 

Council policies need to be reviewed in a timely fashion and a date for review should be indicated 
on each individual policy. The review of a policy allows it to be updated to reflect the current 
situation as well as providing the opportunity to look at best practice examples from other 
councils. It is important that polices once adopted are reviewed regularly so that they reflect the 
current situation and working practices. 
 
Once a policy is adopted a review also provides the opportunity to ensure the content and layout 
is consistent with other Council policies. 
 
The Committee after reviewing the policies may need to write a report for Council giving 
recommendations on further actions that need to be undertaken. 
 
The following existing Council policies and proposed policies are attached for review by the 
Committee at this meeting, to ensure that each policy reflects the current situation and working 
practices; 

 Sensitive Expenditure Policy 

 Councilor’s Allowances & Reimbursement Policy 

 Fraud Policy 
 
Proposed Policy 

 ODC Purchase (P Card) Policy 
 
A number of other policies are currently not documented, either they exist within other documents 
and should be formally separated, or no policy has previously been created. Some of these 
include; 

 Gifts and Inducements Policy 

 Protected Disclosures Policy 

 Unmanned Aerial Vehicles (Drones) Policy 

 Drug & Alcohol Policy 

 Information Security Policy 

 Travel and Accommodation Policy 
 
The Committee should look to establish a register of policies, which identifies those policies that 
are believed to be needed, who has approval for the policies (Council, CEO, Audit and Risk 
Committee, other staff), the purpose of the policy, when it was issued and when it is due for 
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review. This register could be maintained by staff and policies can be added to the Audit and 
Risk committee agenda prior to falling due for review. 
 
The Committee should also establish a priority listing of policies that do not exist as a separate 
policy at present. This will provide guidance to staff on areas where policies must be established, 
and minimize risks to the organization from not having established policies. The policies that are 
identified can be documented and presented to subsequent Committee meetings. 
 
 
Brendan O’Callaghan 
FINANCE MANAGER 

 
 

Attachments 

SENSITIVE EXPENDITURE POLICY 8 

COUNCILLORS’ ALLOWANCES AND REIMBURSEMENTS POLICY 22 

OTOROHANGA DISTRICT COUNCIL PURCHASE CARD (P-CARD) POLICY 29 

OTOROHANGA DISTRICT COUNCIL FRAUD POLICY 41 
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SENSITIVE EXPENDITURE POLICY 
 
1. Principles applicable to sensitive expenditure 
 

 Council is spending public money – It is not the property of staff or elected members to do 
with as they please. Consequently all expenditure should be subject to a standard of probity 
and financial prudence that is expected of a local authority and be able to withstand public 
scrutiny. 

 

 Those standards apply the principle that expenditure decisions : 
 

o Have a justifiable business purpose. 

o Preserve impartiality. 

o Are made with integrity. 

o Are moderate and conservative, having regard to the circumstances. 

o Are made transparently. 

o Are appropriate in all respects. 

 

 In practice, an authorised staff member will make the decision on and/or payment for each 
item of sensitive expenditure. They will need to exercise careful judgement in accordance 
with these principles and this policy. This will always be about balance in the particular 
context. The principles must also be applied as a set as all are equally important. 

 

 In the case of expenditure incurred by the Mayor or other elected officials (not explicitly 
approved by Council), this is subject to review by the Chief Executive for compliance with this 
policy. Non-compliance by Mayor or other elected official will be reported to Council by the 
Chief Executive. 

 

2. Deciding when sensitive expenditure is appropriate 

 

 The quantity of money spent on an item of sensitive expenditure may be small relative to 
Council’s total expenditure. However each sensitive expenditure decision is important, 
because improper expenditure could harm the reputation of, and trust in, the Council as well 
as local authorities in general. 

 

 In deciding what sensitive expenditure is appropriate, Council staff and elected members 
need to take account of both individual transactions and the total amount of sensitive 
expenditure. 

 

 Even when sensitive expenditure decisions can be justified at the item level, the combined 
amount spent on a category of expenditure may be such that, when viewed in total, the entity 
could be criticised for extravagance and waste. 
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3. The responsibilities of Senior Managers, the Mayor and Councillors 

 

 To be truly effective, this sensitive expenditure policy, procedures and other controls must be 
embedded in the Council’s values, philosophy, practices and business processes. When this 
occurs everyone at Council becomes involved in the proper and prudent management of 
sensitive expenditure. 

 

 Overall responsibility for this policy rests with those at the top of Council, the Mayor, 
Councillors and senior management team. This group must make it clear to staff what is and 
is not acceptable sensitive expenditure. This group also must model those behaviours to the 
highest standard. 

 

4. Good controls and judgement 

 

 The responsibilities of the Mayor, Councillors and the senior management team at Council 
include being accountable for property and prudently spending the public money under their 
control. This includes sensitive expenditure and the internal controls that support this. 

 

 While good controls at Council will assist good sensitive expenditure decisions, good 
judgement will also be required. This is because it is not possible or desirable to attempt to 
set rules for every possible situation that may arise. In the absence of a specific rule for a 
given situation, Management, the Mayor and the Councillors are expected to exercise good 
judgement by taking the principles in this policy into account in the context of the given 
situation. 

 

 Management, the Mayor and Councillors are required to ensure transparency in both 
sensitive expenditure and remuneration systems, to avoid any trade-off between the two. 
Items of expenditure that may not be justified under the principles of this policy should not be 
included as part of an employee’s remuneration for the purposes of avoiding scrutiny against 
sensitive expenditure principles. 

 

5. General controls for sensitive expenditure 

 

 All claims must be submitted promptly after the expenditure is incurred. Except in exceptional 
circumstances this means within one month of the expenditure being incurred. 

 

 Staff, Councillors and the Mayor are, in accordance with the principles of this policy, required 
to exercise prudent judgement regarding all Council related expenditure. 

 

 Sensitive expenditure will only be reimbursed if it is deemed to be reasonable, actual and has 
been incurred directly in relation to the Otorohanga District Council business. 

 

 Valid original GST compliant invoice/ receipts and other supporting documentation must be 
maintained/submitted for all sensitive expenditure. Credit card statements do not constitute 
adequate documentation for reimbursement. 

 

 All claims must clearly state the business purpose of the expenditure where it is not clear 
from the supplier documentation supporting the claim. 
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 All claims must document the date, amount, description, and purpose for minor expenditure 
(<$20) when receipts are not available. 

 

 Whenever possible Councils preferred suppliers are to be used. 

 

Approval of sensitive expenditure 

 

 Must only be given where the person approving the expenditure is satisfied that a justified 
business purpose and other principles have been adequately met. 

 

 To determine the appropriateness/reasonableness of sensitive expenditure the principles in 
section 1 of this policy must be applied. In addition the following questions should be 
considered. 

 

o Does the expenditure support the Council’s Vision, Mission and Values? 

o Could the expenditure be justified to a stakeholder, e.g. the public? 

o Could publicity about the expenditure or occasion adversely affect the Council? 

 

 Must be given before the expenditure is incurred, wherever practical. 

 

 Must be made strictly within a relevant delegated authority in accordance with the delegations 
manual and only where budgetary provision exists. 

 

 Must be given by a person senior to the person who will benefit or might be perceived to 
benefit from the expenditure. 

 

 The “one-up” procedure requires expense claims to be authorised by a person one level up 
from the person making the claim. In the case of the Management team the Chief Executive 
should authorise the claim, and for Council members the Mayor should authorise the claim. 
However in the case of the Chief Executive and the Mayor an alternative approach is 
required because there is no more senior person. The Chief Executives’ expense claims 
should be authorised by the Mayor and in the case of the Mayor the Deputy Mayor should 
authorise the claim.  
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6. Issue and operation of Council credit cards 

 

 Using credit cards is not a type of sensitive expenditure. They however are a common 
method of payment for such expenditure. This policy is designed to minimise the risks 
associated with their use namely : 

 

o Inappropriate business-related expenditure (in both quantity and type) 

o To obtain cash for business purpose, with subsequent expenditure being poorly 
documented or justified and 

o For personal benefit, by obtaining cash or paying for personal items 

 

 Eligibility for credit cards 

 

 The issue of credit cards to the Mayor and Chief Executive is authorised under this policy. 

 

 In approving the issue of a card the Chief Executive will also confirm the approved credit limit. 
The credit limit will be set based on the minimum amount necessary to enable the cardholder 
to undertake their Council duties. The credit card limit for the Mayor and Chief Executive shall 
initially be set at $1500. 

 

 Credit card use is monitored monthly by the Finance and Administration Manager. The 
approval process must be structured in accordance with the final paragraph of Section 5 
above. Items will be coded by the card holder for posting to the Creditors system. Credit card 
payments must be authorised like other invoices and in accordance with the delegation 
manual. 

 

 On the card holder’s termination of employment the card will be returned to the District 
Accountant who will arrange with the bank to cancel the card, physically destroy the card and 
confirm this to the Finance and Administration Manager. 

 

 The use of Council credit cards for private expenditure or credit is prohibited except in 
exceptional circumstances, where prior approval is required. In these rare cases the 
expenditure is to be fully reimbursed to Council prior to the monthly credit card payment 
being due. 

 

 All credit card transactions must be supported by original documentation to explain and 
corroborate transactions. The business reason and other parties (if any) must be recorded 
along with the purpose of the meeting for all entertainment and travel transactions. 

 

 Credit cards may not be used for cash advances unless: 

 

o Cash is required in an emergency (usually related to travel on Council business) 

o Cash is required for official purposes (in rare circumstances) and there has been express 
prior approval. This approval process must be structured in accordance with the final 
paragraph of Section 5 above. 

o The unauthorised use or the misuse of a Council credit card is treated as a significant 
event that will result in formal disciplinary action being taken. For repeat offenders or 
where the breach of this policy is significantly serious, the card will be automatically 
cancelled. 
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 Credit card payments over the internet need to reflect good security practice: 

 

o Purchase from only established reputable companies known to Council 

o The card holder must print out and keep a copy of the online order form and invoice to 
support the payment. 

o Online purchases must comply with Councils normal purchasing policies and controls. 

 

7. Travel and accommodation expenditure – principles 

 

 Elected officials and Council staff may need to incur travel and accommodation costs while 
conducting Council business elsewhere in New Zealand or overseas. The principles of a 
justified business purpose, moderate and conservative expenditure, are particularly relevant 
for travel and accommodation expenditure. 

 

 Travel and accommodation expenditure should be economical and efficient, having regard to 
purpose, distance, time, urgency and personal health, security and safety considerations. 

 

8. Travel and accommodation expenditure – air travel 

 

 To the extent practical, air travel is to be booked well ahead of the actual travel date, so the 
expenditure is the most cost-effective possible. Air travel must be booked through the 
Executive Assistant and where relevant using the Otorohanga District Council Air New 
Zealand Card. 

 

 Discounted economy or economy class and/or a discount airline is to be the first choice for all 
journeys, except where the distance or hours travelled, work schedule on arrival, or personal 
health, safety or security reasons make business class preferable. In all circumstances first 
class travel is prohibited. 

 

 Council payment for members of airline travel clubs e.g. Koru Club requires the express 
approval of the Chief Executive. Membership must be supported by a clear business purpose 
and reviewed annually. 

 

 Air points (loyalty schemes) – Loyalty rewards accruing to staff and elected officials carrying 
out their official duties are the property of Council. As far as practicable these should be used 
for the benefit of Council. 

 

 

 

9. Meals and accommodation when travelling 

 

 To the extent practical, accommodation is to be booked well ahead of the actual travel date, 
so the expenditure is the most cost-effective possible. This must take into account the 
location of the accommodation relative to the event, the standard of the accommodation 
(which should be modest) and security issues. The use of “5 star” or “luxury” accommodation 
requires the express approval of the Chief Executive, prior to the booking being confirmed. 
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 Wherever possible use is to be made of Council’s preferred suppliers and negotiated 
corporate rates. 

 

 Where an employee chooses to stay in private accommodation no reimbursement will be 
made. 

 

 Drinks – Council will pay for only one alcoholic beverage with an evening meal, e.g. one 
glass of wine or one small bottle of beer. Casual drinks before or after the evening meal are 
to be paid for by the staff member or elected official. 

 

 Minibars/Videos – these costs will not be reimbursed by Council. 

 

 Phone Calls – All charges for business related telephone calls, faxes, email and internet 
access made by an employee or elected official while travelling on Council business will be 
reimbursed.  

 

 Accommodation check-out times are to be observed. Any additional costs as a result of 
failing to check out in time are the responsibility of the staff member or elected official. 

 

 Reasonable expenses will be met for unexpected events, e.g. overnight expenses due to a 
cancelled plane flight. 

 

 Reasonable meal costs will be met with the total cost not expected to exceed $60 per person 
per meal. Separate meal expenses will not be met where a meal has been provided as part 
of the meeting, conference, training etc 

 

 Where travel arrangements are extended to accommodate an employee’s or member’s 
personal arrangements, all costs in addition to those that would be expected for the business 
component of the trip are the responsibility of the staff member or elected official. 

 

10. Motor Vehicles and Taxis 

 

 Private use of a rental car is only permitted in exceptional circumstances and requires the 
express approval of the departmental manager or Chief Executive. All additional costs as a 
result of private use are the responsibility of the employee or elected official. Any fines 
(parking or traffic offences) incurred while using a rental vehicle are the responsibility of the 
driver. 

 

 Council expects the use of taxis to be moderate, conservative and cost effective relative to 
other transport options. Whenever practicable shuttle services are to be used in lieu of taxis. 
Council funded taxis are not to be used for travel between home and office. 

 

 Council vehicles (except those provided explicitly for private use under a remuneration 
arrangement) are not available for private use. Any fines (parking or traffic offences) incurred 
while using a Council vehicle are the responsibility of the driver unless the fines relate to an 
aspect of the condition of the vehicle outside the drivers control. Full details on the provision 
of and use of Council vehicles are contained in the Council’s “Motor Vehicle Policy”. 
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 Council will not pay for travel by private motor vehicle where travel by other means is more 
practical and cost effective. Pre-approval is required in all instances where reimbursement by 
Council is claimed. Any fines (parking or traffic offences) incurred while using a private 
vehicle on Council business are the responsibility of the driver. 

 

 The private owner is responsible for ensuring that any private motor vehicle has appropriate 
insurance cover. 

 

 All reimbursement claims for use of a private motor vehicle must be made on the appropriate 
Council form and at the rates approved from time to time by Council. The reimbursement rate 
will be in line with rates generally used in the public sector. 

 

 Council vehicles may be provided explicitly under a remuneration arrangement. In those 
cases the following provisions apply in addition to those in Council’s “Motor Vehicle Policy”. In 
most instances Council vehicles will be attached to a particular position and not to an 
individual. The following applies to such vehicles; 

 

o A Motor Vehicle provided to the Chief Executive (or any replacement) requires the 
express approval of Council. This approval will confirm the make, model and capital 
expenditure amount. While reflecting the status of these roles the expenditure should be 
both moderate and conservative. 

o Vehicles (for replacements) provided to other staff require the express approval of the 
Chief Executive. Expenditure is also to be both moderate and conservative. In 
determining whether a vehicle will be provided and the type of vehicle, the Chief 
Executive will consider specific industry practices, vehicles available, and the job function. 

o Any fines (parking of traffic offences) incurred while using a Council vehicle provided 
under a remuneration arrangement are the responsibility of the driver unless the fines 
relate to an aspect of the condition of the vehicle outside the driver’s control. 
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11. Tipping 

 

 The probity issue associated with tipping is that it is discretionary and usually undocumented 
expenditure. Tipping should not in any circumstances be extravagant. The principle of 
moderate and conservative expenditure is particularly relevant. 

 

 Council will not reimburse staff or elected officials for tipping while they are on business in 
New Zealand. Council will reimburse staff and elected officials for low to moderate tipping 
during international travel only in places where tipping is local practice. 

 

12. Other travel issues 

 

 The use of communications technology e.g. cell phones, telephones, email and internet 
access should be moderate with minimal, if any, private use. 

 

 Private Travel (extended travel) linked with official Council travel, Staff and elected 

officials with the express approval of the Department Manager or Chief Executive Officer (as 
applicable) may undertake private travel before, during or at the end of Council travel. 
Provided there is no additional cost to the entity and the private travel is only incidental to the 
business purpose of the travel. 

 

 Travelling spouses, partners, or other family members. As a general principle, travel cost 

for accompanying spouses, partners or other family members are a personal expense and 
will not be reimbursed by Council. In those rare instances where the involvement of a spouse 
directly contributes to a clear business purpose and pre-approval has been obtained, then 
Council may contribute to all or part of the additional costs. 

 

 The cost of stopovers will only be reimbursed where they are pre-approved and have a 

clear business purpose. 

 

13. Entertainment and hospitality expenditure – principles 

 

 Entertainment and hospitality can cover a range of items from tea, coffee and biscuits to 
catering, such as meals and alcohol. It also includes non-catering related items, such as 
Council funded entry to sporting or cultural events. 

 

 Expenditure on entertainment and hospitality is sensitive because of the range of purposes it 
can serve, the opportunities for private benefit and a wide range of opinions on what is 
appropriate. 

 

 Five business purposes of entertainment and hospitality have been identified. 

 

o Building relationships 

o Representing the organisation 

o Reciprocity of hospitality where this has a clear business purpose and is within normal 
bounds – acceptance of hospitality is expected to be consistent with the principles and 
guidance for provision of hospitality. 

o Recognising significant business achievement 

o Building revenue 
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 Supporting the Council’s internal organisational development may in occasional 
circumstances also be a legitimate business purpose for moderate expenditure. 

 

 Given the many non-commercial functions of Council, there will only be limited justification for 
expenditure under some of the five purposes of entertainment and hospitality above. 

 

 The principles of a justified business purpose, moderate and conservative expenditure are 
particularly relevant to Council. Council requires tight control of expenditure and transparent 
reporting. 

 

14.  Entertainment and hospitality expenditure – general 

 

 All entertainment and hospitality expenditure must be pre-approved and supported by clear 
documentation. This documentation must identify the date, venue, costs, recipients and 
benefits derived and/or reasons for the event. The most senior person present should 
approve and confirm the expenditure as being appropriate. 

 

 Expenditure on liquor will only be approved when consumed along with food and the amount 
involved is reasonable and moderate. 

 

15.  Goods and services expenditure – disposal of surplus assets 

 

 This section covers obtaining, disposing or using goods and services that are not covered by 
the terms and conditions of employment. 

 

 Sale of Surplus Assets – As part of normal business Council will from time to time dispose of 
assets. Typically this is when the assets have become obsolete, worn out or surplus to 
requirements. Council’s disposals are intended to be both transparent and fair. 

 

 Council will not dispose of assets to staff or elected officials or related parties at a discounted 
rate if a greater value could realistically be realised by an alternative method of sale, after 
taking account of the cost of the alternative sale process. 

 

 The principles of preserving impartiality and integrity are particularly relevant. Council expects 
staff disposing of assets not to benefit personally from the disposal. All disposals are to be 
handled in a manner that ensures the staff’s personal judgement or integrity are not 
compromised. 

 

 To ensure transparency, fairness and receipt of best value for Council, the disposal of assets, 
which have become obsolete, worn out or surplus to requirements, shall normally be 
conducted on the open market or by way of trade-in on a replacement asset. 

 

 Where disposal to officers or elected officials is approved by the Chief Executive, the 
following principles shall apply: 

 

o Officers involved in disposing of the asset shall not benefit from the disposal 
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o All assets identified for disposal to officers shall be valued and subject to a tender or other 
process that is appropriate to the value of the asset. 

o Assets shall not be sold at a discounted rate to officers or elected officials if a greater 
value could be realised by an alternative method of disposal after taking account of the 
cost of the alternative sale process. 

 

16.  Goods and services expenditure – loyalty reward scheme benefits 

 

 Loyalty reward schemes provide a benefit to the customer for continuing to use a particular 
supplier of goods and services. Generally, the rewards tend to be given in the name of the 
individual who obtains the goods or service, regardless of who has paid for them. 

 

 Prizes received from a free competition entry obtained while undertaking an entity’s business 
are also considered a loyalty or reward scheme for the purposes of the Council policy. So are 
Air Points schemes. In situations where receiving a prize or loyalty reward could be perceived 
as inappropriate, even if the entity rather than the individual would benefit from it, Council 
expects the prize or reward to be declined. 

 

 The principles of preserving impartiality and integrity are particularly relevant. 

 

 Council treats loyalty rewards accruing to staff carrying out their official duties as the property 
of Council. 

 

 Staff must apply, as far as practicable, those loyalty rewards only for the benefit of Council. 

 

 Council requires that staff keep a record of loyalty rewards accrued and applied for the 
benefit of Council, and regularly supply the departmental manager with a copy of this record. 

 

17. Goods and services expenditure – private use of Council assets 

 

 Any physical item owned, leased or borrowed by Council is considered an asset for the 
purpose of this policy. This includes photocopiers, telephones, cellphones, means of 
accessing the internet, and stationery. 

 

 The principles of transparency, moderate and conservative expenditure, are particularly 
relevant. Private use for personal purposes will only be permitted in defined limited 
circumstances. 

 

 The costs to Council of private use will be recovered, unless it is impractical or uneconomic to 
separately identify those costs. 

 

 The use of Council assets in any private business that any employee or elected official may 
operate is strictly prohibited, unless prior agreement has been reached with the Chief 
Executive for such use, which shall be conditional upon appropriate recovery of the value of 
such asset use from the employee or elected official in question. 

 

18. Goods and services expenditure – private use of Council suppliers 
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 Council, in limited circumstances, enables staff to obtain goods or services, from a supplier 
on the same or similar basis to Council, and staff are thus able to obtain the goods or 
services at a discounted price not otherwise available to them. This is treated as the private 
use of official procurement processes. 

 

 As staff have access to some Council suppliers on the same basis as Council, they may 
receive preferential access to goods or services, and potentially at a preferential price, that is 
not available to the public. The risk is that the availability of the discount to staff will influence 
the choice of Council suppliers. In particular the selection of suppliers must be in Council’s 
interest and is not to be affected by the availability or possibility of purchasing privileges for 
staff. 

 

 Staff may make moderate use of any preferential access to goods and services through 
Council’s suppliers under the following conditions: 

 

o Prior approval of the supplier by the Departmental Manager is required 

o All purchases are to be processed through the Council’s purchase order system 

o All orders are to be issued on a cash sale basis only and the staff member must pay in full 
for the goods and services directly to the supplier at the time of supply. 

o Staff may not use Council purchasing privileges on behalf of any third party. This includes 
family members or friends. 

o Staff may not use Council’s GSB contract for private purchases as this is not available 
under the terms of the agreement. Staff may use the GSB Club 1 program for personal 
purchases but the staff member must pay in full for the goods and services directly to the 
supplier at the time of supply. 

 

 In rare circumstances a Council order may cover expenditure with a personal component, 
e.g. travel or accommodation booking. In this case payment to Council for the personal 
component must be made on the earlier of the confirmation of the cost to be included in the 
20th month cheque run or the receipt of the invoice from the supplier. 

 

 Other than in exceptional and rare circumstances and only with the prior explicit approval of 
the Chief Executive, elected officials are not permitted to have preferential access to goods or 
services through Council’s suppliers. 

 

19. Staff support and welfare expenditure – clothing and grooming 

 

 Clothing includes outerware, footware and other items worn while at work. It also includes 

uniforms that are worn in the workplace. Uniforms typically identify an employee and include 
the Council logo and name. “Grooming” includes dry cleaning of clothing, hairdressing and 
other personal appearance treatments. 

 

 The main issue with paying for clothing or grooming is the risk of the resulting benefit to the 
staff member being disproportionately larger than that received by Council. The principles of 
a justified business purpose, moderate and conservative expenditure, are particularly 
relevant for this expenditure type. 

 

 Other than official uniforms and health and safety-related clothing, staff will not be clothed or 
groomed at the Council’s expense, when they are engaged in a normal business activity. The 
only exception is if it is specifically provided for as part of their remuneration arrangements. 
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20. Staff support and welfare expenditure – financing Social Club activities 

 

 Staff social clubs typically provide the opportunity for staff to have social interaction with both 
immediate work colleagues and other people in Council with whom they would not normally 
have contact. Social clubs may also assist staff to gain a better understanding of the wider 
roles and functions of Council. 

 

 Council may make a prudent and reasonable monetary contribution to a staff social club. The 
contribution may be in the form of an all-purpose grant towards the club’s annual budget, or it 
may be a grant or subsidy for a specific event. 

 

 Before approving a grant to be made the Chief Executive should gain the approval of the 
Mayor, and must be satisfied that there is a justified business purpose for the contributions. 
This purpose would typically be connected with organisational development and staff welfare. 

 

21. Staff support and welfare expenditure – farewells and retirements 

 

 Expenditure on farewells and retirements includes spending on functions, gifts and other 
items when staff are leaving or retiring from Council. 

 

 Expenditure on farewells and retirements should not be extravagant or inappropriate to the 
occasion. The principle of moderate and conservative expenditure is particularly relevant. 

 

 Expenditure on farewells and retirements is to be approved by the Departmental Manager. 

 

22. Staff support and welfare expenditure – sponsorship of staff or others 

 

 Staff taking part in an activity that is not part of their job – such as a sporting event – may be 
sponsored by Council through the provision of, or payment for, goods or services (for 
example, a t-shirt or an entry fee). 

 

 Sponsorship should have a justified business purpose, which could include both publicity for 
the Council and its objectives and organisational development. The cost to Council must be 
moderate and conservative. If the sponsorship does not have a justified business purpose, 
the cost is a donation. 

 

 In normal circumstances sponsorship will be provided through a social club rather than 
directly to a staff member. 

 

 Sponsorship of people who are not staff must be undertaken in a manner that is transparent. 
It is also preferable that, if non-staff are sponsored, the sponsorship is of an organisation they 
belong to, rather than directly to the individual. 

 

23. Other types of expenditure – grants and donations 

 

 A donation is a payment (in money or by way of goods and services) made voluntarily and 
without the expectation of receiving goods or services in return. 
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 Council requires donations to be: 

 

o Lawful in all respects 

o Disclosed in aggregate in the Council’s annual report 

o Made to a recognised organisation by normal commercial means (not to an individual) 
and not in cash; and non-political 

 

24. Other types of expenditure – Koha 

 

 Koha is an unconditional gift and given with the intention of aroha – kindness, goodwill, 
support and/or appreciation of the occasion. 

 

 Council acknowledges the important practice of koha as a taonga and integral part of tikanga 
Maori, under the Treaty of Waitangi. 

 

 Any koha given on behalf of Council should be reflective of the occasion and more 
importantly the prestige of Council in its relations with Tangata Whenua. 

 

 If there is a group or collective of Council representatives, only one koha should be given 
which represents the entire group or organisation. 

 

 The amount of koha should reflect the occasion, the mana and prestige of Council 
representatives in attendance, e.g. if the Mayor, Councillors and Senior Management are 
attending a hui, then a koha which is befitting their status should be given. 

 

 Koha should not be confused with payments for services, i.e. when attending a marae or 
function the koha or gift is just that and for which no receipt is expected. Separate and in 
addition to koha there may be catering, accommodation and venue hireage costs, for which a 
(GST) invoice is required. These costs are to be confirmed and agreed on separately with the 
hosts prior to the event taking place, unless there is a specific request from the host that only 
a koha be given. 

 

 Generally money in the form of cash or cheque is provided as koha. In some situations it is 
appropriate for koha to be in the form of gifts and taonga which is appropriate to the giver or 
the department being represented e.g. books or plants may be presented to Tangata 
Whenua as koha. 

 

 Departmental Managers have authority to authorise koha financial contributions from their 
respective budgets. All koha are to be approved in advance. The Policy Manager is 
responsible for advice and support on the Koha policy. 

 

25. Other types of expenditure – communications technology 

 

 Communications technology – such as cell phones, telephones, email and internet access is 
widely used in the Council workspace. While some personal use of this technology may be 
unavoidable, excessive use incurs costs, including lost productivity to Council, and shall not 
be permitted. 
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 Where it is administratively possible and cost effective Council will require reimbursement of 
the costs associated with personal use of communications technology. 

 

26. Other types of expenditure – gifts 

 

 A gift is usually given as a token of recognition of something provided by the recipient. 

 

 The giving of gifts by Council requires the express prior approval of the Chief Executive or 
Council resolution. 

 

 The giving of gifts must be appropriate, transparent and reasonable. 

 

 The receiving of a gift is not strictly sensitive expenditure however it nevertheless is a 
sensitive issue. This policy below aims to ensure that staff and elected officials impartiality or 
integrity can not be called into question as a result of receiving gifts. 

 

o Council staff are permitted to accept gifts if they are infrequent and inexpensive and are 
openly distributed by suppliers and clients (e.g. pens, badges, calendars etc) 

o Infrequent is defined as no more than three times in any 12 months period and 
inexpensive as having a monetary value of less the $50. 

o In all instances staff must inform their manager or supervisor that they have received a 
gift for service as appreciation. 

o The acceptance of any gift with a monetary value exceeding $50 must have the express 
approval of the Departmental Manager for staff to retain it. 

 

28. Chief Executive’s Officer Discretionary Fund 

 

 A Chief Executive’s Discretionary fund may with the approval of Council be established to 
enable the chief executive to recognise and support other council staff through whatever 
means he considers appropriate. 

 

 The annual budget allocations of such a fund will represent an amount that the chief 
executive has agreed to forego from his personal remuneration, for the purposes described. 

 

 Since this funding does not originate from rates or the ‘public purse’ the expenditure of it shall 
be subject to fewer controls than would be applicable to other Council expenditure for similar 
purposes. It is nevertheless expected that expenditure from this fund is made in such a way 
(and with associated explanations where appropriate) so as not to appear inconsistent with 
the general principles applicable to sensitive expenditure contained in this policy, and is not 
likely to undermine public confidence in the expenditure of Council.  
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COUNCILLORS’ ALLOWANCES AND REIMBURSEMENTS POLICY 
 

1. Introduction 
 

Schedule 7, section 6 of the Local Government Act 2002 requires the Remuneration 
Authority to determine the “remuneration, allowances and expenses” payable to 
Councillors of local authorities. Section 6 further states that the Remuneration Authority 
may approve the rules under which expenses are reimbursed to Councillors. 
 
 
Remuneration, allowances and expense reimbursements not determined by the 
Remuneration Authority cannot be paid. 
 
The Remuneration Authority have reviewed their approach to the approval of expense 
rules and reimbursing allowances. In doing so the Remuneration Authority advised the 
following: 
 
1. The Remuneration Authority is required to satisfy itself that its determinations on the 

remuneration of members are not distorted by the payments of expense 
reimbursements or allowances. 

 
2. Local authority members carry out their responsibilities on a diverse basis and in 

accordance with local conditions. A “one size fits all” approach would be inappropriate 
and thus approvals on a local authority by local authority basis should continue. 

 
3. There are, however, some common principles and guidelines which, as public entities, 

all local authorities need to follow when reimbursing expenses or paying allowances, 
including those set out in the Auditor-General’s 2007 publication “Controlling Sensitive 
Expenditure: Guidelines for Public Entities” (available at www.oag.govt.nz) . If those 
principles and guidelines are followed the risk of distortion (paragraph 1) is 
significantly reduced. 

 
4. The Remuneration Authority approval should be based on sufficiently detailed 

information to enable the Authority to have satisfied itself that no distortion is 
occurring. Accordingly, that information needs to be provided by the local authority in 
a standard format determined by the Remuneration Authority. 

 
5. A member of the public exercising their right to inspect the approved expense 

reimbursement rules (including the payment of reimbursing allowances) should be 
able to reach an informed view of the local authority’s policies and practices. 

 
6. The local authority, the Remuneration Authority, and the public should have access at 

any time to one, up to date, approval document. 
 

In developing this policy, a key factor has been administrative efficiency. Therefore, 
where it is possible to do so, an effort has been made to provide standard allowances 
based on a fair and reasonable rate for the costs incurred, rather than requiring a claim to 
be made. 
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2. Related Guidelines and Policy Documents 
 

 Office of the Auditor-General publication – “Controlling sensitive expenditure: 
Guidelines for public entities” is available at www.oag.govt.nz 

 

 Guidelines for Reimbursing Expenses of Elected Members of Local Authorities. 
(Remuneration Authority, 6 September 2010). 

 

 Council Fraud Policy and Procedures (2007) 
 
 
 

3. Council Process for Payment of Allowances and Reimbursements 
 

Payment for allowances and reimbursements require a claim form to be signed and 
submitted. 
 
Councillor claims are processed and paid at the next fortnightly payrun after receipt. 
 

 Claim forms are to be submitted to the District Accountant who will vet, approve and 
arrange payments into members bank accounts. 

 

 Claim forms are to be received by the Friday preceding the fortnightly payrun. 
 

 Claims submitted after three months will not be entertained except in extraordinary 
circumstances. 

 

 All reimbursement claims are to be supported with a detailed receipt or tax invoice. It 
is not sufficient for payments made by credit card or EFTPOS to be supported by only 
the credit card/EFTPOS receipt. 

 

 Payment will be included in the next fortnightly payrun by direct credit. 
 
 
 

4. Vehicles 
 

4.1 Mayor’s Vehicle 
 

The Mayor of the Council will not be provided with a vehicle.will be provided with a vehicle, 
which will be available for private use. Private use has been assessed at 20%, which is the 
rate normally assessed by the Remuneration Authority. 
 
A deduction for private use is made from the Mayoral salary using the formula determined by 
the Remuneration Authority. 
 
 
4.2 Vehicle Provision 
 

 The Council does not provide Council vehicles for members attending Council/ 
Community Board meetings. 

 
 
 
 

Formatted: Indent: Left:  0.63 cm,
First line:  0 cm
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5. Mileage Allowances 
 

5.1 Mileage Rate 
 

 The Remuneration Authority determines the maximum mileage rate payable and reflects 
both cost recovery and an element of remuneration for travelling time. A mileage 
allowance, which is equal to the approved IRD rate set by the Remuneration 
Authority(currently 77 cents per kilometre) up to 510,000 kilometres per annum for all 
mileage incurred on “Council business” is paid and this is the maximum amount 
allowable. Travel in excess of 510,000 kilometres will be reimbursed at 37 cents per 
kilometrethe approved rate set by the Remuneration Authority. Only travel by the most 
direct route to Council approved meetings will be considered. No reimbursements of costs 
are chargeable to others (eg. private company).  

 
 Councillors are to include on the claim form details of all meetings (including Council/ 

Community Board) for which a mileage allowance is being claimed. Reimbursement will 
only be made for mileage listed on the claim form. Sufficient details relating to “Council 
Business” meetings are to be included. 

 
 For Community Board members that may have two places of residence then the mileage 

claim for each Community Board meeting will be from the actual place of residence on the 
day of the meeting. 

 
  
5.2 Mileage for “Council Business” 
 
 Subject to the interpretation and exceptions listed below, Councillors are entitled to a 

mileage allowance when using their own vehicle for “council business”. 
 
 A threshold of 30 kilometres of distance travelledTravel to a Council or Community Board 

meetingfor any one event, with only distance in excess of the threshold qualifying for 
payment. Theup to a maximum payment distance of 510,000 kilometres, can be claimed 
by any one elected member in any one year at a mileage allowance which is equal to the 
approved IRD rate set by the Remuneration Authority. (currently 77 cents per kilometre). 

 
 Travel in excess of 510,000 kilometres will be reimbursed at 37 cents per kilometrethe 

approved rate set by the Remuneration Authority. 
 
  
 
Interpretation 
 

 With respect to mileage allowances, the term “council business” includes attendance at 
the following: 

 

 Official meetings of the Council and Community Board meetings. 
 

 Council/ Committee workshops/ briefings 
 

 Statutory hearings (excluding Hearings relating to the Resource Management Act 
(RMA)) 

 

 An external event or meeting where there has been: 
 

- a resolution of Council; or 
- authorisation by the Mayor 
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 Formal meetings/ visits within the Councillor’s constituency (details to be provided). 
 

 Seminars and training courses where the Councillor’s attendance has been 
authorised. 

 

 Formal meetings with Mayors, territorial authority committee Chairs or elected 
members. 

 

 Official Councillor briefings by Council staff. 
 

At no time does “council business” include events where the primary focus is on social 
activities, political meetings or electioneering. 
 
Exceptions 
 

 If the Council is providing transport, and a Councillor chooses – for personal reasons 
– to travel independently, they may not be entitled to a vehicle allowance. 

 

 Where a Councillor chooses – for personal reasons – to travel by private motor 
vehicle to a conference or seminar outside of the Otorohanga District they will be 
entitled to reimbursement of the mileage travelled, up to the value of equivalent 
airfares. 

 
 
 

6. Travel and Accommodation 
 

6.1 Taxis and Other Transport 
 

Other than for agreed conference/ meeting attendance, there may be occasions when a 
Councillor requires a taxi service. Actual costs associated with approved use, will be 
reimbursed upon production of an official receipt. 
 
 

6.2 Use of rental cars 
 

There may be occasions when rental cars are required for use by Councillors. Approval 
by the Chief Executive (including the company to be used) is required. 
 
 

6.3 Air Travel – Domestic 
 

Domestic air travel may be considered for conferences approved by Council, only where 
travel by air is the most economic way. 
 
It is current practice that no one airline is favoured – the cheapest possible flight is 
booked to meet requirements. 
 
Members requiring booking of approved air travel should arrange this with the Executives 
Assistant 
 
 

6.4 Air Travel – International 
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International air travel needs to be approved in advance by Council. 
 
It is current practice that all international air travel will be economy class except where 
exceptional circumstances arise. 
 
It is also current practice that no one airline is favoured – the cheapest possible flight is 
booked to meet requirements. 
 
Members requiring booking of approved international air travel should arrange this with 
the Executive Assistant. 
 
 

6.5 Airline Clubs/ Airpoints/ Airdollars 
 

Airpoints or Airdollars earned on travel, accommodation, etc, paid for by the Council are 
available for the private use of Councillors. 
 
 

6.6 Accommodation Costs 
 

Councillors attending any Council, Committee or Council Workshop meetings are entitled 
to any expense incurred in attending the meeting. Such expenses could include 
accommodation. 
 
Actual and reasonable accommodation costs will be paid/ refunded (upon production of 
receipts) where appropriate. Such costs are appropriate when a member is required to 
travel long distances (in excess of 100 km one-way) to a meeting, or it is not practicable 
to return home on the same day, or in exceptional circumstances. 
 
 

6.7 Meals and Sustenance, Incidental Expenses 
 

It is policy to provide a lunch for members attending meetings when the meeting or 
meetings extend past the lunch period. 
 
Members may claim fair and reasonable costs for meals when travelling on official 
business, with the production of receipts. See Section 3 for Council’s process for payment 
of allowances and reimbursements. 
 
There will be no reimbursement of meals provided by others. 
 
Costs of telephone/ toll calls necessary while staying away from home may be refunded. 
It should be noted that some hotels add a surcharge to calls made through their system. 
 

 Cost of one call home per night can be claimed 
 

 Costs of calls in contacting constituents may be refunded provided the call is for the 
business of the Council. 

 
 
 

7. Communications and Technology 
 

7.1 Equipment and Technology provided to Councillors 
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Councillors will provided with an Ipad for use at Council meetings and for other Council 
business. The Ipad remains the property of Council. Councillors will not be supplied with a 
PC or facsimile/ printer 
 
 

7.2 Home Telephone Rental Costs and Telephone Calls (including mobiles) 
 

7.2.1 Mobile Telephones 
 

The Council will provide a mobile phone for the Mayor and cover all expenses associated 
with the use of that phone. The phone remains the property of the Council. The Mayor will 
not receive a mobile phone allowance 
 

7.2.2 Residential telephone connections 
 

The Council will reimburse the Mayor for the full cost of line rental for a listed phone. 
 

7.2.3 Reimbursement of landline call costs 
 

The Council will reimburse costs to the Mayor for toll calls incurred in the business of the 
Council upon provision of appropriate detailed accounts. All personal costs are a cost to 
be borne by the Mayor 
 
The Council will not reimburse costs to other Councillors for landline outgoing toll calls. 
 

7.2.4 Reimbursement of communications and technology entitlements 
 

In order to minimise administrative costs, a single yearly payment of $750 (GST 
inclusive), pro-rated as applicable, will be made to any Ward Councillor living in a remote 
location, where there is additional costs incurred. The payment will partly cover the costs 
of an internet connection, mobile phone allowance and residential line rental. 
 
 
 

8. Professional Development, Clubs and Associations 
 

8.1 Conferences, Courses, Seminars etc 
 

An annual budget will be set aside for Councillor attendance at conferences/ courses/ 
seminars. 
 
When considered appropriate for a Councillor to attend a conference/ course/ seminar at 
the cost of the Council, approval shall only be given for the purpose of acquiring 
knowledge, including new developments, or transacting business that is appropriate to 
that Councillor. Costs of attendance must be able to be met within the approved budgets. 
 
Attendance will generally be authorised by resolution in a public session of Council, but 
may be authorised in writing by the Mayor. 
 
Councillors who have been authorised to attend a conference, course, seminar etc will 
have attendance fees, travel, accommodation and meals paid for. Unless otherwise 
agreed by the Chief Executive, all travel and accommodation will be booked through the 
Executive Assistant. 
 
The Council will not meet costs of partners/ spouses attending conference/ course/ 
seminars. 
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Councillors, after attendance at an approved conference/ course/ seminar should present 
a report to an appropriate meeting on relevant matters including course content, matters 
of interest to other members and staff and an assessment of the value of the attendance. 
 
LGNZ Conference 
 

Attendance at the LGNZ Conference will be considered and resolved by the Council. 
 
The Council will meet the costs of registration, travel, meals and accommodation for 
Councillors. 
 
 
 

9. Other Expense Reimbursements & Allowances 
 

9.1 Other Expenses 
 

Certain items have been confirmed as not refundable as follows: 
a. increased clothing standard because of attendance at Council and other meetings; 

 
b. constituent expenses 

 
c. lost time or the additional payments incurred in having normal work undertaken by 

someone else; 
 

d. childcare 
 

e. personal subscriptions to magazines 
 

f. personal subscriptions to clubs and organisations 
 

g. hospitality extended to constituents in private home on Council business and community 
contacts; and 

 
h. spouses costs in attending functions, eg. Clothing and hairdressing 

 
 

9.2 Salary Adjustments 
 

When a Community Board Chairperson has been granted extended leave of absence by 
Council, the Deputy Community Board Chairperson may, by approval of the Mayor or by 
resolution of Council, be paid the equivalent of the Chairperson’s salary, for the appropriate 
period. In justifying any decision to increase the salary of the Deputy Community Board 
Chairperson under these circumstances, due consideration should be given to the length of 
leave of absence and the anticipated workload during that period. 
 
The Community Board Chairperson, by virtue of being on leave of absence, will forfeit that 
proportion of salary.  
 
 
9.3 Taxation of Allowances 

 

Taxation on allowances shall be deducted at the prevailing taxation rates as determined by 
the Inland Revenue Department. 
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Otorohanga District Council shall furnish details of taxable payments made and deductions 
for every tax year, upon request. 

OTOROHANGA DISTRICT COUNCIL PURCHASE CARD (P-CARD) POLICY 
 
The purpose is to provide guidance on the use of Council purchase cards (P-Card) as a method 
of payment for Council expenditure. 
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Definitions 

Bank – the Council’s card issuer, currently the BNZ 
Contracted suppliers – a supplier that has been awarded a contract with the Council also referred 
to as a Preferred Supplier. 
Flexi-purchase – the Council’s P=Card expense management system 
P-Card – Council purchasing card 
 

Policy Statement 

Otorohanga District Council’s P-Card programme has been established to provide a convenient 
means to support the businesses purchasing requirements, It provides a low cost and efficient 
alternative to traditional purchasing methods. The programme utilises Flexipurhcasr to provide 
and effective and transparent tool for reporting, approving and monitoring P-card transactions 
and compliance with Council’s policies. 
P-Cards may be used for routine purchases, exceptional purchases, emergency purchases and 
low value items where the Council has no Contracted Supplier arrangement, or when dealing 
with a specialised vendor, or when the purchase method requires it. Where practicable, P-cards 
will remove the need to use personal funds which would require subsequent reimbursement. 
This policy applies to all purchases transacted by P-card, regardless of the source of funding. 
The policy covers all Council P-Cards for Council employees and the Mayor. 
 

Principles and Strategic Alignment 

This policy is designed to align with the key principles in the Office of the Controller and Auditor-
General’s (OAG) good practice guide, “Controlling sensitive expenditure: Guidelines for public 
entities”. 
The key principles in the OAG guidance include: 

 Public money principle – public money is not the property of Council staff to do with as 

staff please. The expenditure must be subject to standards of probity and financial 

prudence that are to be expected of a public entity and able to withstand public scrutiny 

including audit scrutiny. 

Expenditure decisions should: 

 have a justifiable business purpose 

 preserve impartiality 

 be made with integrity 

 be moderate and conservative, having regard to the circumstances 

 be made transparently and be appropriate in all respects. 

The above principles should be applied as a set, none should be treated as more important than 
another. 

Issuance 

The issuance of a Council P-Card is an act of trust by the Council. This needs to be reflected in 
the way in which a P-Cardholder uses the P-Card. The general terms and conditions of the P-
Card must be complied with. The highest standards of ethics and probity are expected from 
every P-Cardholder. 
Staff will be issued with a P-Card in one of the following first two criteria, plus criteria three and 
four, are met: 

i. The staff member is required to purchase goods and services on behalf of the Council in 

order to carry out the tasks and responsibilities assigned to him/her in accordance with 

his/her position description. 
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ii. The staff member is travelling on behalf of the Council. 

iii. The Department Manager (Tier 2 Manager) or higher approves the issue of the P-Card. 

iv. The application is approved by the District Accountant or delegated authority within 

Finance. 

Limits and Applications 

Credit limits will be set depending on the business requirements. Credit limits should be kept at a 
minimum level normally between $500-$2,500. E.g. departmental administrators processing low 
value items for a team should be set at $500. 
The monthly limit represents the maximum aggregate value for goods and services the P-
cardholder  can purchase in a single statement month. 
A Tier 2 Manager, Chief Executive or the Mayor in line with the Delegated Authority Manual shall 
approve all P-Cardholders and associated credit limits. Council P-Cards will not be issued to non-
employees, contractors, casuals and councillors and these people will not be given rights to 
approve the P-Cards request. 
In exceptional circumstances where there is a need for higher limits a Tier 2 managers approval 
must be obtained. 

Governance 

The non observance of any rules,  procedures or guidelines as set out in this policy, or 
referenced policies, may be classified as misconduct, or serious misconduct as defined within the 
relevant employment agreement, and can result in any of the below listed consequences at the 
sole discretion of the Chief Executive: 

i. The cancellation of the P-card; and/or 

ii. The P-card holder being held liable for any loss incurred by the Council; and/or 

iii. A breach of the Council’s Staff Manual. 

Responsibilities 

Cardholder’s are the individuals to whom the P-Card has been issued and whose name appears 
on the P-Card. 
Cardholder’s and Approvers are responsible for ensuring they fully understand and comply with 
the P-Card Policy and related policies and business rules. Acceptance of the P-Card Application 
Form and the Employee Declaration indicated that you understand the intent of the P-Card 
programme and agree to adhere to the policy and business rules established for the programme. 

Cardholders: 

 Are responsible for the security and usage of their P-Card as all times and must not allow 

the card to be used by any other person. 

 Are responsible for setting and maintaining a card PIN that is unique to all other PIN’s 

used by the cardholder. This PIN must not be hared in any circumstances. 

 Must report lost, stolen or compromised cards immediately to BNZ and the P-Card 

Administrator as soon as possible. The cardholder will not be personally responsible for 

charges incurred if this process is followed. 

 Must endeavour to use Council’s preferred suppliers or existing supply agreements 

wherever possible prior to using their P-Card. 

 Are responsible for ensuring that the P-Card is only used for justifiable business 

expenditure incurred in relation to conducting Council’s business. 

 Where a transaction is genuinely charged in error, cardholders must immediately either 

cancel the transaction or reimburse the amount charged to the P-Card and notify their 

Tier 2 Manager and P-Card administrator. 
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 Must provide clearly itemised receipts or tax invoices for every transaction. Cardholders 

must ensure that tax invoices include a GST number, the words “Tax Invoice” and details 

of the purchase 

 No cash withdrawals will be permitted, an exception will be made for Koha contributions 

on specified cards. 

 Cardholders will be held personally liable until transactions are properly coded and 

supported by relevant receipts. 

 Must surrender the card to their manager and account for all expenditure in advance of 

changing role of leaving the Council. 

The cardholder is responsible for: 

 Keeping receipts and tax invoices for all charges and loading these as attachments in the 

Flexi-purchase system. 

 Complying with all the Council’s policies associated with the P-Card and other relevant 

policies. 

 Ensuring all transactions are coded by the end of the month. Cardholders who have not 

coded all transactions for the previous month will have their credit limit reduced to $1 until 

coding is completed. Cardholders who fail on three occasions to comply with the P-Card 

policy requirements will have their P-Card cancelled. This “three strike” policy is to ensure 

P-Card policy compliance. Receipts and supporting documentation must be scanned into 

Flexi-purchase and attached to the credit card transaction at the time of coding the 

transactions. 

 Ensuring all transactions are coded in the Flxei-purchase system using the correct GL, 

GST status and the appropriate description which outlines the purpose of the expenditure. 

Good description: Water provided to volunteers at Kawhia Beach clean-up event, after 
road closure stopped pre-approved refreshments arriving. 
Bad description: Drinks. 

Approvers are the individuals or managers to whom cardholder transactions are sent for approval 
within the Flexi-purchase system. Approvers are one up managers and must have appropriate 
delegated authority. The sole exception is the Deputy Mayor, who is deemed the approver for the 
expenses on the Mayor’s P-Card. 
When a cardholder incurs expenditure which solely or directly is for the benefit of a more senior 
manager within the department, then the approval for the expenditure must be made by a 
manager one-up from the person receiving the benefit, either directly within Flexi-purchase or on 
an attachment. E.g. P-Card holder pays for their Managers conference fee; approval would be 
required by their Managers one-up Manager. 

Approvers must 

 review transactions 

 ensure all transactions have the correct GL code, GST status and appropriate description 

(and Project ID if applicable) 

 ensure cardholders follow the appropriate policies and procedures 

 must complete forms for any termination/transfers of cardholders, ensure all expenditure 

is accounted for in advance of the cardholder changing role or leaving Council and 

destroy the P-Card 

 ensure receipts are attached for all spending 

 are responsible for reviewing all receipts and ensuring that they are satisfied that the 

expenditure is a justifiable business expense prior to approving 

 are responsible for investigating suspected breaches of this policy or related policies as a 

result of P-Card use 
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 must ensure approvals are complete by the end of the month reporting period notified by 

Flexi-purchase 

 key responsibility is to protect the cardholder by ensuring their spend is appropriate. 

The P-Card Administrator is responsible for: 

 being the point of contact between Council and BNZ 

 issuing new and replacement Council P-Cards 

 monitoring exception reporting on exceeded P-Card limits and escalating non compliance 

to their manager 

 increasing/decreasing P-Card limits as authorised by a Tier 2 manager 

 informing BNZ of any P-Cardholder problems with vendors/merchants 

 investigating any charges disputed of unknown transactions as notified by Council P-

Cardholder 

 resolving statement enquiries by P-Cardholders 

The Chief Executive is responsible for: 

 review and approve Tier 2 P-Card expenditure on a monthly basis 

 approve changes in limits in the absence of the relevant Tier 2 manager 

The Mayor is responsible for: 

 review and approve Chief Executive P-Card expenditure on a monthly basis 

The Deputy Mayor is responsible for: 

 review and approve Mayor P-Card expenditure on a monthly basis 

 

Delegation of coding duties 

IN the case of some P-Cardholders, they may not have access to Council computer systems to 
undertake coding of expenditure. In these cases, responsibility for coding can be delegated to 
another staff member. If this delegation is to occur, this must be noted on the application for a P-
Card. Approval of coding will follow a one-up principle of the delegated staff member. 
 

Compliance and Monitoring 

P-Card usage is subject to regular audit and monitoring. P-Cardholders who fail to meet the 
standards required by this Policy may incur temporary or permanent loss of access to the P-Card 
without notice. 
P-Cardholders will be personally liable for any tr4asnactionds that do not meet the standards 
detailed in this Policy. Uncoded transactions will be treated as non-compliance, as will 
unapproved transactions. 
P-Cardholders and Approvers who fail to meet the standards required by this Policy or 
associated business policies may find themselves the subject of disciplinary action. Council 
operates a three strike approach for non-coding and/or non-approval of P-Card spend.  

Acceptable Use Guidelines 

Council P-Cards should not be used as a matter of course, but only when the normal purchasing 
procedures are not available or viable, e.g. immediate payments/services are required. As much 
as possible, P-Cardholders should attempt to purchase through the normal purchasing system. 
The nature of expenditure incurred on the P-Card should still comply with any other Council 
discretionary expenditure policies. 
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All employees must ensure that expenditure is business related and that this Policy, other 
discretionary expenditure policies and Council’s Fraud Policy are adhered to at all times. 
All expenditure will be within budget. 

Card cancellation 

 Council operates a three strike approach for breach of the policy – the result could be the 

immediate withdrawal of _card and possibly disciplinary action. 

 The P-Card Administrator has the right to cancel a P-Card at any time. Cancellation will 

occur where a P-Cardholder has breached the terms of this policy in relation to the three 

strike policy. 

 The P-Card must be destroyed by the P-Card holder on termination of their employment 

or changing roles with the Council. All appropriate forms completed and sent to Finance 

and all coding and approvals completed. 

 The P-Card cancellation will be processed by Finance immediately once the expenditure 

has been approved.  

Security and Lost or Stolen Cards 

 It is the P-Cardholders responsibility to keep the P-Card secure 

 When selecting and managing a P-Card PIN, cardholders must comply with the BNZ 

policy on PIN’s. The selected PIN must be designed to reduce the chance of anyone 

guessing the numbers you choose. The PIN must be kept confidential at all times. 

 P-Cardholders are not permitted to share their P-Card and associated PIN. Failure to 

comply will result in the P-Cardholder being held personally liable for the transactions 

incurred. 

 If the P-Card is lost or stolen, the P-Cardholder must notify the BNZ directly and then 

contact the P-Card Administrator. 

Disputed transactions 

 Any transactions of unknown origin or disputed transactions must be referred to the P-

Card administrator immediately. 

P-Card Amendments 

 P-Card limit increase requests must be recommended by a Tier 2 managers or higher. 

Managers must provide a recommendation and rationale of any limit increases.  

 Temporary increases for one off larger expenses (such as conference fees etc) must 

have prior approval of the relevant Tier 2 manager in writing before being processed. 

Temporary limit increases will be expire after 1 day. 

Applications for new cards 

 Staff wanting to obtain a P-Card must complete Council’s ‘P-Card application form’, must 

sign the terms and conditions, have their application endorsed by their manager and 

approved by the appropriate Tier 2 manager or higher. 

 In the case of an application by a Tier 2 manager the application must have the 

endorsement of the Chief Executive or Mayor. 

P-Cardholders exiting or leaving council or taking extended leave of absence 

 P-Cardholders are required to surrender their P-Card prior to leaving their role and 

Approvers are responsible for ensuring that this is done and all transactions properly 

accounted for. It is recommended that Approvers retrieve the P-Card at the time that it is 

first known that a P-Cardholder will be changing roles or exiting Council. 

 Where a P-Cardholder is on an extended leave of absence from the Council for any 

reason, it is recommended that the Approver contacts the P-Card Administrator and 
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requests that all spend limits be set to zero. Previous limits can be restored once the P-

Cardholer returns to Council. 

Misuse of P-Card 

The issuance of a Council P-Card represents Otorohanga District Council’s trust in you as a 
responsible employee that actively safeguards and protects Council’s interests when using your 
P-Card. 
The following outlines misuse of the P-Card but are not an exhaustive list. 

 Non-approved expenditure, including purchases for the personal benefit of the P-

Cardholder or the personal benefit of any other person 

 Allowing another person to use your P-Card 

 Splitting a large purchase into 2 or more transactions to overcome the transaction limits 

on your P-Card 

 Purchasing similar items from different suppliers to overcome the transaction limits on 

your P-Card 

 Purchase of inappropriate items or services 

 Lack of proper or timely coding and reconciliation of a P-Cardholder’s transactions on 

Flexi-purchase 

 Failure to provide other supporting documentation when required 

 Failure of managers to approve their direct reports spending within a timely fashion 

 Otorohanga District Council reserves the right to cancel or suspend P-Card privileges in 

instances of misuse 

 Council operates a three strike approach for breach of this policy, the effect could be 

immediate withdrawal of the P-Card and possibly disciplinary action 

 Personal Expenditure of any kind e.g. coffee for P-Cardholder or another staff member. 
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Appendix 1 – Rules and Guidelines for Use 

Rules 

The P-Cardholder is responsible for the collection of a GST invoice or receipt. If mislaid, the 
responsibility for obtaining a copy of the invoice or receipts rests with the P-Cardholder. 
The P-Cardholder is responsible for ensuring that invoices and receipts are scanned into Flexi-
purchase and linked to the relevant transaction. This process must be completed within the 
stated timeframes. 
It is expected that the most senior P-Cardholder present will charge costs (such as meals) to 
their P-Card 
The Otorohanga District Council P-Card programme is strictly enforced and audited. The 
programme prohibits P-Card use for the following Goods and/or Services: 

1. Where a Procurement Contract Exists 

Where a Supply Agreement exists between the Council and a Supplier the likely platform for 
purchase will be by Purchase Order. If you are in doubt whether an Agreement exists, please 
contact the Finance department. 

2. Purchases of NZ domestic flights 

3. Personal purchases 

4. Cash advances 

5. Cash refunds 

6. Transferring credit to payment service providers; e.g. PayPal, Amazon WebPay 

7. Lease agreements 

8. Mobile devices (including tablets), phone bills, sim cards, top-ups (unless the sim card is 

integrated with the Council equipment for data monitoring/systems communication), and 

data-use charges. 

9. Desktop/laptop computers (including monitors, keyboards and mouse devices). 

10. Software-as-a-Service (SaaS) licence/subscription. 

11. Internet (ISP) charges. 

12. Payment for work attracting PAYE. 

13. Internal payments within the Council. 

14. Alcohol. 

15. Print devices. 

16. Any expense prohibited or controlled by another policy 

17. Consultancy 

18. Contract Labour 

19. Insurance 

20. Capital Expenditure items 

 

Guidelines 

In some instances, P-card use may be acceptable. The following section offers additional 
guidance to the prucahser for particular categories of expenditure. 

1. Air Travel 

Domestic (within New Zealand) air travel must be purchased through Council’s Air New Zealand 
card. Use of P-Card to purchase domestic flights is by exception only, such as to make 
emergency travel arrangements. 

2. Alcohol 

The Council will not fund the purchase of alcohol unless for an official Council function where it 
has been pre-approved by a Tier 2 manager or above. Where Council is entertaining visitors, ther 
may be a requirement to purchase alcohol; e.g. as part of a meal at a restaurant. If alcohol is 
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likely to be purchased, Council will only fund moderate consumption and reasonably priced 
alcohol for guest visitors.  
Alcohol with meals when staff are attending conferences and seminars will only be funded as per 
the Staff Manual. Any alcohol over and above these limits should either be paid for separately, or 
if splitting of the bill is not available, advised to the approver and reimbursed to Council as soon 
as you return to the office. 

3. Business Meetings 

From time to time meetings are conducted over ‘coffee’. P-card purchase of coffee and 
refreshments for meetings between staff members is not permitted. Purchase of business 
lunches and teas must be made using Preferred Suppliers of ‘self catered’ with food and drink 
purchased from a grocery store if it is appropriate (cost-effective) to do so. 
Meetings including visitors can be charged to P-card. As a general rule, there should be a ration 
of no more than 2 staff members to each visitor. That is 2 visitors may be taken for coffee by up 
to 4 staff members. 

4. Electronic Devices 

Purchase of computers (including readers, iPads, iPods, PDAs, tablets, netbooks, laptops and 
any similar device) should not be transacted by P-Card. The purchaser must first consult with the 
IT department prior to requesting quotations. Such purchases shall be made by Purchase Order 
only. 

5. Software – Note, a licence may exist. Ask IT department 

Purchase of software from online suppliers must have the approval of their manager. Any 
purchase that is not supported by written pre-approval will result in that staff member concerned 
being asked to reimburse the Council. Mobile device ‘Apps’ can be purchased by P-Card if the 
requirements within the Sensitive Expenditure Policy are observed. 

6. Meals and Beverages when entertaining and/or travelling 

From time to time, staff will need to take visitors to dinner. As a general rule there should be a 
ration of no more than 2 staff members to each visitor. This is 2 visitors may be taken to dinner 
by up to 4 staff members. Where the partner of a visitor is included in the dinner, it is acceptable 
for partners to be counted as staff for the purposes of calculating the ratio. That is a visitor and 
his/her partner could be taken to dinner by 2 Council staff members and their partners. 
As a guide, the following amounts (inclusive of GST) are deemed reasonable for breakfast, lunch 
and dinner for both staff and guest: 

 Breakfast/brunch - NZ$25 per person (inc. beverages) 

 Lunch - NZ$25 per person (inc. beverages) 

 Dinner/evening meal - NZ$60 per person (inc. beverages) 

Staff should select a restaurant/café knowing its menu price to ensure this guideline is achieved, 
and should seek to minimise expenditure whenever possible. 

7. Meals and beverages when travelling on Council business 

P-Card is the preferred method for meal and beverage expenses whilst on Council business. P-
Card should only be used to purchase breakfast (unless included with accommodation), lunch 
and dinner. P-Card must not be used for morning/afternoon tea, snacks (drinks/food), or 
purchase of beverages in the evening. Common-sense exceptions exist, such as the purchase of 
water. 
The “per person” guide for meals (inc. beverages) above should be applied to domestic travel 
expenses.  

8. Fuel 

Fuel purchases for Council vehicles must NOT be made on P-Card. Fuel cards exist within each 

vehicle for this purpose. 
Fuel for rental vehicles must be purchased on P-Card prior to vehicle drop-off. 
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P-Card purchase of fuel for private vehicles is not permitted. The Council reimburses travel costs 
when using personal vehicles for Council business. When claiming reimbursement the following 
must be supplied: 

i. Date of travel 

ii. Destination 

iii. Distance travelled 

iv. Purpose of the travel 

When claiming for multiple trips each trip must be itemised. 
You SHOULD use a Council fleet vehicle where possible 

9. Gift vouchers 

The purchase of gift vouchers is not encouraged. Purchase of vouchers of any sort can attract a 
Fringe Benefit Tax liability, which is not an efficient use of Council funds. 
You should seek approval to purchase gift vouchers of any value from your manager. 

10. Memberships 

It is essential we remain connected through various professional and industry bodies. The 
Council considers 3 memberships per person per annum as the absolute maximum. All 
memberships must be charged to the P-Cardholder’s card and approved by the relevant Tier 2 
manager. 

11. Stationery 

Stationery must only be purchased from the preferred supplier, except in time sensitive situations 
or small, infrequently purchased items. 
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Appendix 2 – Purchasing Card – Terms and Conditions of Use 

 
Employee name: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
I hereby confirm that on receipt of my Council Purchase Card (the “P-Card”) issued in my name, I 
will abide by the following conditions: 

 The P-Card will be used only by me and only after I have signed the reverse of the card in 

the space provided. 

 I undertake to comply in all respects with BNZ Terms and Conditions in relation to the P-

Card and understand as a BNZ cardholder that I am jointly and severally liable along with 

the Council for all transaction on this P-Card. 

 I will not charge personal expenditure to the Card. The P-Card will only be used for 

Council business related expenses in accordance with the Council’s policies and 

procedures, and I agree that it is my responsibility to always keep myself informed of such 

policies and procedures. 

 I have read the Council’s P-Card Policy and related procedures. 

 Should I use the P-Card for personal expenditure or expenses which are subsequently 

not approved as valid Council business related expenses, then I authorise the Council to 

deduct from any sum it owes me at any time the amount of unapproved expenditure and I 

agree that should amounts still be outstanding, I will pay these in full to the Council. The 

Council may also recover any such amount as a debt. I also agree the personal 

transactions on Council P-Cards constitute gross misconduct and will be dealt with 

accordingly. 

 I will not use the P-Card to guarantee the payment of a cheque to a third party. 

 If the P-Card is lost or stolen, then I understand that I must notify BNZ and Finance 

immediately, and request a replacement P-Card. In the event that BNZ is not notified, the 

liability of all expenses incurred by an unauthorised person will be with the Council as the 

P-Card owner. 

 I undertake to code and submit my expenditure as per the policy and scan tax invoices, 

receipts and vouchers into the Flex-purchase system within the required timeframes. 

 I will immediately surrender my P-Card upon the request of an authorised representative 

of the Council, if for any reason I cease to be employed by the Council. 

 I understand and accept that the P-Card can be withdrawn or cancelled by the Council at 

any time, entirely as its discretion. 

 I undertand and agree that any failure to comply with any of the above conditions of use, 

or any of the Council’s policies and procedures referred to above, will result in the P-Card 

being withdrawn or cancelled by the Council. 

 
P-Cardholder’s Name: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Position: . . . . . . . . . . . . . . 
. . . . . . . . .  
 
P-Cardholder’s Signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Date: . . . . . . . . . . . . . . . . . 
. . 
Send this form to the P-Card Administrator, Finance 
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Appendix 3 – P-Card Application Form 

1. Applicant Details 

Name:  Position:  

Email Address:  Certifying Officer (Approver):  

2. Requested Delegation Credit Limits and Restrictions 

 Applicant Authoriser 

Transaction 

Limit ($) 

  

Monthly 

Limit ($) 

  

If the card is required for officers with a role or function other than those given above, or if the limits 

requested are higher than the standard amounts, a supporting statement is to be attached to the 

application. The Purchasing Card is to be used only on the following goods and services and in line with 

the Council’s Procurement Policies and where possible with Existing Approved Supplier contracts: 

3. Delegation for coding 

Person coding responsibilities delegated to:   

Delegation accepted (signature): Date:  

3. Approval 

Recommended by Supervisor:  Date:  

Authorised by Tier 2 Manager: Date:  

 

4. Finance Section 

Card Issued Date:  

Forms Signed  

Approved Transaction Limit ($)  

Approved Monthly Limit ($)  
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Otorohanga District Council Fraud Policy 
 

 
BACKGROUND 

 
The Otorohanga District Council (“Council”) is committed to 
preventing the occurrence of fraud and corruption.  This fraud 
policy has been established to facilitate the development of controls 
that will aid in the detection and prevention of fraud against the 
Council.  

Fraud is defined as the use of deception with the intention of 
obtaining an advantage, avoiding an obligation or causing loss to 
another party. 

It is the intent of Council to promote an anti-fraud culture by 
providing these guidelines and by assigning responsibility for the 
development of controls and conduct of investigations. 

 
SCOPE OF POLICY 

 
This policy applies to any fraud, impropriety or dishonesty 
(suspected or actual), involving employees as well as councillors, 
consultants, vendors, contractors and/or any other parties with a 
business relationship with Council. 

 
POLICIES AND 
PRINCIPLES 

 
Council personnel (defined as Council employees and councillors) 
must have, and be seen to have, the highest standards of honesty, 
propriety and integrity in the exercise of their duties. 

Council will not tolerate fraud, impropriety or dishonesty and will 
investigate all instances of suspected fraud, impropriety or 
dishonesty by Council personnel or external parties. 

Council personnel must not defraud the Council, or other 
personnel, clients or contractors of Council. 

The Council will take action – including dismissal and/or criminal 
prosecution against any member of personnel defrauding or 
attempting to defraud the Council or other personnel, clients or 
contractors of Council.  In every case the Council will make every 
effort to gather sufficient reliable evidence to support a prosecution. 

The Council will always seek to recover funds lost through fraud. 
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ACTIONS 
CONSTITUTING FRAUD 

 
The terms fraud, impropriety and dishonesty refer to, but are not 
limited to: 

 
 

 Any dishonest or fraudulent act; 

 Misappropriation of funds, securities, supplies, or other 
assets; 

 Impropriety in the handling or reporting of money or financial 
transactions; 

 Profiteering as a result of insider knowledge of Council 
activities or activities of Council Controlled Organisations; 

 Disclosing confidential and proprietary information to outside 
parties; 

 Disclosing to other persons securities activities engaged in or 
contemplated by the Council or any Council Controlled 
Organisation; 

 Accepting or seeking anything of material value from 
contractors, vendors, or persons providing services/materials 
to the Council or any Council Controlled Organisation. 
Exception:  Gifts less than $100 in value; 

 Destruction, removal, or inappropriate use of records, 
furniture, fixtures, and equipment; and/or 

 Any similar or related irregularity. 

If there is any question as to whether an action constitutes fraud, 
contact the Chief Executive for guidance. 

 
MANAGEMENT 
RESPONSIBILITIES 

Management is responsible for the detection and prevention of 
fraud, impropriety and dishonesty. Each member of the 
management team will be familiar with the types of improprieties 
that might occur within his or her area of responsibility, and be 
alert for any indication of irregularity. 

Management should be alert to the possibility that unusual events 
may be symptoms of fraud or attempted fraud and that fraud may 
be highlighted as a result of management checks or be brought to 
their attention by a third party.  They are responsible for: 

 Being aware of fraud; and 

 Ensuring that an adequate system of internal controls 
exists within their area of responsibility and that those 
controls are operating effectively.  These controls should 
include a system for undertaking regular reviews of 
transactions and activities that may be susceptible to fraud. 

Any irregularity that is detected or suspected must be reported 
immediately to the Chief Executive, who coordinates all 
investigations. 
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INVESTIGATION 
RESPONSIBILITIES  

 
The Chief Executive has the primary responsibility for the 
investigation of all suspected fraudulent acts as defined in the 
policy. This responsibility will include full documentation of the 
facts and circumstances of the matter.  If the investigation 
substantiates that fraudulent activities have occurred, the Chief 
Executive  will issue reports to appropriate designated personnel 
and, if appropriate, to the Office of the Auditor General through the 
Audit Committee. 

Decisions to prosecute or refer the examination results to the 
appropriate law enforcement and/or regulatory agencies for 
independent investigation will be made in conjunction with legal 
counsel and senior management. 

 
CONFIDENTIALITY 

 
The Chief Executive will treat all information received 
confidentially. Any employee who suspects dishonest or 
fraudulent activity will notify the Chief Executive immediately, and 
should not attempt to personally conduct investigations or 
interviews/interrogations related to any suspected fraudulent act 
(see REPORTING PROCEDURE section below). 

 
AUTHORIZATION FOR 
INVESTIGATING 
SUSPECTED FRAUD 

 
Members of the Investigation Unit as appointed by the Chief 
Executive will have: 

 Free and unrestricted access to all Council records and 
premises, whether owned or rented; and 

 The authority to examine, copy, and/or remove all or any 
portion of the contents of files, desks, cabinets, and other 
storage facilities on the premises without prior knowledge or 
consent of any individual who might use or have custody of 
any such items or facilities when it is within the scope of their 
investigation. 

Any investigative activity required will be conducted without regard 
to the suspected wrongdoer’s length of service, position/title or 
relationship to Council. 
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REPORTING 
PROCEDURES 

 
Great care must be taken in the investigation of suspected 
improprieties or irregularities so as to avoid mistaken accusations 
or alerting suspected individuals that an investigation is under 
way. 

An employee who discovers or suspects fraudulent activity will 
contact the Chief Executive immediately. The employee or other 
complainant may remain anonymous. All inquiries concerning 
the activity under investigation from the suspected individual, his 
or her attorney or representative, or any other inquirer should be 
directed to the Chief Executive. No information concerning the 
status of an investigation will be given out. 

The reporting individual should be informed of the following: 

 Do not contact the suspected individual in an effort to 
determine facts or demand restitution. 

 Do not discuss the case, facts, suspicions, or allegations with 
anyone unless specifically asked to do so by the Chief 
Executive. 

 
TERMINATION 

 
If an investigation results in a recommendation to terminate an 
individual, the recommendation will be reviewed for approval by the 
designated representatives from Human Resources and the Legal 
Department and, if necessary, by outside counsel, before any such 
action is taken. 
 

 

 
APPROVAL 

 
 
________________________________         _______________ 
Chief Executive                                                                  Date 

 

 
K:\Clients\O\OAG\A&A\2006\Fraud Policy Template.Doc 
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ITEM 3  WORK PROGRAMME AND MEETING SCHEDULE 

To: Audit and Risk Committee 

 

Date: 7 May 2018 

 

Executive Summary 

A discussion by the Committee to establish a work programme going forward for the next year, 
as well as establish the timing of meetings over the next 12 months. 

Report Discussion 

As a part of establishing the Audit and Risk Committee, it is good practice to establish a work 
programme where the Committee can provide some guidance to both staff and Council on the 
areas of focus. 
 
Aligned with the development of a work programme, meeting dates for the Audit and Risk 
committee also need to be established. It would be beneficial to set meeting dates up to the 
Local Body elections in October 2019. 
 
To assist with planning the timing of these meetings and the work programme, the following 
information outlines timing of requirements and reporting related to the Committees terms of 
reference. 
 
Area of Focus Item Timeframe  

External Audit Deloitte Audit Early September 2018  
 Council Adoption of 

Financial Statements 
30 October 2018  

 Management Report 
Available 

October 2018  

    
Annual Plan Draft Annual Plan and 

Consultation 
April 2019 Only if required based 

on changes to LTP 
 Final Annual Plan adoption June 2019  
 Rates Resolution Adopted June 2019  
    
Regular 
Updates 

Quarterly Financial 
Reporting 

May, September, 
November 2018 
February, May, 
September 2019 

 

    
    
Insurance Insurance Renewal October 2018  
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