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	POLICY

TITLE
	Resources, Facilities And Reimbursement of Expenses To Councillors Policy

	POLICY 

TYPE 
	Council

	GROUP
	Corporate Services


1. Background 

This policy outlines the requirements under Section 75 of the Local Government Act 1989 (the Act”), relating to available resources and facilities provided, and the reimbursement of Council business related bona fide out-of-pocket expenses to Councillors.
2. Purpose

This policy seeks to provide accountability and transparency in the reimbursement of bona fide out-of-pocket expenses incurred by Councillors in carrying out their duties as a Councillor.

The Council is committed to ensure that Councillors are provided with the facilities and resources required to enable them to perform their duties as a Councillor.  As a matter of record, the payment of Councillor Allowances and the provision of a motor vehicle for the use by the elected Mayor are other aspects of the available support provided to Councillors.
3. Scope
This policy applies to all Councillors and members of Special Council Committees.

4. Definitions
For the purposes of this Policy:

appropriate documentation means an original tax invoice clearly identifying the expenditure incurred, and including an official receipt for payment received.
Councillors are elected Councillors whose term of office has not expired.
Council business means official business conducted on behalf of, and/or approved by Council, where a Councillor is required to undertake certain tasks to satisfy legislative requirements or achieve business continuity for the Council.  The following information is also presented, in support of this definition: 

a) Participating in a community group or club event or being a representative on a board not associated with Council is not regarded as Council business.

b) Council business should result in a benefit being achieved either for the Council, the Moonee Valley community or the local government regional area.

c) Councillors are not to gain personal benefit from expenses that are reimbursed and paid by ratepayers.

d) Councillors that incur traffic/parking fines while attending to official Council business shall bear that personal cost and cannot seek reimbursement.

bona fide out-of-pocket expenses means a reasonable expense incurred by a Councillor while performing duties as a Councillor, such as: 

a) childcare and care of frail aged and/or disabled individuals who reside in the Councillor’s household for whom the Councillor is the primary carer.  [Note:  Carer expenses will be paid in respect of a recognised attendant care provider, but is not payable to a family member of the Councillor.]
b) transport costs incurred within and outside the municipality:

i) reimbursement for authorised use of private vehicle while conducting Council business (a per kilometre allowance applies);

ii) car parking fees;

iii) toll fees; and

iv) public transport fees - train, tram or bus fees.

c) entertainment expenses such as snacks, meals, beverages or the provision of any service or attendance at any event not included in the approved program for the Conference etc attended.  It is not the intent of this policy, that where a Councillor over-indulgences with alcohol, mini-bar consumption or other personal expenditure, that such expenditure shall be borne by Council.     

d) other expenses, where it can be substantiated that they are bona fide Council business expenses.

duties as a Councillor means duties performed by a Councillor that are necessary or appropriate for the purposes of achieving the objectives of a Council having regard to any relevant Act, regulations, Ministerial guidelines or Council policies.
family member means:

a) a spouse or domestic partner of the person; or

b) a son, daughter, mother, father, brother or sister that regularly resides with the person.
5. Responsibility


The Governance & Local Laws Unit is responsible for the administration of the policy guidelines.
6. Legislation

This policy accords with Section 75, 75A, 75B and 75C of the Act.

The Act provides that a Council must reimburse Councillors for reasonable bona fide out-of-pocket expenses incurred while performing duties as a Councillor.

The Council must adopt and maintain a policy in relation to the reimbursement of expenses for Councillors and members of Council committees.

7. Policy 

 This Policy recognises that Council is committed to ensuring that Councillors are provided with the facilities required to enable them to perform their duties. Council has provided Councillors with a range of facilities to date, including:

· office accommodation at Civic Centre (dedicated office) and access to secretarial and administrative support;

· mobile phone;

· notebook computer;

· printer/fax/telephone (dedicated Council line);

· broadband internet with mobile and residential access;

· printing and stationery items (including business cards);

· formal and corporate name badges;

· cabcharge card; and

· parking permit for the whole of the municipality (applicable for residential permit zones only. 

This Policy also recognises that all Councillors are provided with opportunities for professional development (in terms of in-house and external training courses and seminars, and memberships to recognised sector related bodies) as a means of further developing and assisting them, as long as this relates to their roles as an elected Councillor.

In line with the organisation’s commitment to promoting a healthy and well-being working environment, Councillors are also able to make use (where required) of Council’s appointed Confidential Professional Counselling Service, to help resolve both personal and Council related problems that may impact on their capacity to undertake their roles effectively as a Councillor.

The elected Mayor will have access to a designated, corporately fitted office during his/her term as Mayor. Council will provide a fully maintained vehicle, to Holden Calais standard, or equivalent, for public and private use. The Mayor will be required to provide a copy of his/her driver’s licence to the Chief Executive Officer for insurance purposes and to observe all other conditions set out in Council’s management motor vehicle usage policy. 

Should the Mayor not take up the option of a fully maintained Council vehicle, but would rather prefer to maintain a privately leased vehicle (up to Holden Calais standard), Council shall cover the standard monthly lease payments of the vehicle, plus insurance and registration costs. Only two options will be available to the incoming Mayor (i.e. take up Council vehicle or Council contribute to standard lease payments on private vehicle).

In addition, all local government cultural/performing centres do actively encourage their respective Councillors to support local theatre and arts centres through attendance. Therefore, Councillors are entitled to receive two, non-transferable, complimentary tickets to the opening night of all theatre season performances, conducted at the Clocktower Centre. Request for tickets shall be directed via the Clocktower Centre’s Box Office.
Councillors acknowledge the following guiding principles for this policy:

a)
Councillors shall generally make use of Council’s administrative systems rather than incur personal expenditure whilst performing their duties.

b)
Councillors shall be responsible for ensuring that where services are paid directly by Council (eg mobile telephone, telephone/fax lines, internet, Cabcharge etc), that they identify and reimburse Council for all non-Council related (private) expenditure, on a periodic basis.

c)
Claims for reimbursement, shall only be for Council business related items.

d) 
Approved accompanying persons will be required to meet their own travel and other expenses (unless approved by the Council). Where any other additional travel, meal, accommodation or other expenses are incurred, they will not be reimbursed.

e)
Councillors shall have regard to the supporting document entitled “Related Information Schedule”.

In the event that a claim for reimbursement is sought, Councillors shall adhere to the following procedure:

a) Councillors shall complete a Councillor’s Reimbursement of Expenses Claim Form, and:

attach appropriate documentation to support the claim; and
sign the claim form, to verify that the expense was a bona fide out-of-pocket expense incurred while performing duties as a Councillor.

b) Councillors must forward their completed claim for reimbursement directly to the Chief Executive within 30 days of incurring the expenditure.
c) Reimbursement of expenses will be paid monthly in arrears.

d) Where a Claim is lodged and the necessary documentation in 1 above, or the amount of reimbursement is considered to be unreasonable; the Chief Executive has the discretion to refuse the claim or refer the matter to the Council.
8. Consultation

This policy has been prepared in consultation with Councillors and Council’s Chief Executive.
9. Related Documents 

Essential  

· Councillor Reimbursement Form.

· Related Information Schedule.



General

· Corporate Plan – Strategic Objective 6: A Dynamic, Responsive Organisation – Good Governance

· LGV – Recognition and Support, the Victorian Government’s Policy Statement on Local Government Mayoral and Councillor Allowances and Resources, April 2008.

· LGV – Information Guide: Mayor and Councillor Entitlements, November 2008.

· Local Government Act 1989 – Sections 75, 75A, 75B and 75C.

COUNCILLOR REIMBURSEMENT FORM

Name of Councillor:  _____________________________________________
Address:  ______________________________________________________

_____________________________  Postcode:  _______________________

Details of Claim for Reimbursement:  ________________________________

______________________________________________________________

______________________________________________________________

I certify that this claim for reimbursement, which is supported by the necessary supporting documentation, is for bona fide out of pocket expenses incurred by me, in the course of undertaking by civic duties as a Councillor for the City of Moonee Valley.

Signature of Councillor:________________________ Date: ___/___/___
Approved for Payment:________________________  Date:___/___/___
(Signature of Chief Executive)
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Related Information Schedule

Supporting Guiding Principles On Travel, Attendance At Conferences And Seminars

This related information schedule has been prepared as a supporting document to the principal document entitled “Reimbursement of Expenses to Councillors Policy”.  It is generally noted that the first choice of Councillors’ should be to use the Council’s administrative systems rather than incur personal expenditure on Council business.

Approval for Interstate or Overseas Travel to attend Conferences and Seminars
Where Councillors’ or the Mayor proposes to travel overseas or interstate, the proposal must be approved by the Council.  The exception to this rule is that the Mayor of the day is approved to represent the Council at the National General Assembly of Local Government, convened by the Australian Local Government Association, as a matter of policy entitlement.

Travel Arrangements

All arrangements for Travel shall be made by the appropriate Council Officer.

Air Travel

The standard of air travel shall be economy class within Australia.  Discounted Business class may be used for international flights, with the approval of the Mayor or Chief Executive Officer. For overseas travel, three (3) quotations must be obtained, and for interstate travel the most financially beneficial fare to be obtained, dependent upon the prevailing circumstances at the time of the proposed travel.  Airline tickets are not transferable and may not be used for defraying or offsetting other costs, including the cost of any accompanying person. 

Registration Fees

Council shall pay all registration fees arising from the approved attendance of a Councillor or Officer at a conference or seminar etc. This shall include any costs of attending official functions and tours.   Where any additional travel, meal, accommodation or other expenses are incurred, these shall be met by the Councillor concerned.

Accommodation

Councillors’ shall be provided with a reasonable standard of accommodation, when they are away on official Council business. An approved accompanying person may share a room.

Accompanying persons

Council will not pay expenses, registration fees and any costs of official functions and tours that apply to a partner, spouse or accompanying person without prior Council approval.  Approved accompanying persons will be required to meet their own travel and other expenses (unless otherwise approved by the Council) and will be expected to share accommodation. Where any other additional travel, meal, accommodation or other expenses are incurred these shall be met by the Councillor concerned.

Sustenance

Where it is likely that a Councillor will incur expenses, as a result of attending to Council business outside the City, which has been approved in accordance with this policy and cannot be pre-paid, a sustenance allowance of $150 per night may be drawn in advance from the Finance Department.  It should be noted that such an allowance is not authority to incur unsubstantiated expenses to that amount. Any expenses paid from the sustenance allowance shall be fully substantiated and the unexpended balance of the sustenance allowance repaid to Council.

Entertainment and Personal Expenses

For the purposes of this document:

Entertainment means the provision of any Snacks, Meals, Liquor or the provision of any service or attendance at any event not included in the approved program for the Conference etc attended.

Personal Expense means the provision or acquisition of any service or Goods for individual use but does not include entertainment expenses.

Reasonable is defined so that the total amount of expenses including sustenance does not exceed $150 per day.

Council will pay reasonable Entertainment costs but will not pay for Personal Expenses incurred by Councillor’s.

Cabcharge

Cabcharge is available to Councillors’ for use when attending conferences or seminars.  The onus for compliance shall rest with individual Councillor’s.

Other Travel 

Travel by any other means (ie. by taxi, train or public transport) shall be reimbursed on an actual cost basis on the production of receipts.
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