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12.2 ADVERTISING OF AMENDED EXECUTION OF DOCUMENTS POLICY 

Attachments: 1. Execution of Documents Policy (Marked up)   
2. Execution of Documents policy (Clean copy)   
3. Delegated Authority 2.2.18 Proposed Amendments    

  

RECOMMENDATION 

That Council APPROVES the proposed amendments to the Execution of Documents Policy, at 
Attachment 1, for the purpose of community consultation. 

PURPOSE OF REPORT: 

For Council to approve, for the purpose of community consultation, the amended Execution of Documents 
policy as detailed at Attachment 1. 

DELEGATION: 

Section 2.7 of the Local Government Act 1995 sets out the Role of Council as being to ‘determine the local 
government’s policies’. There is no delegation to Administration to make, review or repeal policies. 

BACKGROUND: 

The City’s Execution of Documents Policy (Policy) was last reviewed on 15 September 2020 and was due for 
periodic review in 2024. 
 
The review is required to ensure that the appropriate officers at the City who have delegated authority have 
corresponding authority to execute the documents related to their delegated functions. 
 

DETAILS: 

Requirement for a documented City position (including community need or legislative requirement): 
 
Unlike other provisions that are delegated through Council to the CEO there is not clear criteria outlining the 
limits or who may exercise the function. This policy provides a necessary documented position to set out how 
these functions are required to be exercised and who has authority for signing various documents. 
 
Review of Execution of Documents Policy 
 
A review of the existing Policy: 
 

• clarifies existing responsibilities and streamlines the execution process reducing any potential risk to the 
City associated with the execution of documents; 

• ensures compliance with the provisions of the Local Government Act 1995 while promoting consistency, 
efficiency and transparency. 

 
  

https://www.vincent.wa.gov.au/documents/545/execution-of-documents-policy
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The tracked changes to the Policy are shown in Attachment 1. The substantial changes to the Policy are to 
align the changes to the specific delegations below: 
 

Delegation Changes 

2.2.18 Disposing of 
Property by Leases and 
Licenses 

This delegation was amended 20 June 2023 (agenda item 12.1) to include 
the authority to approve and execute: 
 
1. variation, extension, assignment, termination, surrender, special 

conditions and payment schedules of an approved lease, licence or 
management agreement for Category 1 - Small Community Group, or 
Category 2 - Sporting Clubs and Community Groups and 
Organisations; and 

 
2. any minor variations (being non-material and does not alter the 

substantive terms of a lease or licence), extension, assignment 
(including consent to a deemed assignment), termination, surrender, 
subletting, special conditions or payment schedules of an approved 
lease or licence for Category 3 – Commercial Entities, State and 
National clubs, Associations and Community Organisations; and 
Category 4 – Government Agencies. 

 
The Policy now reflects the authority to execute documents approved for the 
above as a Category 2 document. 

2.2.30 Execution of 
documents 

This delegation will be deleted from the Register of Delegations, 
Authorisations and Appointments as s9.49A(4) of the Act requires Council to 
authorise (and not delegate) the CEO or another employee to sign 
documents on behalf of the City. 
 
The specific functions of this delegation have been incorporated into this 
Policy. 

2.2.33 Power to modify 
documents in the control 
and management of City 

Documents relating to this delegation have been incorporated as a Category 
2 document for execution. 

 
Changes to Register of Delegations, Authorisations and Appointments (Delegations Register) 
 
As a result of the review of the Policy, changes to Delegation 2.2.18 of the Delegations Register are 
proposed. The tracked changes of delegation 2.2.18 are at Attachment 3. 
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CONSULTATION/ADVERTISING: 

 
 
Organisation Implementation 
Organisations lead engagement and seek input, shape the policies, projects and services for which they are 
responsible.  This is a familiar and traditional approach to policy development, project management and 
service delivery. 
Tension:  People feel forced leading to an unresponsive process. 
Mitigation:  Increasing the level of influence, and implementing a transparent, robust process. 
 
 
In accordance with the City’s Community and Stakeholder Engagement Policy, community consultation of all 
new and significantly amended policies must be provided for a period exceeding 21 days in the following 
ways: 
 

• notice published on the City’s website; and 

• notice posted to the City’s social media. 
 

Public notice of this proposed new policy will be provided following endorsement from Council to advertise.  

LEGAL/POLICY: 

Section 2.7(2)(b) of the Local Government Act 1995 provides Council with the power to determine policies. 
 
Section 9.49A of the Local Government Act 1995 governs the execution of documents by local governments, 
particularly when the common seal is required to be affixed and who can witness the affixation of the common 
seal. 
 
Subsection (1) provides that: 
 
“A document is duly executed by a local government if – 
 
(a) the common seal of the local government is affixed to it in accordance with subsections (2) or (3); or 
(b) it is signed on behalf of the local government by a person or persons authorised under subsection (4) 

to do so.” 
 

https://www.vincent.wa.gov.au/documents/576/community-and-stakeholder-engagement-policy
https://classic.austlii.edu.au/au/legis/wa/consol_act/lga1995182/s2.7.html
https://classic.austlii.edu.au/au/legis/wa/consol_act/lga1995182/s9.49a.html#:~:text=Execution%20of%20documents&text=(b)%20it%20is%20signed%20on,authorised%20by%20the%20local%20government
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Subsection (3) provides that: 
 
“The common seal of the local government is to be affixed to a document in the presence of – 
 
(a) the mayor or president; and 
(b) the chief executive officer or a senior employee authorised by the chief executive officer, 
 
each of whom is to sign the document to attest that the common seal was so affixed.”  
 
Subsection (4) provides that: 
 
“A local government may, by resolution, authorise the chief executive officer, or another employee or an agent 
of the local government to sign documents on behalf of the local government, either generally to subject to 
conditions or restrictions specified in the authorisation.” 
 
The City’s Policy Development and Review Policy sets out the process for the development and review of 
the City’s policy documents. 
 
In accordance with section 2.3 of the Policy Development and Review Policy: 
 
The purpose of a policy is to provide a general rule or principle to guide Administration and the community on 
the City’s decision making and advocacy; 
 
The purpose of the proposed policy is to provide authority to appropriate officers at the City to execute the 
documents related to their delegated functions. 
 

 
 
  

https://www.vincent.wa.gov.au/documents/1898/policy-development-and-review-policy
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RISK MANAGEMENT IMPLICATIONS 

 
 

Risk Category  Risk Appetite/ Tolerance 

Statement  

Descriptor/clarification 

Less than better 

practice for 

Governance,  

Due diligence, 

Accountability and 

Sustainability 

The City has a low risk 

tolerance for less that better 

practice decision making for 

governance, due diligence, 

accountability, and 

sustainability, as measured by 

accepted industry standards 

and practices.  

The City’s Governance 
Framework (Framework) 
supports this tolerance level by 
defining the systems, policies, 
processes, and a methodology 
for ensuring accountability and 
openness in the conduct of City 
business. 
The Framework describes the 
principles and key roles that 
guide Council in its decision-
making and demonstrates to the 
community the processes which 
the City uses to achieve its 
strategic priorities and 
undertake its service delivery. 

A breach in Delegated 

Authority 

The City has a very low risk 

tolerance for breach in 

delegated authority. 

 
Low:  It is low risk for Council to undertake community consultation of the proposed Amended Execution of 
Documents policy. The proposed changes correctly identify that the applicable clause of the Local 
Government Act 1995 does not provide a delegation and the existing delegations within Council’s adopted 
register are incorrect. The reviewed policy more appropriately captures administrative decisions that would 
have accompanying documents to be executed. This review aligns with Council’s Adopted Appetite and 
Tolerance Statements above.  
 

STRATEGIC IMPLICATIONS: 

This is in keeping with the City’s Strategic Community Plan 2022-2032:  
 
Innovative and Accountable (select the priority outcome below or delete if not applicable) 

Our decision-making process is consistent and transparent, and decisions are aligned to our strategic 
direction. 

SUSTAINABILITY IMPLICATIONS: 

This does not contribute to any environmental sustainability outcomes.  
 

PUBLIC HEALTH IMPLICATIONS: 

This does not contribute to any public health outcomes in the City’s Public Health Plan 2020-2025.  

FINANCIAL/BUDGET IMPLICATIONS: 

Nil.  
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