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42

INTRODUCTION

Collection Development Policies are a valuable management tool to enable the
library to select and acquire a broad range of resources to best meet the needs of
the community in accordance with the Library’s overall aim of providing resources for
information, education and recreation purposes and to promote reading, learning,
individual development and cultural opportunities.

Local and family history is a key public library service that provides access to
resources unique to the QPRC region with a focus on the Queanbeyan-Palerang
Local Government Area.

The Local History and Family History Collections Policy communicates the
parameters of the collection and a framework for its development.

Local and Family History is one of six QPRC collections. The others are:
. QPRC Libraries lending Collections

Art Collection

Public Art & Monuments Collection

Sister City Collection

Sporting Memorabilia Collection

The Library's aim is to acquire and make available to the community a broad-ranging
and balanced collection of resources. The collection aims to be as representative as
possible, cover the principal fields of knowledge and be broad enough to answer any
reasonable question by the public.

SCOPE OF THE POLICY

To provide the policy framework for the physical and digital items for
inclusion in Queanbeyan-Palerang Libraries Local and Family History
Collection.

COLLECTION RESPONSIBILITY

The development of the collection is the responsibility of the Program Coordinator
Library and the professional library staff, including the Local History Librarian, who
possess expertise and knowledge in the area. The community is encouraged to
make suggestions and requests for new resources, and these are always considered
in the context of the collection policy.

SCOPE OF MATERIAL COLLECTED

The Local and Family History Collection consists of material in a variety of formats, all
of which contribute to documenting life in the region. The scope includes, but is not
limited to, the following:

. items of relevance that relate to the purpose and scope. The item must have
distinctive and verifiable connection with the local area.

. items covering a timeframe from the earliest recorded information about the
area to the present day, including pre-settiement local Indigenous culture,
heritage, history and experiences.

Priority will be given to items that are significant to the social, political, economic,
agricultural, industrial, built and natural environmental, and physical history of the
area, including all cultural and ethnic groups
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5.2

5.3

54

6.1.1

6.2

6.3

Major collection priorities of the Queanbeyan-Palerang are:

. Paper-based archival materials of local significance

. Publications by QPRC & authors based in the region, including limited edition
history publications by local and national authors and literary works

. Cultural materials and memorabilia from past councils and councillors

. Local newspapers, newsletters and community publications from our LGA
region

. Locally significant historians’ archival collections

. Locally significant organisations’ archival and cultural materials

. Locally significant maps, film, sound and photographic material including oral
histories

. First Nations Histories

ACCESSIBILITY, PRESERVATION AND DIGITISATION

The Local and Family History Collection is publicly accessible but not for loan,
although lending copies of popular items are purchased for the general collection
where possible.

Queanbeyan-Palerang Libraries will follow best practice preservation and
conservation guidelines where possible.

Digitisation and digital surrogates reduce the need for physical handling of valuable or
fragile materials and is an effective strategy for preserving content at risk of loss or
deterioration. Where possible, through digitisation, Queanbeyan-Palerang Libraries
will extend and enhance access to its Local and Family History Collection across all
discipline areas and formats. Where practicable, original items will be kept on-site.

The Local and Family History collection will ensure that appropriate permissions
regarding access and use are adhered to including copyright, moral and cultural
rights.

ACQUISITION — SELECTION CRITERIA AND GUIDELINES

There is a judicious approach for the collection of materials for the Local and Family
History Collection. The library will actively and judicially seek items within the scope of
the policy for inclusion in this collection. Acquisition of materials will focus on the
scope guidelines.

Each item will be reviewed and assessed for inclusion in the collection based upon:

. Permanent intrinsic value to the cultural heritage of the Local Government Area
and surrounds

Permanent informational value

Relevance

Significance

Provenance and other associated documentation about the object

Whether there is a duplicate already in the collection

If the item is available elsewhere e.g. online sources

Donations will only be accepted from persons and organisations donating the item
who:

. have valid and/or legal title to it
. own the copyright and will transfer copyright ownership or will grant perpetual
access under an open Creative Commons license

Donations to the Local and Family History Collection shall be accepted with the
understanding that these items will be available for public viewing and research.
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6.4

7.2

7.3

via:

Queanbeyan-Palerang Libraries’ justification for not accepting donations may include,
but not be limited to, the following circumstances. Where an item is

outside the library’s scope and relevance

beyond the library's capability to preserve

deteriorated or lacking in physical integrity, unless unique or rare
an inauthentic, incomplete, or duplicate document

no verifiable provenance

deemed better suited to another cultural institution

* o o o @ o

DEACCESSION AND DISPOSAL

In keeping with the purpose, nature and scope of the Local and Family History
Collection, deaccessioning (removal of items) of the collection, while rare, does not
follow the same guidelines as those for the general collection.

Considerations such as physical space limitations combined with the need to add new
materials to the collection make it imperative that the composition of the collection be
re-evaluated periodically. At the same time, advances in technology, in archival
preservation practices and the availability of previously scarce materials in reprint,
digital format or online are changing the range of options available to the Library to
manage its collection.

Materials withdrawn from the Local and Family History Collection may be disposed of

. return to donor if known, and/or recorded, and contactable

. offered to other Libraries, where practicable

. offered to other interested individuals, groups, organisations or institutions,
where practicable

. offered for sale.
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2.2

2.3

4.2

Purpose

Internal auditing is an independent, objective assurance and consulting activity
designed to add value and improve an organisation’'s operations. It helps an
organisation accomplish its objectives by bringing a systematic, disciplined approach
to evaluate and improve the effectiveness of risk management, assurance, financial
management, internal control, and governance processes.

Role

Internal Audit responsibilities are defined in this charter which is approved by Council
on endorsement of the Audit, Risk and Improvement Committee of Queanbeyan-
Palerang Regional Council (Council).

Internal Audit seeks to enhance overall performance by assisting with review of
processes and working with the organisation to facilitate improvements, enhance
accountability and manage change.

‘Chief Audit Executive’ describes the person who is responsible for managing Internal
Audit. At Council, the designated Chief Audit Executive is the Risk and Internal Audit
Coordinator.

Authority

The Internal Audit function, with strict accountability for confidentiality and
safeguarding records and information, is authorised full, free, and unrestricted access
to any and all records, personnel, and physical properties relevant to the performance
of its work. Internal Audit has free and unrestricted access to senior management and
to the Chair of the Audit, Risk and Improvement Committee.

Nature and Scope of Work

The scope of Internal Audit work embraces the wider concept of corporate governance
and risk, recognising that controls exist within Council to manage risks and promote
effective and efficient governance and performance. Internal Audit services may include:

a. assurance services — objective examination of evidence for the purpose of
providing an independent assessment of risk management, control and
governance processes.

b. consulting services — advisory and related client activities, the nature and scope
of which are agreed upon with the client and which are intended to add value and
improve business operations; and

c. value-adding services — focusing on efficiency and effectiveness to improve
processes and the economical use of finances and resources.

The types of Internal Audit work at Council are:
a. internal audits with a compliance or performance improvement focus;

b. management-initiated reviews where areas within Council may request Internal
Audit services, usually in response to an issue or an emerging risk; and

c. multi-stage audits at key milestones for projects.

59



9.10 Internal Audit Charter - Annual Review
Attachment 1 - Internal Audit Charter - March 2023 (Continued)

4.3

5.2

5.3

5.4

6.2

6.3

The scope and coverage of Internal Audit work is not limited in any way and may cover
any of the activities and programs of Council.

Independence and Objectivity

Internal auditors must have an impartial, unbiased attitude and avoid any conflict of
interest, actual or perceived.

Internal Audit staff and service providers shall not be responsible for operational
activities, or in the development or implementation of new or changed systems, or for
internal checking processes.

Internal Audit staff and service providers shall report any situations where they feel
their objectivity may be impaired.

Council has the following independence safeguard in place when an internal audit is
scheduled to review any aspect of the role performed by the Risk and Internal Audit
Coordinator.

a. The CAE will not have management authority over the internal audit officers
performing the audit, nor will they have control of the internal audit report.

Reporting

All Internal Audit staff and service providers report to the Chief Audit Executive, who
reports:

a. functionally for operations to the Audit, Risk and Improvement Committee through
the Chair.

b. administratively to the Chief Executive Officer.
Functional reporting involves the Audit, Risk and Improvement Committee:
a. reviewing and approving the Internal Audit Charter;

b. advising on the assignment of the role, and assessment of the performance of the
Chief Audit Executive;

reviewing and approving the long-term audit plan, often for a two to three year period;
reviewing and approving the annual internal audit plan;
approving any changes to the annual internal audit plan;

- 0o a o

reviewing reports on the results of internal audit engagements, audit-related
activities, audit team capability, audit performance and other important matters;

g. monitoring compliance with standards, together with quality and improvement
arrangements,

h. meeting privately with the Chief Audit Executive at least once a year without the
Chief Executive Officer or other management present; and

i. making enquiries of the Chief Audit Executive to determine any scope or budget
limitations that may impede the execution of Internal Audit responsibilities.

Administrative reporting to the Chief Executive Officer includes:
a. Internal Audit resources and annual budget;
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b.

C.

provision of corporate services to Internal Audit including office accommodation,
computers and equipment; and

human resource administration.

Internal Audit Responsibilities
7.1 Internal Audit shall:

a.

develop a long-term audit plan encompassing an annual internal audit plan to reflect
a comprehensive program of audits, considering any risks or control concerns
identified by management, and submit that plan to the Audit, Risk and Improvement
Committee for approval;

implement the audit plan, as approved including, if appropriate, any special tasks or
projects requested by management or the Audit, Risk and improvement Committee;

assess and make appropriate recommendations for improving the organisation’s
governance process in accomplishment of its objectives;

evaluate the effectiveness and contribute to the improvement of risk management
processes;

assist the organisation in maintaining effective controls by evaluating their
effectiveness and efficiency and by promoting continuous improvement;

as required, assist in the investigation of suspected fraudulent activities within the
organisation and notify management and the Audit, Risk and Improvement
Committee of the results;

keep the Audit, Risk and Improvement Committee informed of emerging trends and
successful practices; and

issue periodic reports to the Audit, Risk and Improvement Committee summarising
results of audit activities, status of corrective actions, and Internal Audit performance.

Reporting and Monitoring

8.1 Internal Audit shall ensure the following:

a.

a written report is to be issued at the conclusion of each internal audit
engagement;

each internal audit report is to be provided to the Audit, Risk and Improvement
Committee at the next regularly scheduled meeting; and

the internal audit report is to include management’s response and corrective action
taken in regard to findings and recommendations.

Management and Staff Responsibilities and Obligations’

9.1 An executive sponsor will be nominated for each audit.

" Part 9 is based on the IIA — Australia fact sheet Management Obligations (2019).
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9.2 Management and staff are obligated to professionally and constructively contribute to
internal audit work and the implementation of management action plans in response to
improvement opportunities and recommendations contained in internal audit reports.

9.3

9.4

9.5

9.6

9.7

9.8

9.9

9.10

9.11

Management has a maximum of ten (10) working days form the date of the exit interview
to formalize agreed management responses and actions.

Management responses and action plans should contain:

a.
b.

agreement (partial or full) or otherwise to each recommendation;

if management does not agree with any recommendation, or only partly agrees — the
reasons why;

the action to be taken (lengthy comments or explanations are unnecessary — the
action to be taken and a clear commitment is all that is required); and

the name and position of the responsible person;
the timing of implementation of actions; and

interim control arrangements to be relied upon where there is a long lead time (such
as waiting to close-out an improvement action through implementation of a
technology solution).

Where formal management responses and action plans have not been
received within ten (10) working days, recommendations will be provided to
the Audit, Risk and Improvement Committee, with a timetable for
implementation to be pursued separately through the Chief Executive
Officer.

Where management responses to any audit recommendation are not considered
sufficiently timely or adequate, the Chief Audit Executive will consult with
management of the area audited and attempt to reach a mutually agreeable
resolution.

If agreement is not reached, the Chief Audit Executive will refer the matter to the
Chief Executive Officer for resolution.

Before each Audit, Risk and Improvement Committee meeting, Internal Audit
will request an update from management on progress of implementation of
each improvement action and recommendation. Management is required to
report their corrective action taken for each specific audit finding

Where the implementation date of an internal audit recommendation or
improvement action needs to be deferred due to unexpected delay, the
executive sponsor is to be advised that every effort should be made to avoid
further deferrals.

Where an original implementation date is passed, whether approved or not, the
audit recommendation cannot be rated to be on track.

Where an audit recommendation has not been implemented and closed-out by its
due date, the executive sponsor may be required to attend the next Audit, Risk
and Improvement Committee meeting to present details on:

a.

why the management action has not been fully implemented and the
audit recommendation closed-out; and

how the resulting risk is being addressed in the interim.
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9.12 Where management seeks to accept a risk from an audit recommendation,
they are required to complete a formal acceptance of risk that considers
approved risk appetite and risk tolerances, and notify the Audit, Risk and
Improvement Committee.

10. Standards of Audit Practice
10.1 Internal Audit shall conform to:

a. the ‘International Professional Practices Framework’ (IPPF) issued by the Institute
of Internal Auditors, and in particular the ‘Core Principles for the Professional
Practice of Internal Auditing’, the ‘Definition of Internal Auditing’, the ‘Code of Ethics’
and the ‘International Standards for the Professional Practice of Internal Auditing’;
and

b. the ‘Information Systems Auditing Standards’ as issued by ISACA, where relevant.

10.2 Internal Audit will adhere to Queanbeyan-Palerang Regional Council policies and
procedures.

11. Conflicts of Interest

11.1 As a matter of good practice, Internal Audit staff, including service providers, are not to
provide audit services for work for which they may previously have been responsible.

11.2 When engaging service providers, the Chief Audit Executive shall take steps to identify,
evaluate the significance, and manage any perceived or actual conflicts of interest that
may impinge upon Internal Audit work.

11.3 All instances of perceived or actual conflicts of interest are to be immediately reported
by the Chief Audit Executive to the Chief Executive officer or the Chair of the Audit, Risk
and Improvement Committee.

12. Quality Assurance and Improvement Program

12.1 The Chief Audit Executive is responsible for developing and maintaining a Quality
Assurance and Improvement Program that includes:

a. ongoing internal assessments including:
¢ supervision and review of internal audits;
¢ collecting feedback from management after each internal audit;
« performance assessments of service provider performance; and
¢ results of Internal Audit performance measures;
b. periodic internal assessments to be conducted annually, including:
+ review of the Internal Audit Charter for conformance with the Standards;
o self-assessment of conformance with the Standards.

c. external assessments conducted at least once every five years by a qualified,
independent assessor or assessment team from outside Council.
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13. Evaluation of Performance

13.1 Internal Audit performance will be evaluated and the results reported to the Audit, Risk
and Improvement Committee. This will include:
a. results of the Quality Assurance and Improvement Program;
b. feedback from management of areas where internal audits have been performed;

and

c. performance of service providers.

13.2 Feedback on Internal Audit performance will be sought annually from members of the
Audit, Risk and Improvement Committee.

14. Relationship with External Audit and other Assurance Activities

14.1 Internal Audit will establish and maintain an open relationship with the External Auditor
and other assurance providers. Internal Audit will plan its activity to ensure the
adequacy of overall assurance coverage and to minimise duplication of assurance
effort.

14.2 External Audit has full and free access to all Internal Audit plans, working papers and
reports.

15. Review of the Charter

15.1 This Charter will be reviewed annually by the Audit, Risk and Improvement Committee
and any changes recommended to Council.

16. Approval of the Charter

Endorsed:

Audit Risk and Improvement Committee — 15 March 2023

Approved:

Queanbeyan—Palerang Regional Council
Resolution No. 498/22

Ordinary-Meeting-of Council-held-114-May-2022 (to be updated)
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Council Meeting Attachment

12 APRIL 2023

ITEM11.1 DISABILITY ACCESS COMMITTEE - MARCH 2023

ATTACHMENT 1 ACCESS COMMITTEE MINUTES 16 MARCH 2023
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ITEM11.1 DISABILITY ACCESS COMMITTEE - MARCH 2023
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MEETING MINUTES
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ORDINARY MEETING OF THE QPRC ARIC 15 MARCH 2023

3.1

5.2

5.3

Minutes of the Ordinary Meeting of the QPRC ARIC held on 29
November 2022

Resolved

That the Minutes of the Ordinary Meeting of the QPRC Audit, Risk
and Improvement Committee (ARIC) held in the Queanbeyan
Council Chambers on Tuesday 29 November 2022 be confirmed.

Moved: Diana Hamono
Seconded: Cr Biscotti

ARIC - ACTIONS ARISING FROM PREVIOUS MINUTES
Actions Arising Report March 2023

Resolved

1. That the report be received for information.
2. Confirmed that Lighthouse was a trial program and that monies
allocated to this program will be returned to the Internal Audit
budget when completed.
3. Confirmed the completion of actions arising from the following
meetings:

e 29 November 2022: 5.1, 5.4 (3), 6.1 (a)(2), 6.1(a)(3), 6.1

(a)4), 6.1, 6.6.
e« 16 March 2022: 4.2, 6.6

AUDIT REPORTS
Audit Office of NSW Update March 2023

Resolved

1. That the Audit, Risk and Improvement Committee note the verbal
update provided by the Audit Office of NSW, in addition to the
attached Final Management Letter 2022 and the Annual
Engagement Plan 2023.

2. The ARIC requested a report on the Governance arrangements
for Section 355 Committees at its next meeting.

3. A Councillor Workshop should be considered to educate new
Councillors on the governance of Section 355 committees.

OCM Internal Audit Report March 2023
Resolved

That the Audit, Risk and Improvement Committee note the status
report provided by O'Connor Marsden.

Final Internal Audit Report - Disaster Recovery (Operational
Technology)

Resolved

1. That the Audit, Risk and Improvement Committee note the final
internal audit report Disaster Recovery (Operational Technology).

Ordinary Meeting of the QPRC Audit, Risk and Improvement Committee held 15 March

2023
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5.4

5.5

6.2

6.3

2. The ARIC requested an update on implementation and progress
of audit actions by the Manager Utilities for its next meeting.

3. The ARIC noted that the 2023-2024 QPRC Audit plan is currently
being developed and will be available at its next meeting.

4. Any areas of concern that ARIC members feel they have, that
may be considered to be included as an area for internal audit
review, to be provided to the Risk and Internal Audit Coordinator.

Status of Audit Recommendations March 2023

Resolved

1. That the Audit, Risk and Improvement Committee note the report.

2. It was noted that the status of audit recommendations report is
reviewed by the Executive prior to items being approved for
completion. Any items that are considered not to be completed
remain open for the next quarter’s reporting period.

3. The ARIC requested presentations on major projects for future
meetings.

Presentation - Director Corporate Services update on
outstanding audit actions

Resolved

1. That the ARIC note the verbal update provided by the Director
Corporate Services, Manager Digital and A/g Manager Workplace
and Performance.

2. A formal risk assessment identifying key data and information
that QPRC logs and monitors across its ICT environment to be
provided to the ARIC at its December meeting.

3. That QPRC includes a review of audit action implementation in
next year’s internal audit plan.

REPORTS TO ARIC - ITEMS FOR INFORMATION
CFO Quarterly Report

Resolved

1. That December 2022 Quarterly Budget Review Statement report
be received for information.
2. Noted the verbal update from Director Corporate Services.

HSEQ maturity report
Resolved
1. That the report be received for information.

2. That a maturity assessment showing HSEQ progression of
maturity over time be provided at the next ARIC meeting.

Review of Council's grants and donations administrative

Ordinary Meeting of the QPRC Audit, Risk and Improvement Committee held 15 March

2023
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6.4

6.5

6.6

6.7

6.8

6.9

6.10

processes
Resolved

That the Audit, Risk and Improvement Committee note the report.

Complaint management

Resolved

That the report be received for information.
Service Reviews

Resolved

That the report be received for information.
QPRC Business Continuity Plan

Resolved

That the report be received for information.
2022 Statewide CIP Benchmarking Report
Resolved

1. That the report be received for information.
2. The ARIC requested that the Statewide Mutual Regional Risk

Manager to present the outcomes of the Benchmarking report at the
next ARIC meeting.

IA Quality Assurance and Improvement Program

Resolved

That the Audit, Risk and Improvement Committee:
1. Note the report.
2. Endorse the adoption of the attached QPRC Internal Audit
Quality Assurance and Improvement Program.

Moved: Diana Hamono
Seconded: Carolyn-Rosetta Wash

QPRC Internal Audit Manual
Resolved
1. That the report be received for information.

2. That the ARIC endorse the adoption of the QPRC Internal Audit
Manual.

Internal Audit Charter - annual review 2023

Ordinary Meeting of the QPRC Audit, Risk and Improvement Committee held 15 March

2023
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6.11

6.12

6.13

6.14

6.15

6.16

Resolved

That the Audit, Risk and Improvement Committee endorse the
Internal Audit Charter for adoption by Council.

Moved: Diana Hamono
Seconded: Cr Biscotti

ARIC Meeting Planner - annual review 2023

Resolved

1. That the report be received for information and that the updated
plan be adopted.

2. That major projects and associated risks be reported on at every
meeting as a standard agenda item.

Moved: Cr Biscotti
Seconded: Carolyn-Rosetta Wash

ICT Report to ARIC - March 2023

Resolved

1.That the report be received for information.
QPRC External penetration testing report 2022
Resolved

1.That the report be received for information.

2.The ARIC requested that summary reports be provided in future
due to the sensitive content.

NSW OLG Circular 22-39 Release of Cyber Security Guidelines
for NSW Local Government

Resolved

That the report be received for information.

NSW OLG Circular 22-41 Update on the Guidelines for Risk
Management and Internal Audit for Local Government in NSW

Resolved

That the report be received for information.

NSW OLG Circular 22-42 Credit Card Management

Resolved

1. That the report be received for information.
2. The ARIC noted the requirement contained in the guidelines for
internal audit to review the use of credit cards every one to four

Ordinary Meeting of the QPRC Audit, Risk and Improvement Committee held 15 March

2023
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years.

6.17 External Reports of Interest - NSW Auditor-General's Report -
Planning and managing bushfire equipment

Resolved

That the report be received for information.
6.18 Update on Special Rate Variation

Resolved

That the report be received for information.

REPORTS FOR CLOSED SESSION

71 Public Interest Disclosures and Code of Conduct matters

An update was provided by the General Manager. No staff were
present during the presentation.

8. GENERAL BUSINESS
No items considered under general business.

9. NEXT MEETING
21 June 2023 — 9.30am

There being no further business the meeting closed at 12.27pm.

Ordinary Meeting of the QPRC Audit, Risk and Improvement Committee held 15 March
2023
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