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EXECUTIVE SUMMARY 
 
The Shire of Coorow is located is located approximately 270 kilometres north of Perth, and consists of three main town 
sites; Coorow, Leeman and Green Head.  The Shire encompasses an area of 4,189 square kilometres, and has a number 
of natural assets, including beaches, national parks, and bushlands. Within the Shire, the town sites of Leeman and 
Green Head are coastal communities, which are experiencing growth due to holiday homes, tourism and relocation of 
retirees. The town site of Coorow is small and provides basic goods and services to residents of the town and to the 
rural area immediately surrounding the town. The Shire’s primary industry is agriculture. 

The Shire currently has 37 employees including 28 (75%) full time employees, 4 (11%) part time employees and 5 (14%) 
casuals to deliver a range of services in accordance with the Strategic Community Plan (SCP). The Shire also uses a range 
of external resources including consultants to complement its organisational capacity regarding key statutory 
requirements (high level planning functions) or projects as the Shire being a small country based local government does 
not have the capacity to employ key staff resources required for such projects on an ongoing basis. 

Changes to the Shire’s workforce including capacity building and additional staff resources will be required to achieve 
the SCP’s vision: The Shire of Coorow will be a sustainable, progressive, desirable and caring community, which 
recognises and values its diversity.  In short, the community during the development of the SCP showed great interest 
and passion in communicating their desire to encourage and develop the diversity that exists within the communities of 
Leeman, Green Head, Coorow and the rural heartland. The communities told the Shire that access to services; 
maintaining and upgrading infrastructure; supporting the local community and enhancing the natural environment and 
resources, continue to be priorities. 

In other words, the expectation is that the Shire of Coorow will have staff that exhibit key local government skills, 
knowledge and ability.  To do this, the Shire will need to have staff that: 

• Understand the importance of engaging with the Shire’s local communities; 
• Meet a local government’s statutory requirements; 
• Can manage or oversee the development of key projects that will deliver improved services to the communities; 

and 
• Are committed to personal development, learning and growth. 

The Shire already has in place a core of experienced and long serving staff that understand the importance and 
relevance of local government to its local communities.  Although the Shire has an ageing workforce, it needs to 
embrace the knowledge and experience here and find ways to improve its attraction and retention strategies to bring 
through a younger staff demographic on the back of the growth experienced by the Shire’s neighbour to the south – the 
Shire of Dandaragan (Jurien Bay). 

The strategic direction the Shire of Coorow will take will see the Shire of Coorow during the next four years engage a 
number of new staff resources.  In particular, at least another person to be a part of its coastal crew (1 FTE) to support 
the revamped Coastal Cemetery, the new boat ramp at Leeman and the new open space in Green Head.  The Shire will 
also need to employ additional cleaning resources to support the new boat ramp.  From a community development 
point of view, the Shire will need to formalise the appointment of the grants officer as a community development 
officer (i.e. from 0.5 FTE to 0.8 FTE).  The Chief Executive Officer will also need higher level executive support in the 
form of an executive assistant (1 FTE) which will mean the re-alignment of the personal assistant.  One of the 
administration staff will also need to embrace the HR administration function as a key mechanism to support the 
workforce planning process.  
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INTEGRATED WORKFORCE PLANNING IN CONTEXT 

The workforce plan has been developed to address the requirements of the Local Government Act 1995 section 
S5.56(1), a “plan for the future” and Regulations on how to achieve have been made under S5.56(2): 

− That Local Governments develop a Strategic Community Plan that links community aspirations with the 
Council’s long term strategy. 

− That the Local Government has a corporate business plan linking to long term financial planning that 
integrates asset management, workforce planning and specific council plans (Informing Strategies) with the 
strategic plan. 

Regulation changes were gazetted in August 2011 with full compliance required by 30 June 2013 

INTEGRATED PLANNING AND REPORTING FRAMEWORK 

The Shire’s integrated planning framework comprises the following plans/programs 

Strategic Community Plan – identifies the community’s 
main aspirations and priorities for the future and outlines 
strategies for achieving these goals 

Corporate Plan – describes the activities we will undertake 
over the next four years to achieve the agreed short and 
long term goals and outcomes. 

Divisional Operational  Plans  –  outlines  the  details  of  
the  specific  projects  and  activities  that  will  achieve  the 
commitments outlined in the Corporate Plan 

Long Term Financial Plan – details the financial resources 
needed to enact the corporate plan in the first four years 
and potential revenues and expenses for the next six years 
of the plan. This plan serves to inform and resource all 
aspects of the integrated planning activities as 
appropriate.  

Asset Management Plan – This plan identifies and records 
the asset register, service level, activities and strategies to 
ensure the physical assets and infrastructure of the Shire 
are appropriately managed and maintained over their 
lifecycle, and appropriately disposed of or replaced at the end of that lifecycle. 

Integrated Workforce Plan – This plan identifies and reports on the internal capacity to meet current and future needs 
of the goals and objectives of the Shire and the Community, both in capacity and capability. It identifies the gaps or 
surplus in human, assets or financial resources and identifies strategies to ensure there are the right people in the right 
place and at the right time to deliver on expectations.  

AIMS AND OBJECTIVES OF THE INTEGRATED WORKFORCE PLAN 

This workforce plan aims to address the workforce needs of the Shire that arise from core function operations, projects, 
strategic initiatives and priorities. It also aims to build capacity and resilience to allow the Shire to respond to the 
changing environment and issues arising from external pressures and legislative compliance issues.  
The Workforce Plan aims to ensure the Shire’s workforce has the right skills, at the right time and in the right quantities 
to ensure sustainable service delivery in the future. It will address gaps between current and future workforce 
capability, identify areas of skills or capacity shortage, and outline strategies to address them. This information will 
inform the LTFP and the AMP to ensure the financial and physical resources of the workforce plan  
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are included in those plans and planning activities.  
 
Methodology 
The methodology used will follow the practiced and principles of the WA Department of Local Government’s Workforce 
Planning Guidelines Toolkit -Ref: http://integratedplanning.dlg.wa.gov.au There are four distinct stages as outlined in 
the diagram from the toolkit below, and the process was carried out in a consultative and capacity building manner to 
ensure ownership and sustainability.  

 

 

 

 

 

 

 

 

 

 

 

This plan will be used to guide recruitment, retention and workforce growth, development or changes over the term 
of its life.  

INTERNAL AND EXTERNAL ENVIRONMENTS 

WESTERN AUSTRALIAN ENVIRONMENT 

GENERAL EMPLOYMENT ENVIRONMENT  

2013 Economic Profile 1Western Australia has 33% of Australia’s land area and 10.7% of its population. The State’s share 
of the national population is projected by the ABS to grow to 11% (3.0 million) by 2026 and 12% (4.3 million) by 2056. 
There were 1.31 million people employed in Western Australia in December 2012. The Department of Training and 
Workforce Development estimates a potential shortfall of 76,000 workers by 2014-15.Population growth Western 
Australia’s population rose 3.3% (78,037) to 2,430,252 in 2011-12.Net overseas migration contributed 60% (47,147) of 
the population growth in 2011-12.  Net interstate migration rose 80% to 11,085 in 2011-12.  Population growth has 
accelerated from 2.2% in 2009-10 and 2.4% in 2010-11 to 3.3% in 2011-12.  

Western Australia’s employment rose 4.7% (59,400) over the twelve months to December 2012, with 9% of the growth 
occurring in the past three months. Australia’s employment rose 1.3% (148,400) over the year to December 2012. The 
State’s unemployment rate was 4.3% in December 2012; higher than the 4.1% in the previous month and 4.2% a year 
earlier. Australia’s unemployment rate was 5.4% Western Australia’s mining industry employed 108,900 workers 
directly in the December quarter 2012, 3% (3,600) more than a year earlier 
  

http://integratedplanning.dlg.wa.gov.au/
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Regional Profile: 
 

Regional Labour Markets1and Population 2 
Region Employed Unemployed Unemployment rate 

% 
Population Annual Growth  

Perth 997,444 39,637 4.0 1,726,055 2.5 
South West 8,742 4,137 4.6 158,615 1.6 
Peel 46,673 2,670 5.4 112,677 4.4 
Wheatbelt 44,601 1,100 2.4 72,856 0.0 
Goldfields-
Esperance 

35,594 788 2.2 59,489 1.1 

Great Southern 32,354 1,656 4.9 56,884 0.2 
Mid-West 30,407 817 2.6 55,609 1.2 
Pilbara 27,477 607 2.2 62,736 6.5 
Kimberley 17,532 931 5.0 37,673 2.9 
Gascoyne 5,912 192 3.1 9,621 1.1 

1September quarter 2012; 2 2010 – 11: Source Department of Education, Employment, and Workforce Relations Small Area Labour 
Markets and ABS Regional Population Growth.  
 
 
Major Industries in WA  

 
 
1Western Australian Government Department of State Development; Western Australian Economic Profile April 2013  

WA LOCAL GOVERNMENT ENVIRONMENT 

The Local Government Department is in the process of managing significant structural reform across the sector that 
includes seeking amalgamation and collaborative resource sharing where possible and practical to ensure sustainability 
and governance to address past issues and build for the future.  The both metropolitan and regional areas are 
experiencing change and uncertainty that has potential to impact on the workforce both positively and negatively in 
being an industry of choice for employment. Increasing workloads, exit of skilled staff to other employment sectors, 
aging workforces and the levels of staff turnover in some areas of the workforce are creating serious challenges in 
recruitment and retention as well as on the wellbeing of the officers.  Increased service expectations and devolution of 
services from State Government in some areas is also having an impact on the ability to attract, recruit and afford the 
appropriate workforce with an often declining rate base.  
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REGIONAL ENVIRONMENT RELATIVE TO WORKFORCE PLANNING 

SHIRE DEMOGRAPHICS 

LOCALE 
The Shire of Coorow is located approximately 270 kilometres north of Perth, and consists of three main town sites; 
Coorow, Leeman and Green Head. 
 
The Shire encompasses an area of 4,189 square kilometres, and has a number of natural assets, including beaches, 
national parks, and bushlands. Within the Shire, the town sites of Leeman and Green Head are coastal communities 
which are experiencing growth due to holiday homes, tourism and relocation of retirees. The town site of Coorow is 
small and provides basic goods and services to residents of the town and to the rural area immediately surrounding the 
town. The Shire’s primary industry is agriculture. 

HISTORY 
Historically, the area was managed by the Carnamah Road District. On 19 April 1962, the Shire of Coorow was created. 
In 1966, the Shire had a population of 808, and saw significant population increases until 1991, where the number of 
residents spiked at 1,526. Since 2004/05 the Shire has experienced population decline, particularly noted in the inland 
community of Coorow. The latest census (2011), reported a Shire population of 1,101 persons, down from 1,128 in 
2006. 

AGE PROFILE 
The median age of persons in the Shire is 46 years of age, which is higher than the Mid-West region, at 38 years of age. 
Compared with the Mid West, the Shire consistently shows fewer people through all age groups up to 45 years of age, 
and then more people in each age group from 45 years of age through to 84 years of age. The population has aged since 
2001 with the percentage of those aged 0-14, 25-34 and 35-44 significantly reducing, while those in the age groups 55-
64, 65-74 and 75-84 all increasing sharply. The average age in 2001 was 36. 
 
According to population projections, by 2026, the population of the Shire of Coorow was expected to increase then fall 
to approximately 1,200. The 2011 census shows the actual population in 2011 was lower than earlier estimated, with 
only 1,067 persons recorded compared with an expected 1,600. 
 
By 2021 the largest age group living in the Shire of Coorow will be those aged 35-39 years old. The number of people 
aged 15 years and under is forecast to decrease by 1.8 percent, and will make up 21.3 percent of the population. The 
number of people aged 65 years and over is expected to decrease by 0.3 percent to make up 13 percent of the 
population by 2021. 

ECONOMIC CONSIDERATIONS 
Incomes in the Shire of Coorow are typically lower than elsewhere in the region. According to the 2011 census, the 
median total household income in the Shire of Coorow is $917 per week, less than the median for the Mid West at 
$1,128. Individual incomes are also lower than is typical for the region with median income of $493 compared 
with$599. 
 
It is noted however that the major cost item of accommodation, in the Shire of Coorow, is cheaper than is found in the 
Mid West, with median rent at $115 per week compared to$200 per week across the region. Median mortgage 
payments are only $1,400 per month compared with $1,560 per month for the region. 
 
In 2006, the unemployment rate in the Shire of Coorow was higher than the Western Australian state with 4.3% 
compared to 3.8%. Of those employed and living in the Shire of Coorow, 77% of those were full-time workers with 
conversely 23 percent employed impart-time work. 
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In 2006, the most common industries in which people in the Shire of Coorow worked were Agriculture, Forestry and 
Fishing (40 percent); Mining (12 percent); Construction (8 percent); Retail trade (8 percent); and Education and Training 
(7 percent). 
 
The remainder of the population was employed in services such as: public safety and administration, accommodation 
and food services, and transport postal and warehousing. 

FAMILY STRUCTURE 
Household and family type information is a major indicator of the role and function of areas and along with age 
structure has a major influence on local service delivery. The difference between traditional 2 and non-traditional 3 
household types in the Shire of Coorow reflects a relatively uniform household structure in the area.  

EDUCATION 
In 2006, the distribution of educational qualifications across the population of the Shire of Coorow showed a reasonably 
qualified workforce, particularly those qualified in trade (43percent of all qualifications), compared to those with a 
university degree (18 percent of all qualifications). Due to the lifestyle and economic demands characterized by a 
predominantly agricultural society, the commonality of Certificate qualifications is to be expected. 
 
Compared with the Western Australian State, of those who have post-school qualifications, the Shire of Coorow has 
more people with a Certificate qualification, and slightly less people with university qualifications. Overall, 35% of the 
Shire of Coorow’s residents have non-school formal qualifications, 65% record having no non-school qualifications. By 
comparison 42% of Western Australians have a non-school qualification with 58% having no non-school qualification. 

EXTERNAL PRESSURES 

SKILLS SHORTAGE IN THE LOCAL GOVERNMENT CONTEXT 

Skills shortage is a major issue confronting Australia’s workforce, as the Australian workforce is not growing fast enough 
to keep up with the demand for labour and the particular skills required by many industries (LGMA, 2007). Although the 
Global Financial Crisis after August 2005 did cause a slowdown in the turnover in staff, this event has well and truly 
passed and the expectation is the skills shortage will continue to impact (Lockhart 2012).  McHugh (2011) has reported 
the expectation is that Western Australia will be short 150 000 workers by 2017 and so the Commonwealth 
Government has approved targeted migration to occur for the State. 

In hand with the above (LGMA, 2007), the labour market in Australia is ageing, with 37 percent of Australia’s workforce 
over the age of 45. At the same time, the fall in the number of young people of working age will lead to a drastic decline 
in the growth of the Australian workforce. As the Local Government workforce is substantially made up of workers over 
45 years of age, it faces a significant challenge in filling the employment gaps as older employees retire and leave the 
workforce. In particular, Local Government will feel the impact of the reduction in Australia’s workforce as a substantive 
proportion of its workforce sits within the five occupations with the highest projected workforce reductions: 
• Intermediate Clerical/Service workers 
• Professionals 
• Tradespeople  
• Elementary Clerical/Service workers 
• Associate Professionals. 

Typical areas of staff shortage are the professions associated with Building Surveyors, Environmental Health Officers, 
Planners, Tradespeople and Engineers.  Rural and remote local governments consistently struggle to recruit officers in 
these areas and struggle to recruit Chief Executive Officers, other executive positions including Managers of Finance and 
finance staff in general. 
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Both the LGMA WA and WALGA (2012) have been at the forefront regarding dealing with this issue.  In particular, the 
LGMA WA has implemented a range of strategies in line with the LGMA including targeted training and development 
programs, while WALGA has implemented an overseas recruitment program. 

THE MID WEST REGION 
As with each of the State’s regions, the Mid West Region is diverse in terms of its makeup and the resources it produces.  
Key considerations include: 
 
• The Mid West Region covers approximately 468,712 square kilometres (including offshore islands) or nearly one-

fifth of the area of Western Australia. The region extends along the coast from Green Head in the south, where it 
borders the Wheatbelt Region, to beyond Kalbarri in the north where it borders the Gascoyne Region. 

 
• The Mid West also extends more than 800 kilometres east into the mineral rich hinterland, where it is bordered by 

the Pilbara and Goldfields-Esperance regions.  
 
• The region embraces a wide diversity of landscapes and land uses. The coastal waters are rich fishing grounds.  
 
• The region also includes agricultural areas along and near the coast, extending to the pastoral and mining areas 

inland. 
 
• Mining has long been a major contributor to the Mid West‘s economy. The emergence of China and India as major 

industrialised economies stimulated further interest in the region’s ample mineral resources, particularly iron ore. 
The activity in the resources sector accompanied by proposed major projects, such as the Oakajee deep-water port, 
rail and industrial estate, the Square Kilometre Array Project and other major projects, will ensure significant 
employment and population growth in the coming years. 

 
• While the resources sector is significant, the Mid West economy also has valuable agriculture, fishing and tourism 

industries. Diversification and value adding across all sectors, combined with a strengthening of the region’s 
strategic infrastructure and further development of its tourism potential, will ensure the Mid West’s continued 
growth. 

 
• The amalgamated City of Geraldton-Greenough is the region’s major commercial, administrative and service centre, 

with an estimated population of around 38,000 people. The Department of Regional Development and Lands 
estimates the Mid West’s Gross Regional Product is valued at $4.5 billion for the year 2009-10, representing 2.4 per 
cent of Gross State Product. 

 
Many of the above key considerations have a direct impact on the Shire of Coorow including mining regarding the 
Eneabba (Iluka) mining project, a key source of employment in the area for many years, agriculture in terms of 
broadacre farming and in many ways the key economic factor for the Shire and fishing regarding the rock lobster 
industry.  The population at the coastal towns of Green Head and Leeman increases during the summer months to 
accommodate the opportunities provided through fishing for rock lobster.  Tourism is also starting to take a hold. 
 
The Shire of Coorow is impacted by its neighbouring local governments and the development of key centres.  In 
particular the Shire of Dandaragan with Jurien now becoming a key sub-region in the Wheatbelt and Carnamah to the 
East to which the Shire of Coorow was once a part. 

THE SHIRE’S INTERNAL OPERATING ENVIRONMENT 
 

GOVERNANCE AND MANAGEMENT 

The Shire of Coorow consists of a local government comprising of the following: 

• A directly elected council of eight members.  The head of the council is the Shire President who is elected after each 
local government election from the body of council; and 
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• The Chief Executive Officer (CEO) who in turn employs the staff and other resources required to provide the Shire’s 
services.  The CEO has an executive team consisting of the Deputy CEO, the Manager Works and Services and the 
Manager Regulatory Services to assist him manage the Shire’s requirements. 

As per the requirements of the Local Government Act 1995 and its regulations, Council makes appropriate decisions on 
behalf of the Shire’s local communities and ensures that the CEO has the resources required to meet the objectives of 
the Strategic Community Plan and the day to day operations of the Shire. 

The Shire’s administration is based in two locations: the Town of Leeman and the Town of Coorow.  Shire staff are split 
between these two locations with the CEO based in Leeman on Monday, Tuesday and Wednesday and Coorow on 
Thursday and Friday.  There are plans under consideration to have one administration located in Leeman.   

Also, the Council does not have a dedicated chamber for its meetings.  As such, the Council meets in the following 
locations for both Council meetings and Council Forums or Council Workshops: 

• Coorow – at the Coorow District Hall; 
• Leeman – at the Leeman Recreation Centre; 
• Warradarge – at the Warradarge Meeting Room; 
• Green Head – at the Green Head Community Centre.  

The Shire does have a policy manual that incorporates a number of Council policies to the function of this local 
government.  A governance manual that supports the Shire’s governing and executive functions apart from the current 
policy manual would be appropriate. 

ORGANISATIONAL CAPACITY 

The Shire of Coorow has 37 employees including 28 (75%) full time employees, 4 (11%) part time employees and 5 
(14%) casuals.   The Shire also uses a range of external resources including consultants to complement its organisational 
capacity regarding key statutory requirements (high level planning functions) or projects.  This is as a result of the Shire 
being a small country based local government that does not have the capacity to employ key staff resources required 
for such projects on an ongoing basis. 

FINANCIAL AND PHYSICAL RESOURCES 

The Shire’s financial resources include a rate base of $2.4 million, representing 26% of total income, reserves of $1.2 
million and key grant funding including: Financial Assistance Grants of $1.2 million, Royalties for Regions (Country Local 
Government Fund) of $1.4 million, Regional Road Group funding of $348,000 and Roads To Recovery funding of 
$264,000. 

The Shire is also a member of the Mid West Integrated Service Agreement, performing maintenance works to the road 
network throughout the region on behalf of Main Roads Western Australia.  

Key physical resources include Mount Lesueur and Alexander Morrison National Parks, 25 km of coastline allowing an 
abundance of swimming, fishing, diving, windsurfing and associated activities, extensive cave systems and wildflowers 
in season. 

INTERNAL RISK FACTORS 

Potential internal risk factors include:  

Risk Factor 
 

Status Mitigation/Other 

Corporate Governance Evolving • Audit committee in place 
• Further training of elected members 

required regarding key issues 
• No dedicated Council chamber in key 

location 
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• Governance manual required 
• Risk management plan required 
• Key HR practices required including: 

o Key workforce planning 
processes: 

 Reporting dashboard – at 
least twice a year; 

 Workforce planning 
checklist; 

 Workforce planning 
forecast list. 

 

Strategy In progress Implementing Integrated Planning and 
Reporting. Plan for the Future/Strategic in 
Place previously.  Also Forward Capital Works 
Program.  Completion of the Corporate Plan 
and the Long Term Financial Plan and the 
Implementation of a workforce planning 
process required 
 

Compliance (& Ethics) Key focus Key staff employed to ensure the Shire is 
meeting statutory responsibilities 
 

Finance & Accounting Key focus Key staff employed to ensure the Shire is 
meeting statutory responsibilities.  However, 
this is developing slowly 
 

Responsibility and Sustainability Evolving Subject to the outcomes of the Integrated 
Planning process re economic, social, 
environmental and governance issues 
 

Operations Evolving 
 

• Management level needs further 
development including the Deputy CEO; 

• Further support of staff required 
• Succession planning is an issue 
• The CEO requires a higher level of 

executive support 
 

Information & Communications 
Technology 

Medium 
risk 

• The Shire requires an ICT Plan to reflect 
external IT support and how it will support 
staff and the communities in future 

 

Legal & Public Affairs Medium/low 
risk 
 

The Shire is a professional organisation 

Marketing Medium 
risk 

Implementation of SCP will mean the 
expectations of the Shire’s communities are 
raised.  Key resources implemented/required: 
• Community Development Officer 
 

Capital Projects High Risk Key projects identified under the SCP/CBP 
require key decisions regarding not only the 
structure type and how it fits the local 
environment, but how they will be managed 
e.g. CEO is still picking up key project 
management functions despite appointment of 
project managers or consultants for such 
projects 
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THE CURRENT WORKFORCE PROFILE 

The Shire conducted a survey of its workforce during April 2013 to determine further the capacity and capability of its 
staff with 74% of employees participating in this process.  Key results of the survey are documented in relevant parts of 
the current workforce profile. 

ORGANISATIONAL STRUCTURE AS AT DECEMBER 2012 

The current structure of the Shire is: 

 

CHIEF EXECUTIVE OFFICER 

MANAGER WORKS & SERVICES 

MECHANIC 

COOROW 

CONSTRUCTION 

MAINTENANCE 

LEADING HAND 

COOROW 

CONSTRUCTION 

MAINTENANCE 

WORK FORCE 

COOROW 

GARDENER 

COASTAL MAINTENACE 

PARKS GARDENS 

LEADING HAND 

COASTAL MAINTENACE 

PARKS GARDENS 

WORK FORCE 

DEPUTY  

CHIEF EXECUTIVE OFFICER 

 

ADMINISTRATION STAFF 

COOROW 

LEEMAN 

 

 

VOLUNTEER LIBRARIANS GREEN HEAD 

MANGER REGULATORY SERVICES 

RANGER  

SWIMMING POOL MANAGER 

CLEANERS 

LEEMAN 

GREEN HEAD 

CLEANERS 

COOROW 

Note:  

The Shire of Coorow has 37 employees consisting of 28 full time 
employees, 4 part time employees and five casual staff 
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GENDER BALANCE  

The Shire gender breakdown includes: 20 (54%) Male and 17 (46%) Female.  The senior management positions are 100% 
male.  The majority of men typically occupy the road and maintenance crews. Women occupy in the main the 
administration, cleaning and gardening positions.  The Pool Manager is female, the Ranger male.   

EMPLOYEES BY WORK AREA 

 

As would be expected for a country local government, the majority of full time employees are in the works and services 
area (47%).  This reflects the dedication of resources to the key infrastructure throughout the Shire including local and 
main roads, parks and gardens and recreational facilities.  The second largest area of full time employees (21%) is the 
administration (Coorow and Leeman offices).  The Ranger sits within Regulatory Services and although full time works 
80% carrying out the relevant regulatory function and 20% carrying out the works and services function.  The Shire also 
has a full time trainee in the admin area and a part time trainee or Structured Workplace Learning Student. 

AGE PROFILE 

The breakdown in age for all Shire employees is shown as follows: 

Age Range Number % 
0-20 2 5 
21-25     
26-30     
31-35 1 3 
36-40 4 11 
41-45 2 5 
46-50 10 27 
51-55 8 22 
56-65 10 27 
66+     
Total 37 100 

The percentage of staff over the age of 45 is 75%, which is twice the national average (37%).  This is not an uncommon 
trend within country local governments, but does demonstrate the importance of an ageing workforce in such areas.  In 
terms of succession planning the challenge is how to source younger staff through key attraction and retention 
strategies.   

CEO Works &
Services

Deputy
CEO

Regulatory
Services Total

Full Time 1 17 7 3 28
Part Time 0 0 1 3 4
Casual 0 1 2 2 5

0

5

10

15

20

25

30

N
o 

of
 E

m
pl

oy
ee

s 

Breakdown by Employment Type 



Shire of Coorow Integrated Workforce Plan 2013- 2017                                                                                              14 | P a g e  

TENURE OF EMPLOYMENT 

In the main, Shire of Coorow staff (55%) are short to mid-term employees.   

 
The implications are that there are local knowledge management and staff retention issues.  However, in terms of 
overall local government knowledge, the majority of staff (69.23%) have either worked for the Shire or another local 
government previously indicating a sound level of local government knowledge and practices.  

 
 

TRAINING AND DEVELOPMENT 
 
Overall, 65.38% of staff indicated that they have a formal degree, diploma or certificate relevant to local government.  
In terms of ongoing courses and workshops, 75.92% indicated they had completed such a program relevant to local 
government and 57.69% indicated they had attended other types of training that did have some bearing on local 
government. 
 
It is a credit to the Shire as an employer that training is taken seriously and that there are opportunities to develop  staff 
further through training. 
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RECRUITMENT AND RETENTION HISTORY 

The current turnover rate for local government across Western Australia is 18.36%.  

EXIT 

During 2012/2013, the Shire lost 17 staff or a turnover of 45%.  Part of the reason for such a high turnover includes the 
trialling of potential staff in the works and services area (coastal crew) and the fluidity of casuals. 

ENTRY  

During 2012/2013, the Shire engaged 19 staff or a take-up rate of 50%.  Sources for staff in the non-critical positions are 
either from within the local community or other local governments.  These positions are filled relatively quickly.  

The Shire also introduced through Directions both full time and part time trainees in the administration area. 

CULTURE AND ISSUES IMPACTING ON STAFF 

In the main the Shire’s work culture is sound.  The majority of staff like the variety of work that they have.  They also like 
the fact that they can be home at night as opposed to being in a fly-in fly-out situation.  The thing disliked most includes 
the tyranny of distance (the requirement to work in two locations).  There are some concerns around how some of the 
teams get on, in particular the coastal/inland work crews, the level of OSH observed and whether some staff are 
listened to.  The CEO also received a number of good comments. 

 
In terms of recommending the Shire to others as an employer, the majority of staff as indicated by the above graph 
replied they would or may do so. 

Overall, in terms of the types of things the staff would like to see changed, the following comments were made: 

• To have only one workplace or a single office; 
• Employ a community development officer to look after grants/projects; 
• More responsibility, flexibility …including the ability to order minor parts; 
• Clearer guidance, clearer definitions as to others’ PDs, 
• To be able to work together professionally, regardless of our differences; 
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• To be able to stay as a fulltime truck driver or grader operator; 
• Not drive trucks all the time (opportunity to use other plant); 
• Would like to see more communication between management and staff (MWS). 

WORKFORCE COSTS 

The current workforce costs in the 2012/13 Coorow Budget include:  

• Salaries and wages:   $1,809,526 (includes $20,000 for workers compensation); 
• Staff subsidies and allowances:  $44,006; 
• Safety and protective clothing:  $57,412;  
• Staff housing:   $34,172 for operating costs and $1,356,466 for capital costs.  Includes key 

transfer to reserve and the purchase, construction and upgrading of housing. 

In addition to the above, at least $19,800 is spent on external IT support and $180,000 for consultants. 

Key staff are also provided with a vehicle as part of their employment package. 

CURRENT WORKFORCE RISK PROFILE 

There are a number of positions apart from the Executive Group who are deemed critical to the success of the 
Shire of Coorow.  Each of these positions is grouped into different categories as follows: 

Permanent Staff:  In effect staff generally employed in a permanent capacity. 

Partnership Arrangements: Staff in this category are a shared resource with another group  
 including other local governments. 

Consultancy Arrangements: Staff in this category are for a service that must be provided in a regulatory 
environment. 

Failure to replace or recruit for these positions within an acceptable timeframe will cause problems to the 
organisation at the high, medium and low risk levels.  The positions concerned have been assessed in terms 
of current risk and anticipated residual risk following the implementation of an appropriate action plan.  The 
methodology used includes: 

REASON POSITION IS CRITICAL 

A position within the Shire of Coorow may be deemed critical for the following reasons: 

Reason Position is Critical 
 

Symbol 

Because it drives or supports the delivery of key actions under the Strategic 
Community Plan 

 

Because the skills are extremely difficult to source/replace 
 

 

Because critical corporate knowledge is held solely by an individual in a 
particular position 

 

Each reason that is applicable is marked in the “Reason” column of the Critical Position Table. 

 

 



Shire of Coorow Integrated Workforce Plan 2013- 2017                                                                                              17 | P a g e  

PERMANENT STAFF 

 

Critical Position Current 
Risk 

Reason Specialist/Unique 
Skills 

Action Plan Residual 
Risk 

Time 
Frame 

Chief Executive Officer H  Leadership, 
executive 
management, 
human resources, 
Bachelor Degree 
or equivalent 

• Recruit externally 
• Develop Deputy CEO 

M/L 2016/17 

Deputy Chief Executive 
Officer 

H/M  Finance, Month 
end Year end 
processes, Assists 
prepare the 
Shire’s budget, 
Bachelor Degree 
or equivalent 

• Recruit externally 
• Ensure Senior Finance Officer 

can at least perform higher 
duties in this area  

M/L 2014/15 

Manager Regulatory 
Services 

M  Bachelor Degree, 
Planning reports, 
Process complex 
planning 
applications, SAT 
matters 

• Recruit externally – consider 
WALGA program 

• Look into the possibility of a 
group scheme with other local 
governments in future 

M/L 2016/17 

Manager Works and 
Services 

M  Road construction 
and maintenance, 
traffic 
management, 
asset 
management 

• Recruit externally 
• Develop Leading Hand/ other 

staff 

M 2016/17 

Senior Finance Officer M  Month end 
processing 
including bank 
reconciliations, 
rates, 
creditors/debtors 

• Develop Administration Officer 
• Establish network within local 

governments in the region 

L 2014/15 

Pool Manager H  Pool manager 
qualifications 

• Recruit externally 
• Seek to develop someone in 

the community 

M/L 2014/15 

Construction/ 
Maintenance Leading 
Hand 

M  Supervision, final 
trim grading, traffic 
management 

• Recruit externally 
• Attend LGMA supervisor’s 

conference 
• Develop identified staff within 

the works crew 

L 2016/17 

Ranger M  Law A & B or 
Certificate IV in 
Regulatory 
Services  

• Recruit externally 
• Ensure that the works crews 

can support this role 
 

M 2015/16 

It is recommended that the Shire considers a succession plan based on the above and that this plan is implemented 
accordingly. 

WORKFORCE IMPLICATIONS FROM THE COMMUNITY STRATEGIC PLAN 

OUTCOMES OF COMMUNITY CONSULTATION AND EXPECTATIONS 

COMMUNITY ENGAGEMENT 
As such, the Shire’s Strategic Community Plan: Our Future Coorow 2012-22 builds on other plans and 
engagement previously undertaken by the Shire.  The Shire engaged its communities in the past few years to 
develop current strategies, strategic and operational plans and rather than start fresh, it used these plans as a 
basis from which to engage the community and review its objectives, goals and community vision. 
 
The Shire checked with the community that those aspirations, goals and objectives were still relevant, reviewing 
the vision for the community, and identifying strategies to realise this vision. 
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The Shire started its community engagement process regarding the Strategic Community Plan by developing a 
Community Engagement Strategy. This Strategy provided a blueprint for its approach. The next step was to seek 
community input through Shire-wide engagement activities conducted over April, May and June 2012. These 
activities included a combination of surveys, stakeholder meetings, interviews and community engagement 
workshops. Other inputs include feedback from elected members and staff. The outcome was over 12% of the 
community were engaged directly in developing this Plan. 

RESULTS OF THE ENGAGEMENT PROCESS 

As a result Our Future Coorow 2012-22 was developed with four key themes: 

Theme 1: Community Well Being - Safe and Secure, Healthy Lifestyles and Accessible and Inclusive. 

Theme 2: Economy - Growth and Prosperity. 

Theme 3: Environment - A Liveable Built Environment and A Clean Green Environment. 

Theme 4: Leadership - Involved and Engaged. 

In short, the community showed great interest and passion in communicating their desire to encourage and 
develop the diversity that exists within the communities of Leeman, Green Head, Coorow and the rural heartland. 
The communities told the Shire that access to services; maintaining and upgrading infrastructure; supporting the 
local community and enhancing the natural environment and resources, continue to be priorities. 

STRATEGIC COMMUNITY PLAN VISION, PRIORITIES AND OBJECTIVES 

THE VISION 
The vision of Our Future Coorow 2012-22 is: 
 
The Shire of Coorow will be a sustainable, progressive, desirable and caring community, which recognises and values 
its diversity. 

PRIORITIES AND OBJECTIVES 
 
The priorities and objectives for the Shire’s communities are (page 15 Future Coorow 2012-22): 
 
Safe and secure 
• Continue to create and maintain a safe and secure environment: 

o Ensure facilities and infrastructure are well maintained and safe for use 
o Ensure built and natural environments provide a sense of safety and security 

 
• Create and maintain safe and attractive places for people to live, work and play: 

o Advocate for improvements in housing affordability and access to appropriate housing 
o Create safe public places that people want to use during the day and at night 

 
Healthy lifestyles 
• Our communities have active and healthy Lifestyles: 

o Facilitate healthy lifestyles within the community through recreation facilities and programs 
 
Accessible and inclusive 
• An accessible and inclusive community: 

o Improve services and facilities that actively support youth, disability and seniors in the region; 
o Actively encourage growth of the Shire and relocation of persons and businesses to the area 

 
A sense of community 
• A culture that encourages and supports events, community interaction, sport and recreation activities and 

volunteering in local community organizations: 
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o Support live performance, exhibitions and other arts opportunities; 
o Encourage increased town site interaction through sport and cultural events; 
o Encourage strong community participation and involvement. 

 
• Services and facilities bring the community together and serve to enhance a sense of community 

o Provide social facilities and services to serve the lifestyle needs of our communities 
o Improve services and facilities that actively support youth, disability and seniors in the region 

 
Growth and prosperity  
• A prosperous community with a range of local business and services: 

o Facilitate opportunities for development in the town sites through promotion, the provision of 
information, and the identification of suitable opportunities 

o Work collaboratively with private sector and government organizations in developing and 
implementing strategies to facilitate development in the Shire 

o Implement best practice economic development approaches 
o Support local businesses 
o Negotiate partnerships with private sector and government agencies to attract investment and 

enhance service provision to the community 
 
• Choice in employment with job opportunities available locally: 

o Work with surrounding Shires and the State Government in developing and implementing 
regional strategies to increase employment opportunities 

o Support targeted skills development to enhance local workforce growth and supply 
 
A liveable built community 
• Development of the built environment reflects our unique community: 

o Maintain and preserve the character of the community and its rural surrounds 
o Promote design in the built environment that reflects our culture, heritage and values 

 
• The Shire remains clean and accessible: 

o Ensure environmental considerations are taken into account during every planning process 
o Ensure waste minimization programmes are centred on public awareness 
o Account for population growth to ensure future development and land use contributes to a 

sustainable Shire 
 
A clean and green environment 
• Our natural environment is preserved for the future: 

o Ensure environmental considerations are taken into account during every planning process 
o Ensure waste minimization programs are centred on public awareness 
o The Shire engages proactively with the community and other relevant organizations in the 

preservation of its natural environmental assets 
o Establish environmental management and monitoring processes/protocols 
o The Shire protects bio diversity through effective planning 
o Account for population growth to ensure future development and land use contributes to a 

sustainable Shire 
 
• The impacts of climate variability are managed: 

o Increase awareness of climate variability through provision of information 
 
Involved and engaged 
• A strong democracy and effective partnerships: 

o Provide leadership to, and on behalf of our communities 
o Work collaboratively to develop effective partnerships that benefit our communities 

 
• Decision making is transparent, accountable, legal and ethical: 

o Ensure Council decisions are available to be reviewed by public 
• Residents are informed and take part in strategic decisions that impact on their local community: 

o Use multiple mediums to engage and listen to our community 
o Provide opportunities and processes which allow all voices to be heard 
o Manage the relationships between the town sites in a fair and effective manner 
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o The Shire maintains its commitment to community engagement 
o Provide increased organizational capacity through the development of staff attraction and 

retention strategies 

CORPORATE BUSINESS PLAN ACTIONS 

This section will be updated in a future version of the Shire’s workforce plan once the Corporate Business Plan is 
operational.  It will show the link between the SCP and the key actions that staff will be required to achieve.  In the main 
it is expected that the actions will primarily reflect the core service delivery that the Shire has been responsible for 
some time. 

In terms of the level of engagement that staff have into the strategic/corporate planning process, the following 
responses were received: 

 
 

The above graph indicates that 40-50% of staff are involved in the organization regarding resourcing, operational input 
and strategic directions.  The lack of communication regarding work required to be undertaken was mentioned by a 
number of outside staff.  Improved communication or seeking further input from staff would improve the result in this 
area.   
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WORKFORCE GAPS, ISSUES AND RISKS 

CURRENT AND FUTURE OPERATING ENVIRONMENTS 

OPERATIONAL FUNCTIONS AND SERVICES CHANGES OR EXPANSION 

As a result of key discussions with the Shire’s Chief Executive Officer on 21 March 2013, it was identified that there are a 
number of key informing strategies in addition to the requirements of the SCP and CBP that will see operational 
functions and changes or expansion as follows: 

IMPACT OF COASTAL CEMETERY PROJECT  

The completion of the Coastal Cemetery Project has implications for the Coastal Crew and the Ranger.  At this point in 
time, the four person Coastal Crew lacks the capacity to support each other when crew members are on leave or are ill.   

Increased management associated with the Coastal Cemetery will require the potential increase in plant and equipment 
and at least 0.5 FTE. The Ranger also provides a service to the Shire of Carnamah.   

PUBLIC OPEN SPACE - GREEN HEAD 

Although key funding of $170,000 was obtained to improve the public open space funding in Green Head there are 
some ongoing issues regarding the maintenance of this revitalised space despite the low care requirements.  In 
particular, there will be an ongoing requirement to manage this space to keep on costs to a minimum thus further 
increasing the need for an enhance Coastal Crew. 

BOAT RAMP PROJECT 

Under the Recreational Boating Facilities Scheme (RBFS), the Shire received key funding towards this $3M project in 
Leeman.  The new ramp is away from the reef. This project is also expected to increase tourism to the area by 5%.   

The work for this project must be totally outsourced with the CEO pulling this project together despite the use of a 
project consultant. 

It is estimated that it will take at least $50,000 a year to maintain including: 

• Cleaners will be needed re new ablution block, etc.; and 

• Additional staff and plant and equipment resources to the Coastal Crew increasing the number of FTEs for this 
crew by 1 to 1.5 FTE (s). 

Additional housing may also be required.  The current strategy for additional staff is to rent a local property. 

SYSTEMS, POLICY AND PROCESS 

ORGANISATIONAL HR SYSTEMS AND POLICIES 

At this point in time, the Shire has an administration officer who has responsibility for payroll matters.  Issues regarding 
human resources are covered by the CEO and Deputy CEO.  The HR systems that the Shire of Coorow has consists of the 
SynergySoft payroll module and a mixture of the HR/Personnel module and manual system regarding staff matters.  This 
is an issue regarding the ability to capture data and should be addressed as quickly as possible. 

Current HR policies regarding staff in general consist of: 



Shire of Coorow Integrated Workforce Plan 2013- 2017                                                                                              22 | P a g e  

Staff General 
2.1.1 Entertainment Expenses 
2.1.2 Telephone Rental and Calls 
2.1.3 Appointment and Termination of Staff 
2.1.4 Authorisation to Purchase Goods and Services 
2.1.5 Vehicle Usage 
2.1.6 Employee Removal Expenses 
2.1.7 Equal Employment Opportunity Policy Statement 
2.1.8 Occupational Health and Safety 
2.1.9 Attendance at Institute of Municipal Management State Conference 
2.1.10 Severance Pay and Redundancy Policy 
2.1.11 Gratuity Payments 
2.1.12 Acting Chief Executive Officer 
2.1.13 Accrual of Long Service Leave and Annual Leave 
2.1.14 Alcohol and Drugs in the Workplace 
2.1.15 Use of Electronic Email/Internet 
2.1.16 Sexual Harassment Policy 
2.1.17 Farewell Gifts to Staff 
2.1.18 Personal Leave during Annual Leave 
2.1.19 Hours of Operation – Administration Offices & Staff 
2.1.20 Rostered Days Off – Inside Staff 
2.1.21 Rostered Days Off – Outside Staff 
2.1.22 Public Holidays in Lieu 
2.1.23 Staff Personal Use of Council Plant 
2.1.24 Closure of Administration Offices during the Christmas/New Year Period 
2.1.25 Superannuation 
2.1.26 Shire of Coorow Staff Uniforms (Administration Staff) 
2.1.27 Shire of Coorow Staff Uniforms (Outside Staff) 

Although, the Shire has a number of key staff policies, it will need to document its attraction and retention initiatives in 
a clear document.   The Shire will also need to up-skill an admin staff member to consolidate the HR function. 

DUTY OF CARE – OSH, STAFF WELL-BEING REQUIREMENTS – STAFF SUPPORT 

OSH 

The Shire does have a safety representative and an OSH Committee with members from across the organisation.  
However, this key support mechanism is under developed and requires further enhancement.  It is recommended that 
LGIS is engaged to at least conduct an audit and explore the support provided through the LGIS Risk Coordinator 
program. 

PERFORMANCE APPRAISAL AND DEVELOPMENT 

The Shire uses the WALGA template, a paper based system, as the basis of its performance appraisal system which in 
turn is the basis of its staff development.   
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CHANGES TO ORGANISATIONAL STRUCTURE 

Proposed changes to the organisational structure include: 

Changes needed to 
what’s in place now to 
address current and 
future needs 

Implications to staff, community 
or stakeholder relationships 
 

Cost 
implications 
 

Service delivery 
implications 
 

Increase Coastal Crew 
by 1 FTE  

Will provide further support to 
Coastal Crew as its roll expands 

$45,000 Will ensure ongoing 
support for Coastal 
Cemetery, Boat Ramp and 
Green Head public open 
space 

Increase cleaning 
resources by at least 
0.25 FTE 

Will ensure that staff are capable of 
meeting community expectations 
regarding the management of this 
facility 
 

$10,000 To support the service 
changes resulting from the 
ongoing use of the new 
Boat Ramp 

Formalise 0.5 
Temporary Grants 
Officer to 0.8 
Community 
Development Officer  

• Will provide greater support to 
the CEO and reduce community 
development requirements on 
existing admin staff; 

• Will provide more direct support 
to the community  

$15,000 Key grant funding sourced, 
secured and acquitted 
within required timeframes 

Enhanced executive 
support re the Chief 
Executive Officer and in 
turn Council through the 
engagement of a full 
time Executive Assistant 

Will support CEO as:  
• A greater percentage of the 

CEO’s time will be spent on 
Integrated Planning and 
Reporting requirements and less 
on operational matters  

• Project demands increase 
• Role of current PA will need to 

be re-evaluated 
 

$50,000 Will ensure that the CEO 
will meet both statutory 
and Shire obligations 

One staff member from 
administration area to 
take up HR 
administration 
functions   

Will mean re-arrangement of staff 
duties and priorities 

Nil  Greater support to staff 
and will ensure CEO is 
complying with HR 
requirements 

A key issue for resolution by Council is whether it believes it can continue to provide a level of resourcing so that the 
CEO can maintain two administration centres.  Options at this point include: 

1. One administration centre based in Leeman.  This would save the Shire in the order of $250,000 including staff 
rationalisation, fuel savings and better use of staff time. 

2. Maintain two administration offices with support services purchased from the Shire of Carnamah re the 
Coorow office. 

3. Status Quo – maintain two administration offices. 

It is recommended that the Chief Executive Officer develops a change management plan in conjunction with Council 
input to assess the suitability of the three options during the life of the workforce plan i.e. by 30 June 2017. 
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RISK ANALYSIS 

The Risk Assessment Matrix or Heat Map (AS/NZS 31000:2009) is used to help identify the risks or priorities that need to 
be addressed to ensure that the workforce develops appropriates levels of capacity and capabilities during the next four 
years.  It should be noted that the Shire of Coorow does not have a Risk Management Plan as such, so the risk matrix 
used is based on reasoned expectations: 

 CONSEQUENCES 

LIKELIHOOD Insignificant Low Moderate High Extreme 

Almost Certain  (6 – 12 
months) 

H H E E E 

Likely (12 months) M H H E E 

Possible (50/50) L M H E E 

Unlikely (2 years) L L M H E 

Rare (5 years) L L M H H 

Risk Assessment Matrix (AS/NZS 31000:2009) 

Key to Risk Matrix 

Risk Rating Action Required 

L Low Risk Managed by Routine Procedures including policies and procedures 

M Medium Risk Planned Action Required including submission for resources in the next budget 

H High Risk 
Prioritised action required through budget adjustment (then altered at Budget 
Review or submission to Council) or inclusion in next budget 

E Extreme Risk Immediate corrective action required by CEO, Executive Group or Council 

The sources of risk applicable to workforce planning would be reputation, operations, financial etc. 

RISK ASSESSMENT 

The following risk assessment table puts the risks (weaknesses and threats) identified throughout the 
workforce plan into context and suggests key strategies to help identify the residual risk: 

Risk 
 

Likelihood Consequence Treatment 

1. Implement key 
workforce planning 
processes: 
• Workforce Planning 

Policy 
• Workforce Planning 

Possible Moderate High Risk 
The consequence of failing to include key 
workforce planning processes would be 
questioned by the Department of Local 
Government and would undermine the 
justification for future levels of resourcing. 
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Checklist; 
• Workforce Forecast 

Form; 
• Position Justification 

Form 
 

By including workforce planning processes 
(forms) in future will reduce the risk to low. 
 

2. The Shire’s Governance 
within the next two 
years will be under 
scrutiny both in its 
capacity to manage the 
IPR process and future 
reforms of local 
government 

Likely High Risk is Extreme 
Improve staff’s knowledge of integrated 
planning requirements including the issues 
around workforce planning. 
 
Implement a risk management plan as a key 
informing strategy. 
 
Training for Elected Members and Senior 
Staff regarding governance is extremely 
important regarding the Shire’s future.  
Development of a governance manual will 
enhance the training process and reduce the 
risk to medium/low 

3. The Shire lacks key HR 
processes and should 
implement data capture 
such as: 
• Exit review 

processes; 
• Changes to 

workplace 
relations; 

• Training and 
development plan 

• Dedicated staff 
resource 

 

Possible Moderate Risk is High 
Understanding staff satisfaction is important 
to the success of any organisation. 
  
The redesign of one staff position to 
encapsulate key HR admin functions 
including the organising of exit interviews and 
the training and development plan will reduce 
the risk to medium/low. 

4. The lack of succession 
planning impacts on 
the long term success 
of the Shire 

 

Unlikely High Risk is High 
The likelihood of losing a critical position 
within the next two years is high i.e. 
immediate action required to ensure a 
suitable replacement is recruited from either 
within or outside the Shire. 
 
The implementation of a succession plan as 
outlined on pages 16-17 will reduce the risk 
to medium/low 

5. The failure to review 
position descriptions 
impacts on the staff’s 
confidence 

 

Possible Moderate Risk is High 
Credibility of the Shire is at risk here including 
developing a reputation for not supporting 
and developing staff.  Completion of the 
position description review will reduce the risk 
to low. 

6. Formalise attraction 
and retention initiatives 

 

Likely Moderate Risk is High 
Staff attraction and retention is based on the 
perception of support.  Reduces to 
medium/low 

7. Failure to develop an 
interim strategy to 
review the suitability of 
maintaining two 
administration offices 

 

Unlikely Extreme Extreme Risk 
This is an issue for staff.  The staff survey 
highlighted frustration and concerns.  A 
review will be seen that positive action is 
occurring and will reduce the risk to medium/ 

8. The CEO requires 
higher level Executive 
Support as this role 
quickly change 

 

Possible Moderate Risk is High 
This is a key issue for the CEO who is 
already picking up key project responsibility 
and the emerging requirements of integrated 
planning.  Risk will reduce to medium 

9. Key services falling 
over through failure to 
seek additional staff 
resources  

Possible Moderate Risk is High 
Existing staff are a finite resource and the 
expectations of the communities are 
increasing.  Additional staff will reduce the 
risk to medium/low 

Plotting of risks from risk assessment table: 
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 CONSEQUENCES 

LIKELIHOOD Insignificant Low Moderate High Extreme 

Almost Certain      

Likely   6 2  

Possible   1,3,5,8,9   

Unlikely    4 7 

Rare      

 

After mitigation of risk (Transfer, Mitigate, Acceptance, Control) the risk profile is: 

 CONSEQUENCES 

LIKELIHOOD Insignificant Low Moderate High Extreme 

Almost Certain      

Likely      

Possible  2,3,4    

Unlikely  1,5,6,9 7,8   

Rare      

The residual risk is well within the control of management and staff in general. 

STRATEGIES TO MEET FUTURE WORKFORCE NEEDS 

Accordingly, the Shire will need to implement a range of strategies to address the risks identified. 

WORKFORCE PLAN STRATEGY SUMMARY 

ACTION PLAN 

An action plan regarding strategies to address the requirements of the Shire’s workforce plan is as follows: 
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Strategy 
# 

Description Accountability  Key Stakeholders Timeline  Performance 
Measures  

Potential 
Cost 

1 Deliver presentation to staff 
and Council on workforce 
plan 

CEO Shire of Coorow Dec 2013 Meet’s CEO’s 
expectations 

$0 

2 Implement workforce 
planning processes Policy and 
Forms (Appendices 1,2 & 3)  

Management 
Team 

Management 
Team 

April 
2014 

Meets CEO’s 
expectations 

$0 

3 Implement key HR processes 
including: 
• Data capture  
• Attraction/retention 

strategy 

Management 
Team 

Management 
Team 

June 
2014 

Meets CEO’s 
expectations 

$TBA 

4 Improve staff knowledge of 
integrated planning and 
methods of working together 
using consultant (workforce 
plan project manager) 

CEO All staff Dec 2013 Meet’s staff’s 
expectations 

$0 

5 Review, develop and 
implement position 
descriptions for all staff  

Management 
Team 

All staff Dec 2013 Meet’s staff’s 
expectations 

$0 

6 Employ the following staff: 
• Full time employee for 

Coastal Crew; 
• Formalise Grants Officer 

as 0.8 Community 
Development Officer 

• 0.25 Casual Cleaner for 
Boat Ramp 

• Full time Executive 
Assistant  

 
Manager WS 
 
Deputy CEO 
 
 
 
Manager RS 
 
CEO 

 
Management 
Team 
CEO 
 
 
 
Community 
 
CEO/Council 
 

 
Dec 2013 
 
Sep 2013 
 
 
 
July 2014 
 
Dec 2014 
 

 
Meets 
requirements 
of Corporate 
Business Plan 

 
$45,000 
 
$15,000 
 
 
 
$10,000 
 
$50,000 
 

7 Develop Risk Management 
Plan and train the staff in 
requirements 

Deputy CEO • Council 
• Management 

Team 

Dec 2014 Meets 
Council’s 
expectations 

$15,000 

8 Achieve OSH Bronze 
Accreditation 

Deputy CEO • Management 
Team 

• Staff 

June 
2013 

Meets 
Council‘s 
expectations  

$15,000 

9 Develop Governance Manual CEO 
 

• Council  
• Management 

Team 

June 
2014 

Meets 
Council’s 
expectations 

$15,000 

10 Develop and implement 
succession plan regarding 
critical positions as outlined 
on pages 16-17 of the 
workforce plan 

Management 
Team 

Management 
Team 

June 
2014 

Meet’s CEO’s 
expectations 

$0 

11 That the CEO reviews with 
Council options regarding the 
development of a suitable 
administration work 
environment  

CEO • Council 
• Management 

Team 
• Staff 
• Community 

June 
2017 

Meets 
Council’s and 
CEO’s 
expectations 

$25,000 
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IMPLICATIONS FOR THE ASSET MANAGEMENT PLAN 

Additional resources that may be required to support the workforce plan strategies include:  

Staff work station 

Some internal office space configuration may be required at a cost of at least $25,000. 

Housing 

Housing will be required for at least the new Coastal Crew FTE.  Lease costs: up to $15,000. 

Equipment and Plant 

Cleaning equipment for boat ramp cleaner.  Could be met out of existing budgets. 

Fleet 

Suitable work vehicle to accommodate expanded Coastal Crew.  Cost between $25,000 - $40,000. 

IT and Telecommunications 

Additional computing resources will be needed for: 

• Community and Development Officer:   Laptop with docking station ($2,000) 
• Executive Assistant:    Laptop with docking station ($2,000) 

SUMMARY OF FUNDING REQUIRED TO IMPLEMENT THE WORKFORCE PLAN  

 

Strategy Area  2013/
14  

Source of 
Funds 
 and % 

2014/
15  

Source of 
Funds 
 and % 

2015/
16 

Source of 
Funds and 
% 

2016/
17 

Source of 
Funds 
 and % 

Organisational  
Strategy# 

    $25,000 CLGF 100%   

CEO Office 
Strategy # 

$15,000 Rates 100% $82,000 Rates 70% 
CLGF 30% 

    

Corporate Services 
Strategy # 

$30,000 Rates 100%       

Community 
Services 
Strategy # 

$47,000 Rates 100%       

Works / Technical 
Services 
Strategy# 

$100,000 FAGS 100% $15,000 Rates 100%     

Total  $192,000  $97,000  $25,000    

Total (Additional Funds Required)  

Note: Whilst the above Table outlines estimates of direct costs for development of strategies in this workforce plan, it is 
anticipated that the implementation of these Strategies may result in short or long term additional costs to Council 
dependent on the timing of delivery in relation to market costs of professional delivery, the immediate availability of 
relevant candidates in recruitment strategies, and costs that may be incurred in succession planning or transitions to 
retirement where there may be some short term overlap of roles to enable knowledge transfer.   
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These costs and the associated information will be included in the Shire’s long term financial plan.  

IMPLEMENTATION PLAN  

 

SUSTAINABILITY IN WORKFORCE PLANNING  
 
To ensure that workforce planning is successfully adopted by staff and the organisation as a whole, the 
following is required: 
• Inclusion of responsibility for workforce planning in the position description of a key role in the 

organisation.  
• Ownership and accountability across the whole organisation 
• Embedding workforce planning in all relevant frameworks, systems, policies and processes,  
• Ongoing orientation and training 
• Demonstration of benefits at every opportunity  

COMMUNICATION AND CHANGE MANAGEMENT PLAN 

A simple but effective communication and change management plan to keep the Shire’s stakeholders informed 
regarding the impact that the workforce plan will have for the Shire is as follows: 

Specification 
 

Tactic/Action Adoption Stages 

Inform staff, council, community and 
stakeholders of changes in workforce, 
services and functions 

1. Project manager to present plan to staff and explain 
the need to go on a development and up-skilling 
journey 

2. Project manager to present plan to Council 
3. CEO to advise community/others at budget 

information meeting or annual electors meeting 
 

Awareness, 
Understanding 

Share action plan with relevant 
people 
 

4. Project manager to discuss further with senior staff Understanding 

Address change implications for 
individuals or teams 

5. Senior staff to discuss with their respective teams Understanding 

 
  

Workforce Budget 
 

2013/14 2014/15 2015/16 2016/17 

Core services budget $47,000 $72,000 $0 $0 
Additional Funds 
Required from 
Council Budget   

$45,000 $0 $0 $0 

Funds from external 
sources  $ 

$100,000 $25,000 $25,000 $0 

Total  $192,000 $97,000 $25,000 $0 
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Key process management issues are to be identified and addressed in a timely fashion using the following 
implementation processes: 

 
Process  
 

Responsibility  Timeline  

Council and Executive commitment endorsed through policy  
 

CEO Jun 2013 

Management and implementation resources assigned  
 

DCEO Sep 2013 

Workforce Planning data management systems developed and 
implemented   
 

DCEO April 2014 

Workforce planning review and reporting procedures established 
 

DCEO April 2014 

Communicated and Implemented using a change management approach 
 

CEO Dec 2013 

Orientation and training for managers and relevant key stakeholders. 
 

CEO Dec 2013 

Incorporated in all planning decision making processes, including Council 
Agenda 

DCEO Jul 2013 

Organisational and Individual performance expectations set, documented 
and monitored through the performance appraisal process. 

Management 
Team 

April 2014 

KPIS and reporting requirements communicated to all staff and contractors 
 

CEO April 2014 

Relevant aspects built included in PDs and performance appraisal at all 
levels 

DCEO April 2014 

Timelines and review requirements clearly scheduled and followed up. 
  

DCEO April 2014 

 

MONITORING AND EVALUATION OF OUTCOMES 

• Review of HR data and trends once HR data banks are established.  
• Review of staff and customer service survey results relevant to Human resources  
• Review of workforce planning processes, principles and practices are included in the annual planning 

cycle 
• Review of workforce implications being considered in Council decision making and project planning 
• Annual review of Human resource KRAs and KPIs as an organisation as individuals 
• Review of the HR risks and the effectiveness of their treatments annually  
• Inclusion of workforce planning outcomes in annual reports 
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APPENDICES 

APPENDIX ONE: WORKFORCE PLANNING CHECKLIST FOR CHANGES, SERVICE EXPANSION OR 
NEW INITIATIVES   

 

This checklist will give direction to the workforce planning process and what information needs 
to be documented and shared with other stakeholders of the integrated planning processes. This 
information will form the basis of a business case that will support the decision making, 
recruitment and budget processes. Quantification of financial and physical resources will need to 
be provided in a position justification form once there is agreement in principle to go ahead with 
the role or position 

NA Yes No  

Planning 

Does the initiative / service/ facility / strategy link to a key results area of the strategic plan?     

Have you determined the goals and objectives for the changes, service expansion or new 
initiatives, and; what roles will be required to meet them? 

   

Have key stakeholders of the integrated planning process been identified for this venture?    
Have you determined the appropriate human resources needs identified over the life of the 
initiative / service/facility /strategy? 

   

Long Term Financial Plan / Asset Management  
Have you determined ongoing financial implications of the human resource component if it 
involves a service or asset that is initially grant funded? 

   

Have you determined the level of staffing required for the next four years?    
Have you identified potential Salary or EBA levels?    
Are there any ongoing licenses, memberships, registrations, or mandated professional 
development costs?  

   

Are special tools of trade required?     
Have you identified the physical space / assets to accommodate the people / person     
Are their housing, vehicle or plant requirements?    
Are there any ongoing training or development needs for compliance or skills maintenance?     
Are there training or development needs for existing staff to meet new requirements?      
Do you have an approval or implementation timeline?    
Organisational Structure  
Has the reporting line been established?    
Are there any organisational structure issues?    
Human Resource Recruitment and Risk Management  
Are the appropriate skills / knowledge requirements identified for each required position?       
Are role purpose and duties identified for the human resources required?    
Are position descriptions available with responsibility and selection criteria included?    
Is there potential for changes that may impact on the initiative / service / facility /strategy that 
may affect the tenure of the human resource? 

   

Have you identified any other human resource risks that will require assessment or treatment?    
Have you a contingency plan for possibility of not finding suitable human resource initially    
Are there other employment or options you can consider?    
Monitoring Performance 
Are the KPIs and performance measures identified for any proposed human resource    
Are they linked to the Divisional or Organisational objectives?    
Have you planned for the performance monitoring progress?    
Have you determined review requirements once established?    

Comments 
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APPENDIX TWO WORKFORCE FORECAST 

This form provides for indicative positions rather than named roles / positions and is used in long term planning and 
forecasting.  Business cases should be compiled for each relevant new position as relevant to the normal budgetary 
or financial management processes.  

Service / Function 
Area 

 

Positions  *Year 1 Year 2*** Year 3*** Year 4*** 

 

Manager 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

 

Coordinator (s) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Officers 

 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Administrative 

Assistants 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Casual/ Part-time. Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Other Staff or 
contractors  

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

 

TOTAL * 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Actual No. of 

Employees ** 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

Existing (-) 

New  (-) 

 
* Indicates the total equivalent number of full time positions required to deliver the current  
and future services. 
 
** Indicates the actual number of full time, part-time and casual employees, to cover the 
proposed tasks or functions.  
 
*** Years 2 –4 are forecast estimates only for the long term financial plan 
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APPENDIX THREE POSITION JUSTIFICATION FORM  
 
Organisational Department  _________________________________________________ 
 
Position Title  __________________________  Position Job Family   _________ 
 
Location of position     _____________________________________________________ 
  
Is this replacing an existing position?     Yes    No  
 
New Position 
Is this position included in the current budget?   Yes    No  
If no, please indicate how it will be funded:  
 

___________________________________________________________________ 
 
Has a position description with KPIs been developed?  Yes    No  
Has the role been reviewed for relevance and need?  Yes    No  
Have all employment type or outsourcing options been explored? Yes    No  

 
Existing Position Replacement 

Has the position description been reviewed for relevance   Yes    No  
and appropriateness to workforce planning needs?    
 
Has the position description been changed and updated?   Yes    No  
Attach both PDs to this form.  
 
Name of previous incumbent in this role  _______________________________________________ 
 
Reason for resignation 
______________________________________________________________ 
 
Employment Type: Full Time  Part Time  Casual  Fixed Term Contract  Contractor Other 
 
If other please give details 
___________________________________________________________ 
 
Agreement or Award Level  
__________________________________________________________ 
 
Salary Range $ ______________________ to $ _____________________ per annum  
 
Hourly Rate  $ ______________________ to $ _____________________ 
 
Shire Housing required?  Yes   No        Budgeted for?   Yes  No   
  
Equipment  
Vehicle:  Yes   No If yes ,  Budgeted for: Currently available  Yes  No  

Make   Model   Registration    Location  Keys location  

Usage: Shire business / commuter only  Limited personal Use  Full Use   

Mobile Phone  
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Type of phone -  Smartphone   Regular phone  Tough phone Other   

Usage –   Work only   Limited personal use Full use  

Computer:   

Type:   Desktop  Laptop   Tablet  Other  

Budgeted?  Yes  No       Available ?    Needing upgrade ?   Additional software?    

Are office or facility keys required?  Yes and available   Yes needed     No  

Uniforms required     PPE required   

Other equipment required:  

 

 

 

Where is the position to be advertised:  Internally  Local Newspaper and notice boards   West Australian  
Online Interstate  Overseas  Other ____________________________ 

Selection criteria available   Yes  No  Closing date __ / __/ ____  

General Comments:  

 

 

 

 

 

 

Position recommended: Yes   No   Date __ / __/ ____ 

 

_______________________________   ________________________  

Department Manager Name      Signed  

 

Approved by       Date __ / __/ ____ 

 

_______________________________   ___________________  

Chief Executive Officer Name     Signed  

 

 

 



Shire of Coorow Integrated Workforce Plan 2013- 2017                                                                                              36 | P a g e  
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Prepared for the Shire of Coorow by LG People May 2013 
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