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Audit, Finance & Risk Committee
12 December 2024
Report for Agenda Item | Ripoata moto e Raraki take [1]
Department: Assurance, Finance & Risk
Title | Taitara: Risk and Compliance Update December 2024

Purpose of the Report | Te Take mo te Plroko

The purpose of this report is to provide a governance update regarding the status of the Queenstown
Lakes District Council (QLDC) risk and compliance context, an update on the development of QLDC'’s
insurance strategy, and the overall programme of works being undertaken within the Risk and
Compliance Team.

Executive Summary | Whakarapopototaka Matua

During the reporting period, the Risk and Compliance Team commenced second quarter (Q2) risk
review meetings with Tier 3 Managers to identify emerging risks, review existing risks, and document
treatment plans. At these meetings external compliance obligations (legislative requirements) were
also discussed with Managers. The Risk and Compliance Team will continue to meet regularly
(approximately every 3 monthly) with Tier 3 Managers and Organisation Units to update risks and
develop treatment plans based on priority.

At the time of writing, the TechOne Risk Register has 34 Tier 1 Risks, 396 Tier 2 Risks, 109 treatment
plans, associated with 93 risks, with 65 identified controls, of which 44 controls have been fully
implemented. Attachment A provides a summary of Tier 1 risks recorded in the TechOne Risk
Register.

This report provides an overview of significant changes to the Council risk context. During this
reporting period the Freedom Camping Bylaw 2021 was quashed by the High Court, risks were
identified regarding a tender for Parks Maintenance Services, Waka Kotahi determined that it was
retiring the Management Code of Practice for Temporary Traffic Management and QLDC was the
target of a Malicious Cyber Activity affecting VPN (Virtual Private Networking).

The Risk and Compliance Team has taken ownership of the Protected Disclosures (Protection of
Whistleblowers) Policy (the Policy) from People & Capability. The Policy has been reviewed and
updated to ensure it is fit for purpose and to reflect the Protected Disclosures (Protection of
Whistleblowers) Act 2022, which has come into force since the previous version of the Policy was
adopted. Additional reporting guidance and associated tools have also been developed. Attachment
B is the proposed updated Protected Disclosures (Protection of Whistleblowers) Policy, which
replaces the existing Policy. It is recommended that the Audit, Finance & Risk Committee (AFRC)
recommend that Council adopts the proposed Policy and revoke the existing Policy.
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In October, an updated version of QLDC’s Compliance Register for mandatory external (Legal)
obligations was received from legal firm Wynn Williams. The Compliance Register contains
approximately 1,000 obligations from legislation, bylaws, and policies. Since the Obligations Register
was last reviewed changes have been made to 27 statutes within the register, and 9 statues have
been added. The register was circulated to Tier 3 Managers for information and review. Control
planning will be undertaken as part of regular risk management practices, and the Risk and
Compliance Team will discuss compliance with organisational units at quarterly risk management
meetings. The review of the Obligations Register has been undertaken in conjunction with a review
of the Delegations Register. Updates to the Delegations Register are managed by the Stakeholder &
Democracy Services Team, and considered by Council where appropriate.

In December 2023, the Risk and Compliance Manager reported to AFRC his findings and associated
recommendations regarding the financial risks associated with the Queenstown Airport Corporations
(QAC) draft Masterplan. The AFRC noted the report and recommended to Council the associated risk
mitigation measures outlined in the report. The recommendations included QLDC's approval of
QAC's capital reporting framework. As per the Council’s 2024 Statement of Expectations (approved
14 December 2023) and the corresponding QAC’s Statement of Intent (year ending 30 June 2025), in
December 2024, QAC provided QLDC an overview of the proposed Master Plan 2023 capital delivery
programme project gateways and exception reporting framework to the Risk and Compliance
Manager for review.

Overall, the Risk and Compliance Manager considers QAC’s proposed Capital Reporting Framework
to be good practice, and although clarification will be sought on a small number of minor matters,
that does not materially impact upon whether the approach is considered appropriate. The Risk and
Compliance Manager therefore recommends QAC’s Capital Reporting Framework to the AFRC, as a
means of providing assurance to QLDC regarding the management of financial risk associated with
the QAC’s Masterplan.

Recommendation | Ka Tatohuka

That the Audit, Finance & Risk Committee:
1. Note the contents of this report;

2. Recommend to Council that it adopts the proposed Protected Disclosures (Protection of
Whistleblowers) Policy and Revoke the existing Policy (March 2017):

3. Recommend to Council that it approves Queenstown Airport Corporation’s proposed
framework for Capital reporting
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Prepared by: Reviewed and Authorised by:
" P / [
P /
Name: Gareth Noble Name: Katherine Harbrow
Title: Risk & Compliance Manager Title: GM Assurance, Finance & Risk
14 November 2024 14 November 2024

Context | Horopaki

1. This report seeks to support the governance role of the Audit, Finance & Risk Committee (AFRC)
by providing updates on the following topics:

A. QLDC Risk Management Framework and Work Programme

B. Significant Changes to Council Risk Context/update on treatment planning
C. Compliance Obligation Register

E. Protected Disclosures (Protection of Whistleblowers) Policy

F. Queenstown Airport Corporation Capital Reporting Framework

Analysis and Advice | Tataritaka me ka Tohutohu

2. The purpose of this report is to provide a governance update regarding the status of the
Queenstown Lakes District Council (QLDC) risk and Compliance context, an update on the
development of QLDC’s insurance strategy, and the overall programme of works being
undertaken within the Risk and Compliance Team. The intent of this report is to provide advice
and obtain feedback and guidance from AFRC, in accordance with the objectives of the
Committee, including assisting the Committee to discharge its responsibilities for:

e the robustness of the internal control framework and financial management practices;

e the integrity and appropriateness of internal reporting and accountability arrangements;

e the robustness of risk management systems, processes and practices;

e compliance with applicable laws, regulations;

e standards and best practice guidelines; and

e the establishment and maintenance of controls to safeguard the Council’s financial and non-
financial assets.

3. This report also outlines changes that are proposed to be incorporated into a much-revised
Protected Disclosures (Protection of Whistleblowers) Policy, which incorporates the
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requirements of the Protected Disclosures (Protection of Whistleblowers) Act 2022, which
replaced the Protected Disclosures Act 2000. The existing Protected Disclosures (Protection of
Whistleblowers) Policy was adopted in 2017.

A. QLDC Risk Management Framework and Work Programme

Since the last report, the Risk and Compliance Team has commenced second quarter (Q2) risk
review meetings with Tier 3 Managers to identify emerging risks, review existing risks, and
document treatment plans. At these meetings external compliance obligations (legislative
requirements) were also discussed with managers. The Risk and Compliance Team will continue
to meet regularly (approximately every 3 monthly) with Tier 3 Managers and Organisation Units
to update risks and develop treatment plans based on priority. Given the number of meetings
held (28 per quarter) these meetings are effectively continuous throughout the year.

5. At the time of writing, the TechOne Risk Register has 34 Tier 1 Risks, 396 Tier 2 Risks, 109
treatment plans, associated with 93 risks, with 65 identified controls, of which 44 controls have
been fully implemented. As summarised in Attachment A, of 34 Tier 1 Risks, two have a residual
risk rating that is ‘very high’; RISK10013 ‘unexpected change in cost or funding’ and RISK10021
‘Ineffective operations, maintenance or renewal of property or infrastructure assets leading to
failure(s)’.

6. Both RISK10013 and RISK10021 have treatment plans in place, with current and future controls
to mitigate the level of risk exposure. The relevant controls that have been implemented for
RISK10013 and RISK10021 were outlined in the September 2024 Risk & Compliance update to
AFRC.

7. Further upgrades to the Risk Register are due to be implemented later this year, although are
currently on-hold due to other technology priorities. These upgrades will provide for better
workflow, enabling risk owners and responsible officers to better manage their own risks and
associated documentation of treatment planning. Currently, many treatment plans are
summarised in the TechOne Risk Register (often with documents attached), with more detailed
information being held elsewhere (e.g. Sentient PPM, QLDC’s ‘Portfolio Program Management’
system).

8. The Risk Management Policy is currently under review and the Risk and Compliance Manager will
seek guidance from the Risk Strategy Group and Executive Leadership Team on the following,
before seeking recommendations from AFRC on updates to the Risk Management Policy to:

e Reflect risk hierarchy and the interrelationships between risks

e Incorporate a ‘three lines of defence model/three lines model’ into the Risk Management
Framework

e Provide a renewed understanding of risk appetite and its definition and representation
(activity currently underway)
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9. Following the consideration of the above by AFRC, it is intended that a Council workshop will be
held for elected members to provide feedback on a proposed draft Risk Management Policy, prior
to it being considered for adoption by Council.

10. The Risk and Compliance Manager will seek guidance from the Risk Strategy Group and Executive
Leadership Team on the following, before seeking recommendations from AFRC:

e the development and implementation of an appropriate Compliance Framework and
associated Compliance Policy. Within the broader risk management framework, a compliance
framework would establish the elements of a compliance management programme defining
responsibilities for external mandatory (legal) obligations, external voluntary obligations that
QLDC has chosen to comply with, and internally imposed obligations including, but not limited
to QLDC policies.

B. Significant Changes to Council Risk Context/update on treatment planning

NEW RISK Lack of, or ineffective bylaw to regulate local matters (description under review) -
Freedom Camping Bylaw 2021 quashed by the High Court, limiting enforcement options for the
management of freedom camping on QLDC owned and managed land until a new bylaw is
adopted.

11. The QLDC decision to adopt the Freedom Camping Bylaw 2021 (2021 Bylaw) has been quashed
by the High Court, following a judicial review challenge by the New Zealand Motor Caravan
Association (NZMCA). The 2021 Bylaw is quashed as of 20 September 2024, and QLDC stopped
enforcement of the bylaw from this date onward.

12. Freedom camping and its impact locally has historically been a topic of high interest to the
Queenstown Lakes community, particularly since the introduction of the Freedom Camping Act
2011 (FCA). The FCA is permissive of freedom camping in a self-contained motor vehicle or in a
tent by default, that is freedom camping in is permitted in any local authority area, unless it is
restricted or prohibited by legislation, including regulations and other secondary legislation, or a
bylaw.

13. The 2021 FC Bylaw was QLDC’s most recent bylaw adopted to manage freedom camping in the
district. The 2021 FC Bylaw was developed to mitigate the potential risks of freedom camping,
with the objectives of supporting community wellbeing and safety, protecting the environment
and community areas so that everyone can enjoy them.

14. Work on a new freedom camping bylaw has started; indicative timing for completion of the new
bylaw is late 2025.

15. A cross-organisational working group has been established to support development of a new
freedom camping bylaw, to deliver a communication and education campaign about responsible
camping, and to consider other enforcement options available to manage freedom camping on
QLDC owned or managed land until a new bylaw is in place. The 2024-2025 Responsible Camping
Programme includes recruitment of a team of Summer Ambassadors (working district-wide from
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late November through to April) tasked with engaging with visitors, collecting data and reporting
issues, heading to popular freedom camping spots to share information on how to camp
responsibly, local expectations and promoting local campgrounds.

RISK10013 ‘Unexpected Change in Cost or Funding’ — Parks Maintenance Contracts

16. Existing Parks Maintenance Contracts (3) expire on 30 June 2025. QLDC is required to undertake
a full open market procurement process for the next Maintenance Contracts in accordance with
the Procurement Policy.

17. Existing Maintenance Contracts were awarded in FY2017/18. Initial minimum terms of 5 years
were entered into with a 3-year extension available if the contractors performed according to
their own specific performance model. All three extensions were awarded in FY2021/22.

18. The existing contracts include terms and conditions that limit cost escalations annually (inflation)
at an average of 3.5% with a low of 0% and circa 5% at its highest.

19. After 8 years, a re-engagement of the commercial market means that Council is exposed to parks
maintenance contract tenders responding with prices in excess of allocated budget to deliver
QLDC’s business requirements.

20. Resolving this anticipated deficit will require effective procurement planning, and should this be
insufficient to mitigate the risk to an acceptable level, consideration might need to be given to
the following:

e Additional budget

e Reviewing QLDC’s business requirements

e Increasing revenue

e A combination of the above including seeking new efficiencies in how QLDC delivers its
business requirements.

21. A report will be presented to the Council in December 2024 to seek approval for the associated
procurement plan. Pending Council’s endorsement, the following timeframe for the tender is
planned:

e Tender Documents will be live on GETS in January 2025.
e Tender Evaluations in March.

e Contract award in April.

e Contract start July 2025.

22. A further evaluation of tendered prices once received against confirmed budget is recommended

in March to consider what mitigation measures (if any) are required, as outlined in Paragraph 20
above.
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RISK10048 Health, safety or wellbeing incident affecting member of the public — Waka Kotahi
Retiring the Management Code of Practice for Temporary Traffic Management, COPTTM

23. From 1 November 2024 the New Zealand Transport Agency — Waka Kotahi (NZTA), is retiring the
Traffic Management Code of Practice for Temporary Traffic Management, COPTTM (The Code)
across all its state highway network, and adopting a new guide, named the New Zealand Guide
to Temporary Traffic Management, NZGTTM (The Guide).

24. The Code is currently used by all Territorial Authorities in New Zealand to meet their regulatory
obligations, including the Health and Safety at Work Act 2015. The Code is currently the best
practice reference for the safe and efficient management and operation of temporary traffic
management (TTM) on all roads in New Zealand.

25. The Guide, however, outlines how to use a risk-based approach to plan and mitigate the risks to
road workers and road users to keep them safe. The major difference being that The Guide no
longer gives explicit requirements for TTM. Rather, it places the accountability to identify and
manage risks on the Person Conducting a Business or Undertaking (PCBU), which aligns TTM
practice with the Health and Safety at Work Act 2015. Specifically, the Guide approach requires
PCBU’s to develop site specific risk assessments and Traffic Management Plans (TMP). These
documents are required to be peer reviewed before applying to the Territorial Authority.

26. Along with the retirement of The Code, NZTA has also announced it will cease administration and
registration of most TTM warrants. Under The Code, workers must have the appropriate warrants
to be able to work in TTM roles. The change means that NZTA no longer provides Council with
this level of reassurance for worker competency.

27. Finally, what is not changing, is Council’s jurisdiction over our road corridor through the Road
Corridor Manager (RCM) under the provisions of the Local Government Act 1974 & 2002, Utilities
Access Act 2010, Health and Safety at Work Act 2015, and QLDC’s Traffic and Parking Bylaw. As
such QLDC continues to have sole discretion over who it permits to work within its road corridor
via a Corridor Access Request (CAR) permit.

28. The move by NZTA to discontinue warranting TTM roles, leaves the decision to determine which
workers are competent and capable to work on the road up to each PCBU. While there are already
NZQA level qualifications for most TTM roles, this is not the only way a PCBU can assure
themselves that their people are competent. As a result, there is risk that during this transition
away from warranting, that a PCBU fails to meet its obligations, and a worker with insufficient
competency is working on QLDC's road corridor or designs an unsafe TMP.

29. The move to discontinue The Code, is likely to result in a PCBU submitting a TMP to Council, that
while possibly appropriate, would have not previously been in accordance with the explicit
diagrams from The Code. As a result, Council needs to consider its own tolerance to risk in
allowing TMPs that differ from the existing industry norms. (Please note The Code did allow for
exceptions from diagrams through a process known as an engineering exception decision).
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30. QLDC has communicated what it is doing in response to the local TTM industry, by way of a
bulletin and flowchart. It is QLDC’s expectation that TMPs will still be in accordance with The
Code, and if a deviation is proposed, a full explanation is provided to the Road Corridor Manager.
QLDC will also continue to use the auditing tools from The Code for monitoring the performance
of all worksites and the implementation of TMPs, including those operating under a NZGTTM
based TMP. Given the pending changes and retirement of the NZTA warrant card system for TTM
qualifications, QLDC will recognise the current expiry date of the warrant cards held by traffic
management staff as proof of competency and training until they expire.

31. Looking ahead, it will be up to each PCBU to determine who is sufficiently trained and capable to
work in a particular environment of road. Unit standard training and assessment may contribute
to this determination under the Health and Safety at Work Act 2015 (HSWA) have been met. To
meet RCM obligations QLDC may request evidence of staff competency at any time during TMP
development through to implementation.

RISK- 10025 Loss of integrity or theft of personal, commercially sensitive, confidential data (cyber
security breach) - Malicious Cyber Activity affecting VPN (Virtual Private Networking)

32. On Thursday 7 November 2024, QLDC'’s Information and Communications Technology (ICT) Team
discovery that a malicious actor was attempting to gain access to QLDC accounts using the VPN
protocol on the External Firewall.

33. A small number of QLDC’s accounts were found to be locking out regularly and consistently
causing the affected staff members to be unable to work. A subsequent Investigation by ICT staff
found irregular logs on the firewall from a Latvian IP (Internet Protocol) address attempting to
gain access to QLDC user accounts by working through common logon name combinations
(simon@qldc.govt.nz or simonj@qldc.govt.nz for example) to try and get access to our internal
systems using VPN.

34. An immediate short-term workaround was applied to prevent the Threat Actor's ability to gain
access by changing the FQDN (Fully Qualified Domain Name) of the visible published VPN to
something more complex and secondly to enable MFA (Multi-Factor Authentication) for all VPN
connections. At the time of writing further investigations were ongoing and medium to long term
responses were still be determined.
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C. Compliance Obligation Register

35.QLDC engaged Wynn Williams (Legal panel member) to develop a compliance register of
mandatory external (Legal) obligations. The register contains obligations that apply to QLDC
because of its ‘ordinary operations’ as well as ‘situational obligations’ that are contingent on
certain circumstances, where those circumstances occur relatively frequently. In October a
review of the Delegations Register was undertaken to update the register to reflect changes in
statutes and bylaws. The review resulted in changes in obligations associated with 27 statutes
within the register, and 9 statues being added.

36. The updated register contains a total of 1,171 obligations within approximately 100 statutes and
bylaws. The updated obligations register has been circulated to all Tier 3 Managers, and the Risk
& Compliance Manager is discussing obligations and associated compliance controls with Tier 3
Managers during regular (approximately quarterly) risk meetings. Updates to the obligations
register will be made every six months (next review due April 2025), to reflect new legislation or
amendments to statutes.

37. The review of the Obligations Register has been undertaken in conjunction with a review of the
Delegations Register. Updates to the Delegations Register are managed by the Stakeholder &
Democracy Services Team, and approved by Council where appropriate.

38. A Compliance Management Framework and associated Compliance Management Policy are
intended to be implemented, once system requirements have been determined (building on the
upgrades to the Risk Register and associated dashboard). While originally it was intended that
the new Compliance Management System would be in place in 2024, due to other priorities, it is
anticipated this will be delayed until 2025.

D. Protected Disclosures (Protection of Whistleblowers) Policy

39.1In 2022, the Protected Disclosures (Protection of Whistleblowers) Act 2022 came into force
replacing the Protected Disclosures Act. The 2022 Act extended the definition of serious
wrongdoing, provided for direct reporting to appropriate authorities (without needing to raise
matters first with employers) and strengthened protections for disclosers. In response to the
new legislation, an updated version of QLDC’s Protected Disclosures (Protection of
Whistleblowers) Policy is proposed, which ensures QLDC is meeting its legal obligations under the
Act (including having a policy consistent with the Act).

40. It is further proposed that the ownership of the Act is transferred from People & Capability to
Risk & Compliance, given the broader definition of serious wrongdoing and its association with
the Fraud Policy (also owned by the Risk & Compliance Team). People & Capability (as well as
other teams) will continue to be involved in managing disclosures as provided for in the Policy.

41. Given the broader scope and obligations of the 2022 Act, guidance materials and a disclosure
template have been developed to support compliance with the obligations of the Act.
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42.The proposed Protected Disclosures (Protection of Whistleblowers) Policy is attached as
Attachment B.

E. Queenstown Airport Corporation Capital Reporting Framework

43. At the 16 November 2023 full Council meeting, Council endorsed the Queenstown Airport
Corporation 2023 Draft Masterplan and directed staff to prepare a report to the AFRC meeting
on Tuesday 12 December on the financial risk associated with the QAC’s Masterplan, and any
recommendations to Council around managing that risk.

44. At the 12 December 2023 AFRC meeting, the Risk and Compliance Manager reported his findings
and associated recommendations to the AFRC regarding the financial risks associated with the
Queenstown Airport Corporations (QAC) draft Masterplan. The AFRC noted the report and
recommended to Council the associated risk mitigation measures outlined in the report. The
recommendations sought to provide further assurance to QLDC regarding QAC’s capital
programme. To that end, it was recommended that future Statement of Expectation’s outline
QLDC’s expectations in relation to QAC’s programme, including

e A capital reporting framework to be approved by QLDC, including but not limited to
programme/project delivery framework, status of investment projects against budget
forecasts (%forecast v %complete) and programme (schedule), contingency, issues and risk,
scope changes, assurance findings (including high-level reporting for bi-annual QAC Board,
Full Council and Wanaka- Upper Clutha Community Board Meetings)

e Project milestone reporting and exception reporting (including dividends), to be considered
by AFRC, noting that the major shareholder will expect to be informed of such matters,

e Expectations regarding dividends

e Details on borrowing arrangements

e Shadow credit rating reporting

e Details of programme assurance framework (incorporating three lines model)

45. As per the Council’s 2024 Statement of Expectations (approved 14 December 2023) and the
corresponding Queenstown Airport Corporation’s (QAC) Statement of Intent (year ending 30 June
2025), in December 2024, QAC provided QLDC with an overview of QAC’s proposed capital
reporting framework, as well as its associated Governance Framework and Roles and
Responsibilities. A summary of the framework (provided by QAC) is included at Attachment C.

46. The proposed framework follows good practice and is broadly consistent with QLDC’s Project
Management Method. Like QLDC’s Project Management Method, QAC’s framework evidences
the PRINCE2® principles!. Specifically in relation to financial risks to QLDC, the proposed
framework will provide assurance by addressing the following PRINCE2® principles: defining roles
and responsibilities (both for Governance and Management), managing projects by stages and by

L PRINCE2® (Projects IN Controlled Environments) is a project management method widely recognised and used around
the world and the basis of QLDC’s Project Management Method.
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exception (based on defined tolerances) and ensuring continued business justification, by
reconfirming the business case, at least at each stage (sometimes referred to as stage gate
reviews or end stage assessments).

47. QAC has proposed a reporting framework that provides a development pathway (timing and
value) for its capital portfolio. Material developments will be categorised into Airfield, Landside,
Terminal, Sustaining, and non-aeronautical and reporting will include the following:

e Key phases / Milestones (as per QAC’s Investment Decision Making Framework?)
e Key Programme / Project Status

e Risks and issues

e Confirmation of balance sheet / funding capacity

e Impact on dividends

48. QAC proposes that a confidential capital investment update will be prepared for the QLDC’s AFRC
at 6-monthly intervals, distributed in March and September of each year. This timing aligns with
the draft Statement of Intent (March). The first update is expected to be delivered to AFRC in
March 2025.

49. QAC has outlined tolerances for exception reporting, which will support traffic light status
reporting. Whilst the Risk and Compliance Manager is seeking further clarification regarding how
exceptions reporting will be provided between 6-monthly reporting to the AFRC, the approach
broadly follows good practice.

50. Overall, the Risk and Compliance Manager considers the proposed Capital Reporting Framework
to be good practice, and the minor areas of clarification that will be sought, do not materially
impact upon whether the approach is considered appropriate. The Risk and Compliance Manager
therefore recommends QAC’s Capital Reporting Framework to the AFRC, as a means of providing
assurance to QLDC regarding the management of financial risk associated with the QAC’s
Masterplan.

51. As outlined in Attachment C, QAC has proposed the following next steps:
e Jan-Mar 25 Approved ZQN Development Plan (incl. development pathway)

Capital update to QLDC Audit and Finance Risk Committee

Commence Aeronautical Pricing Consultation (revised pricing will take effect from Jul 25)
e Apr-Jun 25 Refresh ZQN Funding Strategy

Develop Procurement Strategy

Finalise aeronautical pricing (from Jul 25)

2 Refer to Attachment C (Appendix 1)
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52. Options have not been presented in this report with associated benefits and disbenefits for the
following reasons:

e Topics A, B, and C are included in the report for noting purposes only.

e Topic D concerns the introduction of a policy updated to reflect legislative requirements.
There is no reasonable alternative to recommending the Policy, except for the AFRC to direct
Officers to make changes to the proposed Policy. Without understanding what changes the
AFRC might propose, it is not possible to assess the benefits and disbenefits of proposed
changes.

e Topic E pertains to the QAC’s proposed framework for Capital reporting, which the AFRC has
previously recommended be considered and once satisfied, approved by Council. The AFRC
has the option to recommend the proposed framework to the Council for approval,
recommend that the Council do not approve the framework, or suggest an alternative
framework. Without knowing the changes that the AFRC might propose, the benefits and
disbenefits of those changes cannot be assessed.

Consultation Process | Hatepe Matapaki

Significance and Engagement | Te Whakamahi | ka Whakaaro Hiraka

53. This matter is of low significance, as determined by reference to the Council’s Significance and
Engagement Policy 2024 because it will not:

e significantly impact on the environment, culture, and people of the district
e significantly affect individuals, organisations, groups, and sectors in the community
e be inconsistent with existing policy and strategy

e significantly impact the objectives set out in the Financial Strategy, Long Term Plan and
Annual Plan.

Maori Consultation | Iwi Runaka
54. This matter is of low significance and consultation is neither required nor necessary.

Risk and Mitigations | K& Raru Tdpono me ka Whakamaurutaka

55. This matter relates to the management of all Strategic and Operational risks that are documented
within the QLDC Risk Register. The QLDC Risk Management Framework and risk management
maturity work programme helps to support the development of a more engaged and capable
resilience culture across the Council, leading to more effective risk identification, evaluation, and
mitigation outcomes.
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Financial Implications | Ka Riteka a-Pltea

56. There are no financial implications associated with this matter.

Council Effects and Views | Ka Whakaaweawe me ka Tirohaka a te Kaunihera

57. The following Council policies, strategies and bylaws were considered:
e Qur Vision and Mission - QLDC — considered during risk identification, analysis, evaluation
and treatment planning.
e QLDC Risk Management Policy
e (Climate and Biodiversity Action Plan
e QLDC Long Term Plan
e QLDC Spatial Plan
e 30 Year Infrastructure Strategy

58. The recommended option is consistent with the principles set out in the Risk Management Policy.

59. This matter supports the Long Term/Annual Plans through ensuring that effective mitigations are
in place that support risks that could impact plan objectives.

Local Government Act 2002 Purpose Provisions | Te Whakatureture 2002 o te Kawanataka a-Kiaka

60. Section 10 of the Local Government Act 2002 states the purpose of local government is (a) to
enable democratic local decision-making and action by, and on behalf of, communities; and (b)
to promote the social, economic, environmental, and cultural well-being of communities in the
present and for the future, by providing a Risk Management Framework that supports QLDC in
achieving its strategic and operational objectives. As such, the recommendation in this report is
appropriate and within the ambit of Section 10 of the Act.

61. The recommended option:
e Can be implemented through current funding under the Long-Term Plan and Long Term Plan;
e s consistent with the Council's plans and policies;
e Would not significantly alter the intended level of service provision for any significant activity
undertaken by or on behalf of the Council or transfer the ownership or control of a strategic
asset to or from the Council.

Attachments | Ka Tapirihaka

A Tier 1 Risk Summary
B Proposed Protected Disclosures (Protection of Whistleblowers) Policy
C QAC Capital Reporting Framework
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Attachment A

1 TIER 1 RISKS SUMMARY

Tier 1 risks were endorsed by the Audit, Finance and Risk Committee on 6 July 2024. Changes to Tier 1 risks were reported and noted by the committee on 7 March 2024.

Note: The location of the risks within each cell is random (system generated) and positioned to enable each individual risk to be identified.

Strategic

Minor Moderate Major Significant Extreme
1 2 3 4 5
HISHIWIM-

Very Likely 5

Likely 4
Moderate 3

@ RISK10014
Unlike 2 RISK10002

y L ] RISK10044
L

& RISK10059

Rare 1
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Unlikely

Rare

Operational
Minor Moderate Major Significant Extreme
1 2 3 4 5

RISK10023
RISK10020 @
RISK10047

Y L ]

RISK10027 @ LI
RISK10032g R|SK1 Hmsxﬁuﬁﬂ
RIg§10034 =
@RIsk10035 RIS ®
RISK10019 ERAEY
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Strategic Risks

Row Labels -' Risk Title

= RISK10001 = Insufficient, inadequate or failure of digital and technology systems

='RISK10002 = Erosion of social cohesion

= RISK10:003 =/ Economic impacts and prosperity

= RISK10004 = Community Partnerships do not achieve objectives

= RISK10005 = Ineffective planning for community services or facilities

= RISK10006 = Ineffective planning for property and infrastructure

= RISK10007 = Ineffective planning associated with natural hazards

= RISK10009 =I Strategy for growth fails to meet objectives

= RISK10011 = Insufficient supply chain resource capacity and/or capability to support Council achieve strategic and operational objectives
—'RISK10012 =l Ineffective mitigation response to the declared climate and ecological emergency
= RISK10013 = Unexpected change in cost or funding

— RISK10014 = Ineffective Financial Strategy

= RISK10015 =l Ineffective Governance

= RISK10017 =l Ineffective Council response to, or recovery from a civil defence emergency event
—RISK10044 = Failure to work effectively with Mana Whenua

= RISK10056 = Ineffective provision for the future planning and development needs of the district
= RISK10059 =/ Ineffective planning and action to support climate change adaption

Operational Risks

Row Labels - Risk Title

= RISK10019 = Central Government reforms impact on Council achieving its objectives

= RISK10020 =/ Ineffective communication

= RISK10021 =l Ineffective operations, maintenance or renewal of property or infrastructure assets leading to failure(s).
- RISK10022 =/ Ineffective operations and maintenance of community services or facilities

= RISK10023 = Disruption event to facility or service

= RISK10026 =l Ineffective enforcement

= RISK10027 - Inadequate construction management causing failure of infrastructure service or property damage

= RISK10028 = Ineffective procurement

= RISK10029 -l Ineffective compliance management practices

= RISK10030 =l Audit of annual report or long-term plan identifies non-compliance/corrective actions

= RISK10031 -/ Ineffective complaints handling

= RISK10032 =/ Health, safety or wellbeing incident affecting employee

= RISK10034 =/ Inadequate resource management or building consent systems, processes andior people capability results in poor development outcomes and liability
= RISK10035 -/ Ineffective business processes

= RISK10047 -l Inadequate workforce capacity andior capability to meet organisational needs

= RISK10048 =I Health, safety or wellbeing incident affecting member of the public

= RISK10060 = Insufficient, inadequate or failure of information governance
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Protected Disclosures (Protection of Whistleblowers) Policy COUNCIL

Team/Directorate Risk and Compliance

Approved/Adopted by | Council

Effective date 12 December 2024

Next review 12 December 2027

1. PURPOSE

The purpose of the Protected Disclosures (Protection of Whistleblowers) Policy (this policy) is to:

e define serious wrongdoing,

e provide procedures for disclosing alleged serious wrongdoing in compliance with the Protected
Disclosures (Protection of Whistleblowers) Act 2022, which requires public sector organisations to have
an internal procedure in which employees can disclose alleged serious wrongdoing,

e provide clarity about how to disclose an alleged serious wrongdoing,

e outline how people who report alleged serious wrongdoing will be protected,

e set out responsibilities for investigating alleged serious wrongdoing.

2. OVERVIEW

Queenstown Lakes District Council (the Council) is committed to fostering an environment where the rights and
interests of whistleblowers are protected. This policy outlines the Council’s position on protected disclosures,
also known as whistleblowing, and provides information on how to make a disclosure, how disclosures will be
managed and investigated, and the protections available to whistleblowers.

This policy supports the Council’s commitment to integrity, ethical behavior, and accountability. It encourages
the reporting of alleged serious wrongdoing, provides avenues for such reporting, and aims to ensure that those
who disclose alleged wrongdoing are treated fairly and do not suffer detriment.
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3. DEFINITIONS

Term Definition

Act In this policy, ‘Act’ refers to the Protected Disclosures (Protection of Whistleblowers) Act 2022.
Discloser Any person to whom this Policy applies (as provided in Section 4).

Fraud Fraud is defined in accordance with the Fraud Policy.

Protected A disclosure of information is a protected disclosure if the discloser:

disclosure e Dbelieves on reasonable grounds that there is, or has been, serious wrongdoing in or by the
discloser’s organisation; and

e discloses information about that in accordance with the Act; and

e does not disclose it in bad faith.

Serious Serious wrongdoing includes any act, omission, or course of conduct in (or by) the Council that is

wrongdoing | one or more of the following:

e an offence

e aserious risk to public health, or public safety, or the health or safety of any individual, or the
environment

e aseriousrisk to the maintenance of law, including the prevention, investigation, and detection
of offences

e fraud

e oppressive, unlawfully discriminatory, grossly negligent, or gross mismanagement.

Serious wrongdoing is not:

e Something that is not unlawful or offensive but which you may not approve of.

e Something which may constitute a dispute or personal grievance in your employment, but
does not reach the threshold of serious wrongdoing.

Not sure?

If you are not sure whether a matter may constitute serious wrongdoing, you may still make a
disclosure under this Policy. The person responsible for reviewing your disclosure can determine
whether or not the alleged conduct constitutes serious wrongdoing.

Council Means the Queenstown Lake District Council (QLDC)
Doc ID Page 2 of 9 Last Updated 23/11/2023
Revision:
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Receiver Means the Internal Assurance Lead, Risk and Compliance Manager, QLDC Chief Executive, General
Managers, Seniors Managers, Independent Chair of the AFR Committee, or Deputy Independent
Chair.

Council Means current, former and temporary employees.

Employee

4. SCOPE

This policy applies to:

e Council employees including former employees of QLDC,

e Elected Members,

e Any person engaged or contracted directly by the Council, or employed by an entity contracted under a
contract for goods, services, and/or works,

e any person who is engaged as a volunteer for Council.

5. MAKING DISCLOSURES

When should a disclose be made?

A disclosure should be made when a discloser is aware of alleged serious wrongdoing involving the Council. This
includes actions that may: be an offense, pose a serious risk to public health, safety, or the environment,
endanger the enforcement of laws (e.g., fraud), Involve gross mismanagement or unlawful discrimination.

If a discloser is unsure, a disclosure can still be made. The responsible person will review the disclosure and
determine if it qualifies as serious wrongdoing. For a full definition of serious wrongdoing, refer to Section 3 of
this Policy.

Why should a disclose be made?
Disclosing alleged serious wrongdoing helps uphold the Council’s commitment to integrity, ethics, and
accountable behaviour.

What protection will be provided to a discloser?
Anyone making a protected disclosure, is entitled to:
e Confidentiality: Every effort will be made to maintain the confidentiality of a discloser’s identity, in
accordance with legislative protections.
e Protection from retaliation: A discloser cannot be treated unfairly or threatened for making a disclosure.
e Immunity: A discloser is protected from civil, criminal, or disciplinary actions related to your disclosure.
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More details about protections can be found in Section 7 of this Policy.
5.1 EMPLOYEES AND VOLUNTEERS

Use Council’s management lines first.

In general, normal management reporting lines will be appropriate for reporting alleged serious wrongdoings. In
most instances a discloser will be able to achieve a satisfactory outcome by reporting the alleged serious
wrongdoing to their own Manager, the General Manager of their Directorate, Risk and Compliance Manager, or
other senior Manager. For volunteers, the Council’s contact point should be used for reporting.

However, there may be occasions when an employee or volunteer may believe on reasonable grounds that
utilising the previously mentioned reporting channels could result in one of the following scenarios:

e The issue remains unresolved or escalates into a more serious wrongdoing.

e They face retaliatory measures.

e The Manager designated to receive the disclosure is implicated or closely linked to those involved in the
alleged serious wrongdoing.

If any of the above circumstances apply the employee or volunteer can make use of the alternative internal
procedure for making a disclosure outlined below.
e Direct an email to protected.disclosure@gqldc.govt.nz, or

e Direct an email to the QLDC Chief Executive, or

e Direct an email to the People and Capability Director, If the alleged serious wrongdoing is related to

bullying or harassment, including sexual harassment, or
e Direct an email to afrchair@qldc.gov.nz, the Independent Chair of the AFR Committee, or in their absence,

the Deputy Independent Chair.

5.2 ELECTED MEMBERS AND CONTRACTED PARTIES

Use Council’s management first.

In general, Council’s internal management channels will be appropriate for reporting alleged serious
wrongdoings. In most instances a discloser will be able to achieve a satisfactory outcome by reporting the alleged
serious wrongdoing to Council’'s General Managers, the Risk and Compliance Manager, or another senior
Manager within Council.

However, there may be occasions when an elected member or contracted party may believe on reasonable
grounds that utilising the previously mentioned reporting channels could result in one of the following scenarios:
e The issue remains unresolved or escalates into a more serious wrongdoing.

e They face retaliatory measures.
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e The Manager designated to receive the disclosure is implicated or closely linked to those involved in the
alleged serious wrongdoing.

If any of the above circumstances apply the discloser can make use of the alternative internal procedure for
making a disclosure outlined below.
e Direct an email to protected.disclosure@gqldc.govt.nz, or

e Direct an email to the QLDC Chief Executive, or

e Direct an email to the People and Capability Director, If the alleged serious wrongdoing is related to

bullying or harassment, including sexual harassment, or
e Direct an email to afrchair@gldc.gov.nz, the Independent Chair of the AFR Committee, or in their absence,

the Deputy Independent Chair.

5.3 ESCALATION

Where an employee, volunteer, elected member, or contracted party believes on reasonable grounds either that
the Council’s internal management or the people outlined in the alternative’s procedure are or may be involved
in the alleged serious wrongdoing or are closely associated with the people involved in the alleged serious
wrongdoing, the discloser may make the disclosure to an outside authority (see below).

5.4 DISCLOSURE TO AN OUTSIDE AUTHORITY (EXTERNAL DISCLOSURE)

All the individuals covered by this policy may be protected by the Act when making disclosure to an ‘appropriate

authority’ outside QLDC where the person believes on reasonable grounds:

e that Council’s internal management lines (General Managers, Risk and Compliance Manager, other senior
Managers) are or may be involved in the alleged serious wrongdoing;

e QLDC’s Chief Executive, Internal Assurance Lead, Independent Chair or Deputy Independent Chair of AFR
Committee are or may be involved in the alleged serious wrongdoing;

e that immediate reference to an ‘appropriate authority’ (as defined below) is justified by the urgency of the
matter or some other exceptional circumstances; or

e there has been no action or recommended action on the matter to which the disclosure relates within 20
working days of the discloser having made the disclosure in accordance with Council’s internal procedure.

Appropriate Authority

The discloser may choose the authority or authorities most relevant to the nature of the alleged serious
wrongdoing that is disclosing. The Act provides that an ‘appropriate authority’, without limiting the meaning of
that term, includes:

e the head of any public sector organisation; and
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e any officer of Parliament; and
e (as examples) the persons or bodies listed in the second column of Schedule 2 - Protected Disclosures
(Protection of Whistleblowers) Act 2022; and

e includes the membership body of a particular profession, trade, or calling with the power to discipline its
members.

The Act specifically states that ‘appropriate authority’ does not include a Minister of the Crown or a member of
Parliament. Similarly in a local government context elected members or the Mayor should not be considered an
‘appropriate authority.’

QLDC as an appropriate authority

In some circumstances, QLDC may be an appropriate authority, as defined in the Act, which is able to receive
protected disclosures relating to alleged serious wrongdoing in respect of other organisations. Any disclosure of
this nature that is received will be dealt with in accordance with the relevant statutory requirements.

6. TREATING DISCLOSURES

GUIDANCE: WHAT COUNCIL SHOULD DO

The steps outlined below detail the process and estimated timeline for investigating an alleged serious
wrongdoing disclosure, as specified in the Serious Wrongdoing Guidance.

1. Acknowledge Receipt and Verify Details (Within 3 Working Days)
Upon receiving the disclosure, the receiver should contact the discloser using their preferred communication
channel to:
e Acknowledge the date the disclosure was received.
e Summarise the receiver’s understanding of the disclosure if it was made orally.
o Verify whether the disclosure has been made elsewhere and inquire about any outcomes.
e Gather all necessary details about the alleged serious wrongdoing.

2. Evaluate the Disclosure (Within 5 Working Days)
Evaluate the disclosure to determine if it warrants further investigation. If it is determined that an
investigation is not warranted, proceed to Step 4.

3. Address the Disclosure (Within 18 Working Days)
Take appropriate action to address the disclosure by:
e Conducting an investigation personally or forming an investigation team.
e Addressing any alleged serious wrongdoing by taking or recommending corrective actions.
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e Referring the disclosure to the appropriate authority under section 16 of the Act.
e Deciding that no action is required, in line with section 15 of the Act.

4. Inform the Discloser (Within 20 Working Days)
Inform the discloser of the actions taken or planned to address the matter, providing reasons for these
actions. This should be done within 20 working days of receiving the disclosure.

However, when it is impracticable to complete these actions within 20 working days, the receiver should do the

actions described above and then should:

e Inform the discloser how long the receiver expects to take to deal with the matter.

e Appropriately update the discloser about progress.

e Inform the discloser (with reasons) about what the receiver has done or is doing to deal with the matter in
accordance with the section above (Step 3).

This section is guidance only. It does not confer a legal right (apart from the entitlements under sections 14, 32,
and 33 of the Act) or impose a legal obligation on any person that is enforceable in a court of law.

7.PROTECTION

7.1 DISCLOSURES THAT ARE NOT PROTECTED

A disclosure is not protected if:
e the discloser knows the allegations are false,
e the discloser acts in bad faith,
e the information being disclosed is protected by legal professional privilege.

7.2 PROTECTION PROVIDED

If a discloser makes a protected disclosure of information in accordance with the Section 6 of this policy or refers
a protected disclosure of information to an appropriate authority for investigation, the person is entitled to:
confidentiality, not to be retaliated against or treated less favourably, and immunity from civil, criminal and
disciplinary proceedings.

Confidentiality

Receivers of a protected disclosure must use their best endeavours to keep confidential information that might
identify the discloser.

The exceptions are if the discloser consents to the release of the identifying information, or if there are
reasonable grounds to believe that the release of the identifying information is essential:
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e for the effective investigation of the disclosure; or

e to prevent a serious risk to public health, public safety, the health and safety of any individual, or the
environment; or

e to comply with the principles of natural justice, or

e toaninvestigation by a law enforcement or regulatory agency for the purposes of law enforcement

The Act provides that disclosers must be consulted in these cases (if practicable in respect of serious risk to public
health, public safety, the health and safety of any individual, or the environment; or to an investigation by a law
enforcement or regulatory agency for the purposes of law enforcement).

The Ombudsman can provide advice to disclosers considering making an anonymous disclosure.

The release of information that might identify a discloser in breach of these provisions means a complaint may
be made under the Privacy Act 2020 for interference with privacy. As a result, the Privacy Commissioner may
undertake an investigation.

A receiver must refuse a request for information if that information might identify the discloser of a protected
disclosure — under the Official Information Act 1982, or the Local Government Official Information and Meetings
Act 1987

Obligations not to retaliate or treat less favourably

QLDC must not retaliate or threaten to retaliate against an employee because the employee intends to make or
has made a protected disclosure. If this occurs the employee has a personal grievance under the Employment
Relations Act 2000. Retaliate means to dismiss the employee, treat the employee less favourably than other
similar employees, or subject them to any detriment or disadvantage.

A discloser, or someone who supports the discloser, who is treated less favourably than others in the same or
similar circumstances may be able access the anti-victimisation protections in the Human Rights Act 1993. This
applies to all types of disclosers, including persons not covered by the Employment Relations Act.

Immunity from civil, criminal and disciplinary proceedings

Neither a discloser who makes a protected disclosure, nor a receiver who refers the disclosure, under the
Protected Disclosures (Protection of Whistleblowers) Act 2022 is liable to any civil, criminal or disciplinary
proceeding because of making or referring the disclosure. This applies even if there is a prohibition or restriction
on disclosing the information such as in any contract, agreement, procedure or practice (except where the
information is covered by legal professional privilege).

These protections only apply to making the disclosure. Action can still be taken against a discloser if they were
involved in the wrongdoing.
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8. RELEVANT LEGISLATION

e Employment Relations Act 2000

e The Protected Disclosures (Protection of Whistleblowers) Act 2022

e lLocal Government Act 2002

e lLocal Government Official Information and Meetings Act 1987

e  Ombudsmen Act 1973

e Privacy Act 2020

Note: Any legislation referred to should be interpreted as meaning the Act and its amendments.

9. RELATED DOCUMENTS

e Conflict of Interest

e Discipline and Dismissal Policy
e Employment Agreement

e Collective Agreement

e Fraud Control Plan

e Fraud Policy

e Employee Handbook

e QLDC Code of Conduct

e QLDC Code of Conduct of Elected Members
e Serious Wrongdoing Guidance
e Bulling and Harassment Policy
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Attachment C: QAC Capital Reporting Framework

Capital Reporting Framework
November 2024

QAC Commitment
As outlined in the FY25 Statement of Intent:
e QAC will consult with QLDC and its Audit, Finance and Risk Committee (AFRC) in relation to its
Capital Programme Disclosures. QAC will:
o Present a capital reporting framework to be approved by QLDC based on the gateway
investment approach.
o Present project milestone reporting and exception reporting and provide briefings to the
major shareholder through its AFRC, including expectation regarding dividends.
e Regular engagement with the QLDC AFRC on the Master Plan 2023 investment programme

Purpose
This document outlines the recommended approach to reporting on the Master Plan 2023 investment
programme.

Proposed Reporting Framework

QAC will prepare a confidential update for QLDC’s AFRC that will provide a Development Pathway
(timing and value) for the capital portfolio. Material developments will be categorised into, Airfield,
Landside, Terminal, Sustaining, and non-aeronautical. Detail will include:

1) Development Pathway

2) Key phases / Milestones (per QAC’s Investment Decision Making Framework?)
3) Key Programme / Project Status

4) Risks and issues

5) Confirmation of balance sheet / funding capacity

6) Impact on dividends

The status of Tier 1 (>$1,000,000) projects, relative to the stage they are at each gateway, will be
included in the report, on an exceptions basis. Refer below for further details of the QAC Project
Management Methodology.

Frequency of Reporting

QAC proposes that a confidential capital investment update will be prepared for QLDC’s AFRC at 6-
monthly intervals, distributed in March and September of each year. This timing aligns with the draft
Statement of Intent (March). The first update is expected to be delivered to QLDC’s AFRC in March
2025.

ZQN Development Plan

The ZQN Development plan, which will inform the development / investment pathway is currently
being prepared, with the support of Aurecon (independent consulting firm). The ZQN Development
Plan, including proposed sequencing and value of the key programmes/projects, is expected to be
approved by the QAC Board in early 2025.

The ZQN Development Plan will also confirm that the:
e Development pathway is affordable to our key stakeholders, including airline partners; and
e Development pathway is fundable.

1 Refer to Appendix 1
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Each project / programme will be subject to business case approval based on the projects ‘Tier’.
Currently, the QAC’s Board of Directors approves business cases (preliminary and final) for projects
>5$1,000,000.

Project/Programme Methodology

QAC has implemented a well-proven project management methodology, with the support of Leva
consultancy. The methodology employed is documented in QAC’s Project Management Framework,
which has a core focus on a standardized process and governance structure for capital projects. This
approach follows the gateway approach, from the Portfolio Planning Stage through to the Project
Closure and Handover Stages. The ‘Project Management Framework - Quick Reference Guide’ is
provided in Appendix 2.

Also provided for reference is the Project Management Methodology, as applied to:
e Project tiers; referred to as the ‘Project Tiers document’ (Appendix 3); and
e Roles & Responsibilities (Appendix 4).

The Project Tiers are:

Tier | Project Value Delegation

1 >$1,000,000 Board of Directors

2 $100,000 - $1,000,000 Chief Executive Officer
3 S0 - $99,999 Senior Leadership Team

For each phase of a project the following requirements are documented:

e |nputs Responsibility of
e Planned Total Project Budget Inputs to pass | ® Board of Directors,
Stage Gate documentation e CEO

e Project Governance Group
e Project Sponsor

e Project manager

o Project Team

The Roles and Responsibilities extract (Appendix 4) provides clarity for each role in the project lifecycle,
in respect to:

e Roles Description
e Responsibilities & Accountabilities
e OQOrganisation Structure (Direct Reports & Reports to)

Exception Reporting

The tolerances applied for exception reporting are (ie, the allowance that we can work within before
we need to go back to the approver for additional approval):

e 5% for Budget (as per the DA policy)

e 10% for Programme

e Scope change tolerance is determined based on its impact on Budget and Programme as per
above.

These tolerances are reported using a traffic light system.

e Red (above the tolerance level)
e Amber (between 100% of plan/budget and the tolerance)
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e Green (100% of plan/budget or below)

Next Steps

The proposed next steps are:

Jan —Mar 25 Approved ZQN Development Plan (incl. development pathway)
Capital update to QLDC Audit and Finance Risk Committee

Commence Aeroanutical Pricing Consultation (revised pricing will take effect from
Jul 25)

Apr—Jun 25 Refresh ZQN Funding Strategy
Develop Procurement Strategy

Finalise aeronautical pricing (from Jul 25)
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Appendix 1 QAC Investment Decision Making Framework

Investment Decision Making Framework - Overview

Investment Framework
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Appendix 2 QAC PMF Quick Reference Guide (V1.2).
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Appendix 3 QAC PMF Project Tier Requirements (V2.0).

Tier 3 - Project Requirements ($0 - $99,999)

Resgonubin () | The tearm mernseria] whe perlorm the L o ity

Aceountable [A] | The team merberis) whe are ulmately in change ol The Lk of ac1hily
Conuited () The bearm memienis) whose opinions sne sought, g feedhack, snd contribute
Infoemed (1} The bearn memeria) who reed o be informed of delvery of the task o activity

Conoapt (Stage 1)

Optionesring (Stage 2}

Design (Stage 3)

Implementation (Stage 4)

Review (Stage 5)

Idea or cancept is submitied ta Project
Sponsor for consideration as.a
business apportunity or providing
resclution to a problem statement.

Tier 1 Projects mey not require an optianaering
phasa or it may be able to be incorporated inio the

dasign phase.

Options analyss summary and Business Case
{1 cut) if applicable, atherwise
Completed project requast form.

# Approved Business Case
# Approved Project Plan
+ Signed procurement contracts

s Completed UAT i required.
Practical Completion

Planned Total Project
Budget inputs to pass
Stage Gate:

+  High level estimate of Total
Planned Project Cost
Cost Estimate to comphete
Optianeerng Phase

Estimarted total project budget 2t minimum
0% centainty (PEO).

Caost estimate 1o complete Design Phase
Indicative FY iming

Full project implementaticn costs and FY
timings with minimurn 80% certainty (P80}
CAFEX and OFEX implications

# Fulll Project Cost Tracking and Budget
Control

» FY Farecasting

Praject cost variance repont
Capitalsation of costs
Adpustments to Foed At
regisier

outputa from stage

+  Project Request Form
+  Relevant historical or background
dooumentation.

Business Case - 1= Cut [P&0)

Marithly Project Status Reparfing

Progect Estimating and Budget Fonm

Project Issues & Risk Aegister

#ny supporting docwmentation as a resulting of
fmasibility study and/for options analysis
inaluding conoept design/ plans.

Minutes af any meetings held

Procunement plans

Business Case - 2 Cut (Pa0)

Praject Plan docume s inchsding detailed
design & proqurement.

Praject Risks & |ssues Register

Monthiy Project Status Aeports

Praject Estimating and Budget Form
Minustes of any mestings held

Charge Request Farm(s)

Praject Stakehcider Updates

s Mionthly Project Status Reporting

«  Projact Estimating and Budget Form -
project cost tracking.

s Project Risks & lssues Register

s Minutes of any meetings held

s  Change Reguest Forms

«  Projact Stakehalder Updates

s Communication Plans

«  Project Close Out Aepart

= Minutes of ary mestings hekd

& As-buih drvwings and
manuals

«  Code of Complance
dooumentation

Project Govermance
Group (PGG)

+  Informed of project
+  {R} Approves sppaimtment of PS

[} Infarmed of project progress.
(C} As necessary on any project matiers

{I) Indormed of project propress
{C) As neces=ary an any project matiers

s [l} Informed of project progress
s [C) As necessary on any project matters

= {l} Delverables and Project
Cloe Out Report have been
signed off

Project 8poneor (P8)
(@M or Line Manager)

+  Approves indicative funding based
ian Prmoject Request Form

+  Assigns Project rescunes

+  Approves project and signs aff
Project Request Form

#  |R} Proceeding to next stage

(A} Feasibility review and options analysis
() Business Case owner and owersight of
emecution

(A} Approves funding o complete Dasign
Phase.

() Approves procurement strategy

() Project Monitaring and Reparting

(A} Formal review of risks and issues before
niext stage [escalating to PGS if necessany)
(A} Approves Change Request Foms

Confirms suffisient funding in place for
implementation

) Praject Manitoring and Reporting

) Formal review of risks and issues before
nesdt stage {escalating to PGG if necessary]
{#) Approves Change Reguest Forms

{#) Approves Praject Plan

() Supponts PM and PT

{R) Point of escalation for staff who have
project related msues.

= (R} Cantrol project scope

& [A) Support PM & PT

s [A) Foernal review of risks and ssues
(escalating to PG if necessary)

= [A) Approves Change Aequest Forms

& Approves monthiy Project Monitaring &
Reparting 1o be submitted to PGG.

»  |A)Sign-off deliverables and
Praject Clase Out Aepart

# (R} identifies project team resource
reguirements

#  {R} Ensures SharePoint set up 1o
save projected related documents

(R Feasibility neview and options analysis

(R Busaness Case preparation — 19 Cut

() Deterrmine prooure ment strategy.

() Lineser wiith excbernal suppliers

() Manage PT

(F) Analysis of aptions resulting in
recommendation of designydaliverables.

(F) Deteermines the frequency of project team
mestings

Complete Project Menitoring and Reporting
(R Proactive management of risks and isswes

{A) Business Case preparation - 2+ Cut
{A) Development of Implementation Plan
{R) Completion of final design

{R) Procurement strategy deployed

{R) Marage PT

{R) All Project Manitoring and Reporting
{A) Proactive management of risks and issues
{R) Initiate change requests and submit far
review by PS

() Al stakeholder management and
oommunacation.

= (R} Liaize with external supphens

= (R} Marage PT

& [A) Complete Project Monitoring and
Reparting

s (R} Project Budget Tracking

«  [F} Proactive management of risks and
issues

& [R} Initiate change requests and submit for
review by PS

s [C) Acts as point of escalation betwsen PT
and P2

= (R} Underake project review
meeting

#  |R)Complete Project Close
Out Repart and sign-off

(F) pravide input inta project dacumentation
() Prowide project progress information as
requinad.

Woark with the PS, PM and other PT members
ko determine the recommendad option.

[F) Providing input into project
documentation including project
implementation plan

[F] Provide project progress information as
required.

- [R) Pravide input inta praject
documentation

« (R Pravide project progress information
as required.

@ [R] Pravide input into project
close-out process including
handover of all operatanal
and BALl processes.
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Tier 2 - Project Requirements ($100,000 - $999,999)

idea or poncept s submitted to Propsct
Sporsos for oonsderation.

Mpproved Froject Aeguest Form

Approved Business Case - 1% Cut
Options Analysis report | Feasibaity Study

Fresponibe {R)

Thee sarss mvariser (sl whe perlorm thie Lask of sty

Acounistie 4] | The teammembenis who are uitimaiely in change of the ek or acThity
Conauted (C] e teams MEMBETE] Whise SEMOnG i scughe, ghe Teodbac, ard contibate
Infnerred (1} The tearm memeery wha reed 10 be isfoemed of debvery of the task or activiy

Appnoved Business Case - 2 G
Apmroved Progect Plan
Signad Procusmement contracts

Campdance documentation as
recuired.
Practical Completion Cen.

High level estimate of Total
[Pannad Progect Cost

[Estimatad total projsct budget at minkmum 50%
ot anty [P50)

Full progect | mphsmentation sosts and P tmings
with minimum S0% certainty (P20}

Full Progect Cost Traoking and Budget Conbrol
FY Forecasting

Full project variance reparn
Caphalsation of costs whene

Cost Estimate to comgplete Cost estemat 10, complizte Design Phase & MNPV and IRR required
Optionasering Phase Indinative FY timing & CAPEX and OPEX implications
{Project Aeguest Farm Business Case - 19 Cut Imin PS0) «  Business Case - 2 Cut fmin P0) = Momihly Project Status Reporis «  Project Close Out Repart

Relevani histoncal or background
documeniation.

Manthiy Project Status Reperts

[Project Estimating and Budget Form

Projent lsswes & Risk Rogisier

ATy SUPPOING SooUMEntation as a resulting of
Aeasibdity study and/or options analysis including
concept design/plans.
Minutes of any meetngs held

= Project Implemasntaton Plan documents including
detalled design.

«  Project Fisks & lssses Regster

«  Mionthiy Project Status Reports

«  Project Estimating and Budget Form

- Mlireuies of any meetngs held

=«  Change Request Form

= Project Stakeholder Updaies

Praject Estimating and Budget Form - project.
cost tragking

Project Risks & lssues Register
Minutes of any mestings held

Change Request Forms

Project Stakeholder Updabes.

PCG Reporis as reguined.

liresies of any meetings held
As-bulli draswings and manuals
Code of compllance:
dooumssntation.

I} Infoarreed of progect progress
€} s necessary on any pIogect matters

{1} infcrmred of progect progress

{C] As necessary om any project matters

& {R)Apmroval of Business Case and Imobksmentabion
Plan

10 Irviormaed of project progress
) As necessary on any projeot maners.

{i Delsoraties and Project
Clzsie Ot repsot has been
signed atf.

(A1) Evaluate idea/ conoent against
Business prioeities, decision made
whither 10 Consasesr furthesr. |f yes:
(R Approves project and signs oft
Praject Request Farm

) Approves seed funding

R} Doouments decisions made

{F) Reviews Business case and approvwes to move imo
Design Prase

{F) Approves funding for design phase

{C)As necessary on any progect matters

{R) Providing Business Case subimissionta CEO
(R Aesalution of risks, sues, sotons, etc as
escalated by PS

& Approves change request foms

(R} Resclutian of nsks, ssues, actions, eic as
escalsted by PS

[A) approves changs request farmres.

{1 Mothly project mononing and reports

) Fosmraily close aut the:
project - sign off delverabies
and Project Clase Out repart

Missigns Project resounces
(R} Proceeding io nexi stage

A Feasibility review and options analyss

) Business Case owner and oversight of exscution
) Approves procurement strategy

{A| Frofect Manitoring and Reparting

) Formal review of risks and issues bedone nexd stage
iescalating bo PG if necessany]

{F) Ensuring change reguesis ane signed off by the:
PEE.

|A] Confrmation of final design.

|A] Business Case owner and oversight of

‘enecution.

= (R]Confirms sutficient funding in place for
mplemendation

= (Al PFroject mondtoring and reporting

= (Rl Formral review of risis and issues before next
stage (escalating ta PGG if necessary)

#  (R]Ensuring chanpe requests ans signed off by

PGS

R} Conirol project scope

4] Suppart PM & BT

(A) Formrad review of risks and issues
[escalating i PGE i necessary)

14) Approves Change Reguest Forms
Approves monthly Froject Maniioring &
Reporting 1o be submitied to PEE.

4] Sign-af delkerables and
FProject Clase Out Repart

(R} Identifies project beam rescurce
FRGUInETIS

[R] Enswres SharePoint et up to
Sl pIOYEChed relaned documents

) Feasibilty review and cptions analysis

{F) Business Case preparation - 1% Cut

R) Datmnmini proourement strategy.

(R Liaise with exemal suppliers.

{F] Manage FT

{R] Analysis of options resulting in recommendation of
design/defiverables.

{F) Determines the frequency of progect beam
meetngs

Complete Froject Monitoning and Reparting
{F] Proaciie manragement of risks and issues

=  (R)Business Case preparation - 24 Cut

= (R Development of Implementatson Plan

& {R)Compietion of final design

& (R Procurement strategy depkoyed

- (Rl Manage PT

«  (RIAl Praject Maonkoring and Reporting

- { R Proaeciive managerment of risks and issues

= (RlInftiade change requesis and submil for review
by PE

= (Rl A stakehoider management and
communication.

RS Linise wath eobesmad suppllers

Ry Manage PT

[A) Compiate Project Mondaring and
Reporting

IR} Froject Budget Tracking

(R} Proactsse management of risks and ssues
IR} Initiate change requests and submit for
review by PS

[ Acts as paint of escalation between PT and
PE

IRY Underiake project review
meating

(R} Compiote Project Close Out
Fepeort and sign-oft

{F) provide ingut inta project docwmentation

{F) Prowide project progress iformation as required.
‘Wiark with the P&, PM and other PT membsers io
dterming the recommended option

L (Rl Frowiding imput inbo project documentation
Including project im plemsentation plan.
L (Rl Prowide project progress information.

|F) Provide: input indo project documentation
|F) Provide: project progress indormation as
required.

(R Frowide inpat indo project
‘closerout process including
harsdaver ot all operational and
EAL processes.
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Tier 1- Project Requirements (51,000,000 +)

Inputs

Planned Total Project
Budget Inputa to pass
Stags Gate

outputs from stags

QAC Board

Project Sponsor (PS)
(@M or Line Maneger)

Project Manager (PM}

Id=a or concept s submitted to PASD far
consideration.

Approved Project Request Form

=« fpproved Business Case - 17 Cut [PE0)
s  Optons Analysis [ Feasibility study
= Concept Design (if applicable)

Faponabie |y

Thet Bears svrmibenis) wha perlorm th lisk o activity

Apoountabie 4] | The tearm memben(s] who are itimately in change of The task or scThdty
Corsulted (C} The tear membens) whose opinions ane sought. give feedbade, and contribute
Veborrred 1) The baarm membeni) who seed 1o be lsformed of debvery of the tak or activky

»  Approved Business Case -2° Cut (P2O) .

= Approved Project Plan

= Signed procurement contracts

Compliance documentation
*  Practical completion certs.

s High level estimate of Total Planned
Projeat Cast

&  Cost Esfimate to complets
Opticnearing Phase

Estimated total project budget at mindmum B0
certainty [PE0}

Cost estimate to complete Design Phase
Indicative FY timing

# Full project implementation coses and FY
timings with minimum 304 certainty (P90)

® MNPV and IRR

s CAPEX and OPEX implications

Contral

Full Praject Cast Tracking and Budget

#+ Y Farecasting

& Full praject variance report
&  Capitalisation of costs whers
requined

*  Project Reguest Form
»  Relevant historical or background
documertation.

Business Case - 1% Cut [min PS03}

Monthly Status Reports

Praject Estimating and Budget Farm

Praject Issues & Risk Regisier

Any supporting documentation as a resulting of
fmasibility study and/or optians analysis
including concept design/plans.

Minutes of ary mestings held

= Business Case - 2 Cut (min PSD)

s Project Implementation Plan documents
including detailed design.

s Project Risks & lssues Regster

«  Monthly Project Status Reports

s Projact Estimating and Budget Form

& Minutes of any mestings held

s  Change Reguest Form

s Project Stakehalder Updates

= Monthly Project Status Reporis .
»  Project Estimating and Budget Form - .

project cost tracking

»  Project Risks & lssues Regester
»  Minutes of any meetings held

#  Change Reguest Forms

& Project Stakehoider Updates

Project Close Qut Repart
Minutes of any meetings held

Indormed of praject by CED and Project
Goverranoe Group.

{1} Business case and recommended opton.
Provide strategio direction on

& [A) Approval of Business Case and
Implementation Plan.

s [C)As neoessary on ary project matbers

s [R} Review Board Paper and approve project
for implementation

& (I} Informed of project progress ®
#+  |R} Approves Changes Request Forms (i

applicable)

#+  {C) As necessary on any project matters

I Informed of praject
progress

+ [R) Approves concept 1o Optionsering
Phass

{R) Reviews Business case and appraves ta
meave imto Design Phass

{R) Approves funding for design phass

{C) As necessary on any project matiers

(R} Submitting Business Case to QAC Board
for approval.

& (I} infarmed of project progress

& [C) As necessary on arny project matters

#  {l} Informed of project progress .
& {C) As necessary on any projact maters

1] Dealivarables and Projact
Close Cut repost has been
signesd off.

s [R) Evaluate idea/concept against
business pronties, makes
recommendation to CED § approwed:

= (R} Approves project and signs off
Projeat Request Form

*  [R) Approves sead funding

s  |R) Documents decisions made

{R) Bubmit Business Case to CEOD for approval.
(R} Approves funding for design phase
{C) As necessary on any project matiers

& (R} Providing Business Case submission 1o
CEQ

»  [R} Resalution of risks, issues, actions, eto as
escalated by PS.

s Approves change request forms

&  |R)} Resolution of risks, issues, actions, L

eta as escalated by PS

=+ |A) approves change request farms.
#+ (I} Monthly project monitoring and

reparts

[R) Farmalky clase out the
praject - sign off
deliverables and Project
Close Ot repost

s Aszigns Project rescurces
[Ri Procesding 1o next stage:

{A) Feasibility reviesw and options analysis

{A) Business Case cwner and aversight of
exeoution

A) Approves procurement strategy

A Praject Manitceing and Reporting

&) Farmal review of risies and msues before nesxt
stage (escalating to PG f necessary)

{R) Enswring change requests are signed off by
the SC.

& (A)Confirmation of final dasign.

s (A] Business Case owner and oversight of
Execution.

s (R} Confirms suficiznt funding in place for
implementation

s [A)Project monitoring and reporting

&  [R) Farmal review of risks and issses befons
next stage (escalating to PGG i necessany]

& (R} Ensuring change requests are signed off
by PGG

& (R} Control project scops

#  |A)Suppont PM & PT

& {A) Formal rewiew of risks and ssues
tescalating 1o PG if necassary)

= JA) Approves Change Aeguest Forms

Approves manthly Project Monitoring &
Reporting to be submitted 1o PGG.

s [A}Sign-off defverables and
Projeot Close Out Repart

= (R} ldentifies progect team resounce
neguirements

+ (A} Ensures SharePaint set up o e
projected related documents

{R) Feasibility review and aptions analysis
{R) Business Case preparation - 1% Cut
{R) Determine procurement strategy.

{R) Ligise with extemal supplers

{R) Manags PT

« (R} Business Case preparation - 2% Cut
» (R} Development of Implementation Plan
& (R} Complation of final design

& [F} Procurement strategy deployed

& (R} Manage PT

= (R} Liaise with external supphers .

= (A} Manage PT

& {A) Complete Project Monitaring and .

Reporting

& (R} Project Budget Tracking

[R] Undertake praject review
meeting

[R] Complete Projact Closs
Out Report and sign-aff
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Project Size

{R) Analysis of cptions resulting in
recommendation of design/delfiverables.

{R) Determines the frequency of project team
meetings

Complete Project Monitoring and Reparting
{R) Proactive management of rnsis and ssues

(R} Al Progect Monitaring and Reparting

(R} Prossctive management of risks and issues
(R} Initiate change requests and submit for
ressienw by PS

(R} Adl stakeholder management and
communication.

= (R} Proactve management of risis and

[T

= (R} Initiate change requests and submit
for resiew by PS

&  |C) Acts as point of escalation between
PT and P3

{R) provide input into project docwmentation
{R) Prowide projesct progress information as
reguired.

‘Work with the PS, P and other PT members to
determane the recommended opion

() Prowiding imput into project
documentation including project
(R} Provide project progress information.

= [R] Pravide input intc project
documertataon

= |} Prowide project progress
mfarmation as reguired.

[F) Prowade input into project
closs-out process including
handover of all operatonal
and BAL processes

$99,999

QAC Project Scalability

Tier 3

Tier 2

Tier 1

Note: project size is based on Planned Total Project Budget
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Appendix 3 QAC PMF_Roles & Responsibilities.

QUEENSTOWN AIRPORT CORPORATION

PROJECT MANAGEMENT
FRAMEWORK

Appendix 1: Roles and Responsibilities
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Project Governance Group

Description The Project Governance Group (PGG) is responsible for making all material
and critical decisions required throughout the project lifecycle. Therefora,
the Governance Group will need to be comprised of senior staff who have
the technical and managerial skills to assess and prioritise the decisions
that will enable all projects undertaken by QAC to proceed towards their
goals.

The PGG will meet monthly according 1o a timetable. However, they should
alzo be flaxible to meet "off cycle’ when needed (e.g for urgent projects,
urgent change reguests, significant deliverables and/or decizsion paoint).

Reaponsibilities and » Ensures the project aims are consistent with the company's strategic

accountabilities direction, objectives, and priorities.

= Agree and accept the Project Request Form or Business Case (Tier 3
and 4)

= Recommend commitment to or abandonment of the project to the
Senior Leadership Team (SLT)

= Appoint a Project Sponsor to be responsible for delivery of the project

= Agres the project approach; design; and associated business case

+ Decisions and oversight necessary to successfully complete the
project

= Monitor progress against the agreed project plan

= Resolve major issues that cannot be resolved by the Project Manager
or Project Sponsor

= Resolve major business issues and internal conflicts that impact the
project

= Provide strategic direction in the assessment and management of risk

= Provides governance of the project management process

=  Assists with making resources available

=  Dwersight of risks and issues

= Approve actions to prevent and/or recover from unforeseen events

+ Approval of project deliverables

= Approve Change Requests in line with Project Governance
Requirements

= Approve Stage Gates in line with Project Governance Requirements

= Formailly close project, once all deliverables provided and post project
activities completed

Direct reports Project Sponsors, Head of Infrastructure Delivery

Reports to Senior Leadership Team, QAC Board

53




Project Control Group

Description The Project Control Group (PCG) is a project specific group responsible for
oversight and strategic direction of the project. This includes but is not
limited to assisting with the management of risks, resources, variances, and
recommendations to the Project Governance Group. Therefore, the Control
Group will nead to be comprised of the Project Manager, Project Sponsor,
independent advisors (eq, Quantity Surveyors), and senior managers who
have the decision making authority that will enable all projects undertaken
by QALC to proceed towards their goals.

The PCG will mest monthly according to a timetable. However, they should
alzo be flexible to meet "off cycle’” when needed (e.g for urgent change
requests, significant deliverables and/or decision point).

Responsibilities and + Ensures the project aims are consistent with the company’s strategic

accountabilities direction, objectives, and priorities.

= Agres and accept the Project Request Form or Business Case (Tier 2
&3)

= Recommend commitment to or abandonment of the project to the
Senior Leadership Team (SLT) and/or PGG.

= Appoint a Project Sponsor to be responsible for delivery of the project

= Agree the project approach; design; and associated business case

» Decisions and oversight necessary to successfully complete the
project

= Monitor progress against the agreed project plan

= Resolve major issues that cannot be resolved by the Project Manager
or Project Sponsor

= Resolve major business issues and internal conflicts that impact the
project

»= Provide strategic direction in the assessment and management of risk

=  Assists with making resources available

=  Owersight of risks and issues

= Approve actions to prevent and/or recover from unforeseen events

= Approval of project deliverables

= Make recommendations to PGG to approve Change Requests in ling
with Project Governance Requirements

= [Formailly close project, once all deliverables provided and post project
activities completed

Direct reports Project Sponsors, Head of Infrastructure Delivery

Reports to Project Governance Group, CEQ & QAC Board as required.
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Project Sponsor

Description The Project Sponsor (PS) is the individual accountable for ensuring that
a project meets its objectives and delivers the projected benefits. They
should be the owner of the overall business change that is being
supported.

The PS should ensure that the change maintains its business focus, has
clear authority and that the context, including risks, are actively
managed. This individual must take personal responsibility for
successfully delivery of the project.

The PS should be prepared to take decisions and should be proactive in
providing leadership and direction throughout the life of the project.
They should be responsible for ensuring the organisation can fully
exploit the outcome of the change such that the benefits are deliverad
as a result of that outoome.

Responsibilities and » Agree and accept the Project Request Form or Business Case (Tier

accountabilities 1and 2)

= Dwnand oversee the development of the project business case

= [Ensure that the aims of the planned change continue to be aligned
with the business

= [Ensure the project is correctly established, resources are in place,
and that all necessary control procedures are implemented

= Sacure the investment required 1o complete the project and
achieve the required business change

» Ensure that an appropriate project organisation structure is in
place and that logical plans are developed and agreed

= Approve the progress of the project through the identified gates in
the project management process

= Monitor and control progress of the business change at a strategic
lewvel

= Refer serious problems upwards as necessary and to other
Stakeholders in a timely manner

» Undertake regular consultation with those delivering the change
and all stakeholders

» Ensure that the communication processes are effective

= Approve Change Reguests in line with Project Governance
Requirements

= Approve Stage Gates in line with Project Governance
Requirements

Diract reports Project Manager
Reports to PGG and Senior Leadership Team or QAC Board as required.
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Subject Matter Expert

Desaription A Subject Matter Expert is called upon to undertake work, share
knowledge and provide guidance where they have specific expertise in
the project area.

+ [nput into specific aspects of the project, in line with area of
accountabilities )
expertise
+ Providing specialist input
+ [mvolvement in project discussions as and when the project team
need
+  Quality assurance during implementation
Direct reports M/A
Reports to

Project Sponsor and Project Manager
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