NARROMINE SHIRE COUNCIL ORDINARY MEETING 14 FEBRUARY, 2018
GENERAL MANAGER'S REPORT

1. PROPOSED COUNCILLOR INDUCTION AND PROFESSIONAL DEVELOPMENT GUIDE
Introduction

The purpose of this report is to advise of the release of the consultation draft of the
Councillor Induction and Professional Development Guidelines.

Backaground

Amendments to the Local Government Act 1993 saw the inclusion in the prescribed
role of councilors under section 232 “to make all reasonable efforts to acquire and
maintain the skills necessary to perform the role of a councillor”.

The Office of Local Government (OLG) has now advised of its proposed regulations to
be made for induction and other professional development for Mayors and
Councillors (see Attachment No 1).

In addition, the OLG has also released a consultation draft of the proposed guidelines
to assist Councils to develop and deliver induction and ongoing professional
development activities in compliance with the proposed regulations (see Attachment
No 2). These guidelines will be issued under Section 23A of the Local Government Act.

Issues

Under the guidelines, Council’s induction and professional development programs are
to consist of pre-election candidate sessions; an induction program; and a
professional development program.

Councils will need to report on the induction and ongoing professional development
activities offered to the Mayor and each Councillor and whether they participated in
them and to make this information publicly available on their websites.

The OLG is now inviting submissions from Councils and other stakeholders on the
consultation draft of the Councillor Induction and Professional Development
Guidelines. Submissions may be made by email to olg@olg.nsw.gov.au; labelled as
“Councillor Induction and Professional Development Guidelines Consultation”,
marked for the attention of OLG’s Council Governance Team; and received by close
of business on Friday 16 March 2018.

Assessment

a) Legal Implications
Sections 23A and 232 of the Local Government Act 1993
Local Government (General) Regulation 2005 — proposed amendments

b) Financial Implications
Provision is made in Council’'s annual budget for Councillor fraining and
professional development
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1. PROPOSED COUNCILLOR INDUCTION AND PROFESSIONAL DEVELOPMENT GUIDE
(Cont'd)

c) Policy Implications
Nil

d) Strategic Implications
This report relates to item 4.2.2 of the Community Strategic Plan — Ensure ongoing
skills development of Council staff and professional development for Councillors
and ltem 4.2.2.5 of the Delivery Program — Implementation of Councillor Training
Program.

Summary

Section 232 of the Local Government Act 1993 has been amended to include a
responsibility to make all reasonable efforts o acquire and maintain the skills necessary
to perform the role of a Councillor. In support of this the OLG proposes to amend the
Local Government (General) Regulation 2005 and has also issued a consultation draft
on guidelines to assist Councils to develop and deliver induction and ongoing
professional development activities in compliance with the proposed regulations.
Submissions on the proposed guidelines close Friday 16 March 2018.

RECOMMENDATION

That the report be noted.

2. PROPOSED MODEL CODE OF MEETING PRACTICE
Introduction

This report is to advise of the release of the Consultation Draft of the Model Code of
Meeting Practice for Local Councils in NSW.

Background

Amendments made to the Local Government Act 1993 in August last year provide for
a model code of meeting practice to be prescribed by regulation.

The Office of Local Government (OLG) has prepared a consultation draft of the
proposed Model Meeting Code (see Attachment No 3.). Once this is finalised it will
replace the meeting rules currently prescribed in the Local Government (General)
Regulation 2005. Councils will be given a period of 6 months in which to adopt a code
of meeting practice based on the Model Meeting Code.
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2. PROPOSED MODEL CODE OF MEETING PRACTICE (Cont'd)

Issues

The attached Model Meeting Code contains proposed mandatory provisions (in black
font) and non-mandatory provisions (in red font). The non-mandatory provisions set a
benchmark based on what the OLG sees as being best practice.

The OLG is now inviting submissions from Councils and other stakeholders on the
consultation draft of the Model Meeting Code. Submissions may be made by email
to olg@olg.nsw.gov.au; labelled as “Model Meeting Code Consultation”, marked for
the attention of OLG’s Council Governance Team; and received by close of business
on Friday 16 March 2018.

If in making submissions, there is a sufficient body of support from Councils on whether
the proposed non-mandatory provisions should be mandated, these may be made
mandatory in the final version of the Model Meeting Code.

Assessment

a) Legal Implications
Local Government Act 1993

b) Financial Implications
Nil

c) Policy Implications
Once the Model Meeting Code is finalised by the OLG, Council willhave a period
of 6 months in which to adopt a code of meeting practice based on the Model
Meeting Code.

d) Strategic Implications
This report relates to Item 4.1.3 of the Community Strategic Plan — Provide
opportunities for community members to participate in Council's decision-
making processes and Item 4.1.3.1 of the Delivery program — Review Council’s
Code of Meeting Practice.

Summary

The OLG has now released a consultation draft of the Model Code of Meeting
Practice for Local Councils in NSW. Mandatory provisions are marked in black font,
and non-mandatory provisions are marked in red font. Submissions on the Model
Meeting Code close Friday 16 March 2018. If there is sufficient support for the non-
mandatory provisions, these may be made mandatory in the final version of the Code.
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3. HALF YEARLY PROGRESS REPORT ON DELIVERY PROGRAM TO 31 DECEMBER 2017

Introduction

This report is presented to Council to consider the progress of the Delivery Program
actions to December 2017.

Background

The General Manager must ensure that progress reports are provided to Council, with
respect to the principal activities detailed in the Delivery Program, at least every six
months.

The report (see Attachment No. 4) presents the half yearly progress report on Council’s
achievements in implementing the 2017/2021 Delivery Program and the 2017/2018
Operational Plan to 31 December 2017. Each item in the Delivery Program and
Operational Plan is referenced to one of the key priorities in the Community Strategic
Plan — Vibrant Communities; Growing Our Economy; Protecting and Enhancing Our
Environment; Proactive Leadership.

The report determines whether Council is moving towards or away from its principle
activities set out in the Delivery Program.

Issues

Council’s performance is reflected in the graph below:-

Theme Progress-2017/18

Vibrant Communities 59%
Protecting & Enhancing Qur Environment 56%
Proactive Leadership 57%
Growing Our Economy 64%
Goal
[ | [ [ |
I I | I I |
0% 20% 40% 60% B0% 100%

Further details on Council’'s performance is contained in the attached report.
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3. HALF YEARLY PROGRESS REPORT ON DELIVERY PROGRAM TO 31 DECEMBER 2017
(Cont'd)

Assessment

(a) Legal Implications

Section 406 — Local Government Act 1993 — Council must ensure that the requirements
of the Integrated Planning and Reporting Guidelines are complied with

Office of Local Government - Integrated Planning and Reporting Guidelines for Locall
Government in NSW (2013)

(b) Financial Implications

Operational Plan and Budget 2017/2018
Delivery Program Financial Reports 2017/18 — 2020/21

(c) Strategic Implications
This report relates to Item No 4.3.1 of the Community Strategic Plan — Operate and

manage Council in a financially sustainable manner that meets all statutory and
regulatory compliance and Council policies.

Summary

Council's progress on the achievement of actions in the Delivery Program to 31
December 2017 is considered to be satisfactory.

RECOMMENDATION

That Council endorse the attached Six Monthly Progress Report on the Delivery
Program to 31 December 2017.

4. CLASSIFICATION OF PUBLIC LAND AS OPERATIONAL
Introduction

This report is presented to Council to advise the status of the classification of public
land as operational.

Background

Council resolved at its Ordinary Council Meeting held on 13 December 2017 to classify
Lot 59 DP 755131 as operational land and provide public notice of its resolution for a
period of not less than 28 days for submissions.
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4. CLASSIFICATION OF PUBLIC LAND AS OPERATIONAL (Cont'd)

This was duly advertised on 20 December 2017 and again on 17 January 2018 in
Council’'s Column with submissions closing Friday 19 January 2018. No submissions
were received.

Assessment

a) Legal Implications
Sections 31 and 34 of the Local Government Act 1993.

b) Financial Implications
Minimal - advertised in Council's Column — 20 December 2017, 17 January 2018

c) Strategic Implications
This report relates to item 3.4 of the Community Strategic Plan ‘Ensure a Range of
Housing Options for the Community’ and item 3.4.2 ‘Ensure appropriately zoned
land that meets residential needs through the Shire’s communities’.

Summary

Council resolved to classify Lot 59 DP 755131 as operational land in accordance with
Section 31 of the Local Government Act 1993 and provide public notice of its
proposed resolution for a period of not less than 28 days for submissions. Council’s
resolution was duly advertised with submissions closing 19 January 2018. No
submissions were received. Council should now formally resolve to classify the land as
operational to complete the process,

RECOMMENDATION

That Lot 59 DP 755131 be classified as operational land in accordance with Sections
31 and 34 of the Local Government Act 1993.

5 ESTABLISHMENT OF JOINT ORGANISATION
Introduction

The purpose of this report is to provide information to Council regarding the
establishment of a Joint Organisation (JO).

Background

The Local Government Amendment (Regional Joint Organisations) Bill 2017 has
recently be passed by Parliament and as a result the Office of Local Government has
invited all regional NSW Councils to nominate to form a JO.
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5. ESTABLISHMENT OF JOINT ORGANISATION (Cont'd)

A JO is a new entity under the Local Government Act comprising member councils in
regional NSW to provide a stronger voice for the communities they represent. The JO
will provide a more structured and permanent way for Councils, State Government
and other stakeholders to collaborate. Each region is to decide its own priorities with
short and long term projects e.g. economic development. Each JO must comprise of
at least three member Councils and align with one of the State’s strategic growth
planning regions. One of the member Council’'s Mayors will be elected Chairperson
and an Executive Officer may be appointed.

The Minister for Local Government, the Hon Gabrielle Upton MP, has advised that
Councils choosing to form a JO will “get a seat at the table in planning infrastructure
and investment for their region, and access to better ways to get things done, with
support and funding from the State Government”. The State Government intends to
provide $3.3 million seed funding to support the establishment of JOs and will then
identify opportunities for additional investment through JOs in regional economies.
Funding for each JO will be based on the number of Councils that choose to form a
JO, with maximum funding provided to regions where all Councils in a region choose
to be members of the new regional body.

Issues

Councils can choose not to become a member of a JO, however the State
Government strongly encourages all Councils in regional NSW to consider the benefits
and opportunities offered by JOs. Councils that are members of JOs will be able to
take advantage of investment opportunities that are delivered through the JO.

Whilst the choice to join a JO and the composition of the JO is voluntary, the State
Government will only support the creation of a JO within existing State planning
regions and in regional NSW (see map overleaf).
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5. ESTABLISHMENT OF JOINT ORGANISATION (Cont'd)

The JO boundaries should:

e Align with, or ‘nest’ within one of the State’s planning regions

e Demonstrate a clear community of interest between member councils and
regions

e Nof adversely impact on other Councils or JOs, e.g. leaving too few Councils to
form a JO
Be based around a strong regional centre or centres

e Be of an appropriate size to partner with State, Federal and other partners.

The OLG has stated it will work with JOs to support their establishment and ensure they
have the necessary systems and governance in place for the JO to deliver results.

General Manager's Report to 14 February 2018 Ordinary Meeting of Council Page 8



NARROMINE SHIRE COUNCIL ORDINARY MEETING 14 FEBRUARY, 2018
GENERAL MANAGER'S REPORT

5. ESTABLISHMENT OF JOINT ORGANISATION (Cont'd)

Next Steps for Councils

Plan Identify Council’s planning region (see map above)
Consider guidance material to be provided by OLG (See Attachment No
5)
Review existing arrangements for regional collaboration in area (OROC)
Consider key design criteria for JOs (see information above)
Consider criteria for seed funding

Consult Consult with  Councils within preferred regional group to reach
agreement on JO membership (see resolution from OROC Board
Meeting minutes — 1 December 2017)
Each JO must have a minimum of 3 member Councils

Endorse Once the proposed JO membership is agreed, ensure each member
endorses the proposal by resolution of Council (purpose of this report)

Nominate  Submit request to establish a JO to OLG by 28 February 2018

Establish The final JO network will be finalised in March 2018
Funding allocations will be announced in March 2018
JOs will be proclaimed in April 2018
OLG will support establishment and work closely with them once
operational to ensure they are successful
JOs will be ready to start in July 2018

Commence Hold first JO meeting and elect a Chairperson
Recruit the Executive Officer
Work with member Councils, DPC Regional Director and OLG support
team to fully establish JO
Work with member Councils to draft first JO Charter and Statement of
Strategic Regional Priorities

Assessment

(a) Legal Implications

Local Government Act 1993, recently amended to incorporate the Local Government
Amendment (Regional Joint Organisations) Bill 2017 .

The legislation provides that each JO is to adopt a Charter that may be tailored to
them to suit the needs of the regional group. The Charter will set out the way the JO
operates and governs itself.
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5. ESTABLISHMENT OF JOINT ORGANISATION (Cont'd)

Each Council will be represented by its Mayor. The JO Board will elect its own Chair
but each member Council will have equal voting rights. The JO will be managed by
a suitably skiled and capable Executive Officer to oversee the day to day operations.

The principal functions of the JO will be:

e Strategic planning and priority setting
¢ Intergovernmental collaboration
e Shared leadership and advocacy

JOs will be able to perform additional optional functions including shared services or
overseeing share arrangements such as procurement.

(b) Financial Implications

The financial costs to establish a JO are unknown. The State Government is providing
$3.3 million in seed funding to support the establishment of JOs. Funding for each JO
will be based on the number of Councils that choose to form a JO. JOs will be able to
directly apply for grants and generate income to help fund their ongoing operations.
It will be up to each JO to decide how Councils will confribute to the organisation.

(c) Strategic Implications

This report relates to items 4.4, 4.4.1, 4.4.2, 4.4.3, and 4.4.4 of the Community Strategic
Plan — sound partnerships are encouraged and fostered; provide sound input into
State, Regional and Non-Government Organisational Plans and Strategies; lobby and
advocate for major infrastructure and issues for the Shire that are backed by sound
research; work regionally to advocate on issues that affect us and our neighbouring
Shires; develop and build partnerships with State and Federal Governments, industry
and community organisations to foster development and delivery of community
services and emerging business sectors.

Summary

Following the recent legislative amendments to the Local Government Act 1993, the
OLG has invited Council to nominate to form a JO. This issue was considered by the
OROC Board at its meeting held on 1 December 2017 wherein it was resolved that
OROC supports to form a Regional Joint Organisation with the current OROC
membership and that each Council resolve their own position by way of a Council
resolution prior to the next OROC meeting. An invitation has been extended to Ashley
Albury from the Department of Premier and Cabinet to attend the meeting to answer
any queries.
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5. ESTABLISHMENT OF JOINT ORGANISATION (Cont'd)

RECOMMENDATION

In accordance with Part 7 of Chapter 12 of the Local Government Act 1993 (Act),
Narromine Shire Council resolves:-

1. That the Council inform the Minister for Local Government (Minister) of the
Council's endorsement of the Minister recommending to the Governor the
establishment of a Joint Organisation (Joint Organisation) in accordance with
this resolution.

2. To approve the inclusion of Narromine Shire Council’'s area in the Joint
Organisation’s area.

3. That the Joint Organisation be established to cover Narromine Shire Council’s

area and any one or more of the following Council areas:-
Dubbo Regional Council; Midwestern Regional Council; Bogan Shire Council;
Walgett Shire Council; Warren Shire Council; Brewarrina Shire Council;
Warrumbungle Shire Council; Cobar Shire Council; Coonamble Shire Council;
Gilgandra Shire Council and Bourke Shire Council.

4. That before 28 February 2018, the General Manager provide the Minister with a
copy of this resolution including the date on which Council made this resolution.

5. That on the expiry of a period of 28 days from the making of this resolution, the
General Manager inform the Minister that this resolution has not been
rescinded.

6. INTERNAL AUDIT COMMITTEE CHARTER
Introduction

The purpose of this report is to present Council with the attached draft Internal Audit
Committee Charter for consideration and adoption (see Attachment No. 6).

Background

Council will recall at its Ordinary Meeting held on 12 October 2016 a report was
provided on the proposed legislative changes to the Local Government Act wherein
it will be mandatory for Council to appoint an Internal Audit, Risk and Improvement
Committee. This section of the Local Government Amendment (Governance and
Planning) Bill 2016 has not been proclaimed as yet.
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6. INTERNAL AUDIT COMMITTEE CHARTER (Cont’'d)

Issues

In September 2010, the OLG released Internal Audit Guidelines to help Councils
implement internal audit and risk management frameworks within their organisations.
Council established an Internal Audit Committee following a resolution of Council at
its Ordinary Meeting held 10 May 2011, wherein Council agreed in principle to
participate in a joint arrangement with Coonamble, Gilgandra, Warren and
Warrumbungle Councils to establish an internal audit function for the five Councils.

The Internal Audit Committee operated for a term of 3 years and was then suspended
by Council in November 2014 at the conclusion of the 3 year audit plan.

As advised above, Council is still awaiting proclamation of the requirement to establish
an Internal Audit, Risk and Improvement Committee.

Options

Council can contfinue to await the proclamation and the release of the new
framework and written guidelines by the OLG, or it can re-establish its Internal Audit
Committee based on the 2010 guidelines issued by the OLG; and once the new
guidelines are finalised, review the Committee Charter.

Council has a budget allocation in this financial year for internal audit. As such, the
attached draft Internal Audit Committee Charter based on the 2010 OLG Internal
Audit Guidelines has been attached for consideration.

The General Manager has approached neighbouring OROC Councils with a view to
using the same Internal Audit Committee external members and Internal Auditor. |If
this approach is accepted, each member Council would establish its own Internal
Audit Committee and would operate their committees independently. Travel and
accommodation costs for the independent members and internal auditor would
therefore be shared by any participating Councils with each participating Council
Committee meeting on the same day.

Should Council adopt the attached Charter, the next step would be to advertise for
expressions of interest for the Internal Auditor; as well as two independent external
members (one with financial expertise, and one of which will be Chair).

Assessment
(a) Legal Implications

Local Government Act 1993; Local Government Amendment (Governance and
Planning) Bill 2016
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6. INTERNAL AUDIT COMMITTEE CHARTER (Cont’'d)

(b) Financial Implications
Council has funds allocated in the 2017/2018 budget for internal audit.

(c) Strategic Implications

This report relates to item 4.2.7 of the Community Strategic Plan — Continuously improve
organisational performance, efficiency of services and project delivery and item
4.2.7.5 of the Delivery Program — Establish an Internal Audit and Risk Management
Committee in accordance with the OLG's proposed new legislation and based on a
resource sharing model.

Summary

An action within Council’s Delivery Program is to establish an Internal Audit and Risk
Management Committee in accordance with the OLG’s proposed new legislation
and based on a resource sharing model by 30 June 2018. This section of legislation
has not been proclaimed and the OLG are yet to release their framework and
updated guidelines. Council may either adopt the attached Draft Internal Audit
Committee Charter based on the 2010 OLG guidelines; or wait until proclamation and
the release of the new framework from the OLG. If Council establishes the Committee,
it should appoint its Councillor delegate. Council has a budget within the 2017/2018
financial year for internal audit.

RECOMMENDATION
That Council:-

1. Adopt the attached draft Internal Audit Committee Charter
2. Appoint its Councillor delegate (excluding the Mayor)

7. FLAG FLYING POLICY
Introduction
The purpose of this report is for Council to consider reviewing the attached policy.

Background

Council adopted the attached Flying of the Australian National Flag and Other Flags
at Council Chambers policy at its Ordinary Council Meeting held on 14 May 2014,
Resolution No 2014/127.
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7. FLAG FLYING POLICY

Issues
The policy is now scheduled for a review.

Minor amendments to the policy are proposed and have been marked in red for ease
of reference (see Attachment No. 7).

Assessment

a) Legal Implications
Flags Act 1953
Protocols for the Appropriate Use and the Flying of the Flag — Department of Prime
Minister and Cabinet (2006)

b) Financial Implications
Nil

c) Policy Implications
Review of attached policy

d) Strategic Implications
Community Strategic Plan 4.2.8 — Implement best practice governance standards,

transparent decision making and a strong ethical culture — Delivery Program 4.2.8.2
— Maintain a framework of relevant policies and procedures.

Summary

The attached policy is due for review. Proposed amendments have been marked in
red for ease of reference.

RECOMMENDATION

That the attached Flag Flying Policy be adopted.

8. RECORDS MANAGEMENT POLICY
Introduction

The purpose of this report is for Council to consider changing the status of the Records
Management Policy from a Corporate Policy to an Internal Policy.
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8. RECORDS MANAGEMENT POLICY (Cont'd)

Backaground

Council adopted the attached Records Management Policy at its Ordinary Council
Meeting held on 12 July 2009, Resolution No 2009/262 (see Attachment No. 8).

Issues

The policy is now scheduled for areview. Asthe policy scope is for Council employees
it would seem appropriate that the policy status be altered from a Corporate policy
adopted by Council to an internal policy approved by the General Manager. It is
intended that Council’s Records Management Policy and Procedures for Councillors
(adopted 10 December 2014) remain as a Corporate Policy.

Assessment

a) Legal Implications
State Records Act 1998 — requires Council to make and keep full and accurate
records as evidence of business activities.

b) Financial Implications
Nil

c) Policy Implications
Review of attached policy — the reviewed Records Management Policy is infended
to be authorised by the General Manager as the policy is only applicable to staff.

d) Strategic Implications
Community Strategic Plan 4.2.8 — Implement best practice governance standards,
transparent decision making and a strong ethical culture — Delivery Program 4.2.8.2
— Maintain a framework of relevant policies and procedures.

Summary

The attached policy is due for review. As the policy applies to staff only, it is infended
to alter the status of the policy from Corporate to Internal, be reviewed by staff, and
then be adopted/endorsed by the General Manager.

RECOMMENDATION

That the attached Records Management Policy be made an internal policy.
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9. ORANA ARTS INC
Introduction

This report is presented to Council to provide information regarding the annual
contribution to the Orana Arts Inc.

Backaground

Council has for a number of years paid an annual contribution to the Orana Arts Inc.
This organisation supports and advocates for arts and culture in the region through
programs and projects that help communities participate in the arts and provide
opportunities for artists. Cr Lambert is the appointed Councillor Representative to the
Regional Arts Board.

The contribution being sought from Council for the 2017/18 financial year is $8,241.00.

Correspondence received from the Executive Director of the organisation indicates
that following their AGM in March 2018, Orana Arts will formalise a new MOU for
participating Councils which aligns with their three year Strategic Plan.

At present participating Councils are Bogan Shire, Dubbo Regional, Gilgandra Shire,
Mid-Western Regional, Narromine Shire and Warrumbungle Shire.

Issues

Itisintended that the contribution for the 2017/18 financial year be paid and following
the Orana Arts AGM in March, the Executive Director make a presentation to Council
regarding the new MOU and the budget contributions expected for the next 3 years.

Assessment

a) Legal Implications
Orana Arts intfends presenting a new three year Memorandum of Understanding
following their March AGM.

b) Financial Implications
The 2017/2018 financial contribution from Council is $8,241.00. Further financial
contributions will be determined following Orana Arts presentation to Council.

c) Policy Implications
Nil.

d) Strategic Implications
This report relates to item 1.2.2 of the Community Strategic Plan — Share and
celebrate our cultural and social diversity through local events, programs and
projects.
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9. ORANA ARTS INC (Cont'd)

Summary

It is infended to pay the 2017/2018 financial contribution to the Orana Arts Inc. and
invite the Executive Officer to make a presentation to Council on their proposed
Memorandum of Understanding for the next three years.

RECOMMENDATION
That Council:-
1. Pay the financial contribution for the 2017/2018 year being $8,241.00
2. Invite the Executive Officer of Orana Arts Inc. to make a presentation to Council

on the proposed three year Memorandum of Understanding and the merits of
Council remaining a financial contributor to the organisation.

10. SERVICE NSW EASY TO DO BUSINESS PROGRAM
Introduction

This report is presented to Council to provide an overview of the Easy to Do Business
Program.

Background

Service NSW in partnership with the Office of the NSW Smalll Business Commissioner has
launched the NSW Outdoor Dining Trial fo streamline the process for existing
restaurants, cafes and other food-based businesses to expand trading onto the public
footpath. This trial runs from September 2017 to July 2018.

The objective of the trial is to streamline the process for outdoor dining approvals by
cutting red tape for small businesses and local councils using an online application
and approval process.

After the Outdoor Dining Trial is completed, the next program sector to be launched
is Housing and Construction.

Issues

The Narromine Local Government area does not have a large café, small bar and
restaurant sector, and Council staff consider that they are able to provide a simplified
consultation and approval process with regard to local government issues; without
involving a third party.
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10. SERVICE NSW EASY TO DO BUSINESS PROGRAM (Cont'd)

It is therefore proposed that Council consider entering into a contract with Service
NSW for Easy to do Business at a later stage when the benefits of the tfrial program
have been measured and feedback from other participating Councils obtained.

Assessment

(a) Legal Implications

If Council wishes to join the program it will need to enter into a Contract with Service
NSW for Easy to Do Business, with the documents authorised for execution under the
Common Seal.

(b) Financial Implications

There is no joining fee applicable for the trial program. Confirmation has been sought
from Service NSW, that should Council consider joining the housing and construction
program, this too will be a free service.

(c) Strategic Implications
This report relates to Item 4.2.7 of the Community Strategic Plan — continuously improve
organisational performance, efficiency of services and project delivery.

Summary

Service NSW in partnership with the Office of the NSW Smalll Business Commissioner has
launched the NSW Outdoor Dining Trial to streamline the process for the outdoor dining
approvals. Council staff consider that this is a small industry and therefore can
adequately provide consultation and support on local government issues without
involving a third party. It is proposed that Council consider joining the Easy to Do
Business program in the future.

RECOMMENDATION

That the information be noted.

11. WORK HEALTH AND SAFETY POLICY
Introduction

This report is presented to Council for the adoption of the reviewed Work Health and
Safety Policy.

Background

Council is committed to providing and maintaining a safe and healthy workplace for
its workers and other persons in the workplace.
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11. WORK HEALTH AND SAFETY POLICY (Cont'd)

Council adopted its Work Health and Safety Policy at its Ordinary Council Meeting
held on 10 June 2015, Resolution No 2015/133. The policy is now due for revision. Minor
amendments have been marked in red for ease of reference (see Attachment No 9).

Assessment

a) Legal Implications
Work Health and Safety Act 2011, Work Health and Safety Regulations 2017,
Workers Compensation Act 1998, Workplace Injury Management and Workers
Compensation Act 1998; Workers Compensation Regulation 2016.

Council has a primary duty of care to ensure, so far as is reasonably practicable,
the health and safety of workers engaged, and workers whose activities in carrying
out work are influenced or directed by Council, whilst at work.

b) Financial Implications
Failure to ensure the health and safety of workers can result in significant penalties
to the body corporate and/or individuals.

c) Policy Implications
Work Health and Safety Policy; Management Plans and Procedures

d) Strategic Implications
This report relates to item 4.2.7 of the Community Strategic Plan — continuously
improve organisational performance, efficiency of services and project delivery
and item 4.2.7.2 of the Delivery Program —review and implement the Work Health
Safety Management System.

Summary

Council is committed to ensuring the health and safety of its workers and others
persons in the workplace. The attached Work Health and Safety Policy was adopted
by Councilin 2015 and is now due for revision. Minor amendments have been marked
in red for ease of reference.

RECOMMENDATION

That the aftached Work Health and Safety Policy be adopted.

Jane Redden
General Manager
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Proposed Amendments to the Local Government (General) Regulation 2005
Councillor Induction and Professional Development Programs

¢ The general manager is to ensure an induction program is delivered for
newly elected and returning councillors and a specialised supplementary
induction program for the mayor within six months of their election.

e The general manager is to ensure an ongoing professional development
program is delivered for the mayor and each councillor over the term of
the council for the purposes of assisting them to acquire and maintain the
knowledge and skills necessary to perform their roles.

« The content of the ongoing professional development program to be
delivered to the mayor and councillors is to be determined in consultation
with the mayor and each councillor and is to have regard to the specific
knowledge and skills required by the mayor, each individual councillor and
the governing body as a whole to perform their roles.

e Mayors and councillors must make all reasonable efforts to participate in
the activities offered to them as part of an induction or ongoing
professional development program.

¢ The general manager is to report to the first council meeting held following
the completion of the delivery of the induction program identifying the
activities offered to the mayor and each councillor as part of the induction
program, and whether or not the mayor and each councillor participated in
the activities offered to them.

+ The general manager is to report to the first council meeting held following
30 June in each year identifying the ongoing professional development
activities offered to the mayor and each councillor in the year to 30 June
as part of the professional development program, and whether or not the
mayor and each councillor participated in the activities offered to them
under the program.

e The general manager is to ensure these reports are published on the
council's website.

e The Chief Executive of the Office of Local Government may, at the request
of a general manager, exempt the council from the requirement to publish
details of induction and ongoing professional development activities
offered to the mayor or an individual councillor where he or she is satisfied
that there are exceptional circumstances.
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About these guidelines

The Councillor Induction and Professional Development Guidelines (the Guidelines) have been
issued under section 23A of the Local Government Act 1993 (the Act) to assist general managers
and council staff to develop, deliver, evaluate and report on the induction and professional
development programs they are required to provide mayors and councillors under the Local
Government (General) Regulation 2005 (the Regulation). Councils are required to consider the
Guidelines when undertaking these activities.

The Guidelines have also been developed to ensure mayors and councillors are aware of the
knowledge, skills and personal attributes expected of them in their civic roles under the Act, and of
the support their council should be providing to ensure they are able to effectively fulfil their roles,

THESE GUIDELINES ARE DIVIDED INTO FIVE PARTS:
Part1 introduction

Part 2 explains the statutory requirements for induction and professional development programs
far mayors and councillors in NSW,

Part 3 guides councils on how to develop and deliver information sessions to potential
candidates considering nominating for election.

Part 4 guides councils on how to develop and deliver induction programs for newly elected and
returning mayors and councillors.

Part 5 guides councils on how to develop and deliver ongoing professional development
programs that ensure mayers and councillors continue to develop their skills and
knowledge throughout their terms in office.

Part 6 outlines how councils are to report an the induction and professional development
activities offered to mayors and councillors and their participation in those activities.

It is acknowledged that many NSW councils already have induction and ongoing professional
development programs for mayors and councillors. It is also recognised that the needs and
circumstances of councils vary, as do the skills and needs of individual mayors and councillors.
The aim of the Regulation and the Guidelines is to ensure that all mayors and councillors across
the state have access to such programs, and that the programs delivered by councils meet a
consistent minimum standard. The Guidelines have therefore been designed to be used flexibly by
councils and to accommodate, and in some cases build upon, existing programs.

These Guidelines include;

. details of the knowledge and skills that mayors and councillors are required to have or acquire
in order to fulfil their roles effectively

« a framework for the development of pre-election information sessions for candidates, and
induction and ongoing professional development programs for elected members

. information about the developmental stages of each program and what to consider at each
stage, and

« checklists of the content that could be included in each program.
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Background

Mayars and councillors come from a diverse range
of backgrounds and bring different knowledge,
skills, perspectives and insights to their roles,

This is one of the strengths of a democratic and
representative system of local government.

However, few new mayors or councillors have
extensive knowledge of the system of local
government, how a council works or the full
range of their roles and responsibilities when
they assume office for the first time. Some are
unaware of the need for mayors and councillors
to work as a team, despite their political
differences, to make decisions that are in the
best interests of the community. There may

be others who, if they had been fully aware,
prior to their election, of the nature of the

role of a mayor or councillor, and of the time
commitment involved, may not have nominated
to stand.

The role exercised by mayors and councillors
is a very demanding one and the community
rightly has high expectations of the
performances of the mayor and councillors, As
the governing body of the council, mayors and
councillors must work together as a cohesive
team to meet the needs of the community, The
multi-faceted nature of the roles also requires
mayors and councillors to have a wide variety
of skills, experience and knowledge, along with
the time, passion and commitment to achieve
results for the community.

From their first council meeting, mayors and
councillors will be required to work together
to make important decisions on behalf of

their communities, and to take responsibility
for those decisions. These decisions will
impact on local communities, the services

and infrastructure delivered by the council,
and the local natural and built environments.
They will often involve significant use of public
meney, Proper induction into their roles, and
the building of the governing body as a unified
and collaborative team, are vital if mayors and
councillors are te be effective from the start of
their terms in office.
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Some mayors and councillors may need to
develop knowledge and skills in areas that
are unfamiliar to them in order to undertake
the breadth of their roles successfully. These
may include, for example, understanding
council meeting procedures, understanding
land use planning regulatory requirements, or
interpreting financial statements.

Even experienced mayors and councillors say
they can find it challenging to keep abreast of
changes to the legislative and policy context
for local government as well as changes to their
councils’ policies and procedures.

Ongoing professional development and
training, as well as early relationship building
between councillors, is essential if the
community is to be well served by their elected
representatives on council.

Statutory requirements

The Act prescribes the roles and responsibilities
of mayors and councillors collectively as the
governing body of the council and as individual
members of the governing body. It also places
a responsibility on each mayor and councillor
to make all reasonable efforts to acquire and
maintain the knowledge and skills necessary to
perform their roles.

To assist mayors and councillors to meet this
obligation, the Regulation requires general
managers to deliver induction and professional
development programs that will help mayors
and councillors to acguire and maintain the
knowledge and skills necessary to perform their
roles. Mayors and councillors have a reciprocal
obligation to participate in these programs.
Part 2 of these Guidelines further explains what
is required of councils, mayors and councillors
under the Regulation.

Each council is required to publicly report on the
activities offered to the mayor and councillors
as part of council’s induction and professional
development programs, and their participation
in those activities. Part 6 of these Guidelines
outlines these reporting recuirements.
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Councillor Induction And Professional Development Guidelines

Induction and professional development -

an overview

Pre-election candidate
information sessions

Whilst not a regulatory requirement, it is
recommended that general managers begin
induction and professional development
activities by holding at least one candidate
inforrmation session prior to the election for
people considering nominating for election.

These sessions should be designed to ensure
potential candidates are fully aware and
informed of what will be expected of them if
they are elected. Part 3 of these Guidelines
provides more information about how each
council should develop and deliver candidate
information sessions.

Induction programs

An induction program is a process used within
many businesses, government agencies and
non-government bodies to welcome new
people to an organisation and to prepare them
for their new roles,

It ensures the organisation provides a person
commencing a role with all the information they
need to do their job in the first few months. It
also enables the person to become a useful,
integrated member of the organisation. rather
than being ‘thrown in at the deep end’ without
understanding how te perform their role, or
how it fits in with the rest of the organisation.

A good counciller induction program can build
early positive relationships and teamwork
between councillors, increase productivity and
provide essential knowledge from the moment
a mayor or councillor is elected. This can ensure
newly elected mayors and councillors are more
productive in a shorter period of time.

Part 4 of these Guidelines cutlines how
each council should develop its councillor
induction program.

Professional development
programs

A professional development program is any
program which invelves a deliberate and
ongoing process of improving and increasing
the professional knowledge, competence, skill
and effectiveness of people in the workplace
through training specific to their needs.

In local government, an effective professional
development program can ensure mayors and
councillors fill any skills or knowledge gaps they
have that may otherwise prevent them from
making the best possible contributions to their
communities. Part § of these Guidelines outlines
how each council should develop its councillor
professional development program.
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Under section 232(1)(g) of the Act, all mayors
and councillors have a responsibility to make all
reasonable efforts to acquire and maintain the
skills necessary to perform their roles,

To support this, the general manager is
required under clause x of the Regulation to
ensure the delivery of:

« an induction program for newly elected
and returning councillors and a specialised
supplementary induction program for the
mayor within six months of their election, and

= an ongoing professional development
program for the mayor and each councillor
over the term of the council to assist them
to acquire and maintain the skills and
knowledge necessary to perform their roles.
The content of the ongoing professional
development program is to be determined
in consultation with the mayor and each
councillor. It must be needs-based and
reflect the specific skills and knowledge
reguired by the mayor, each individual
councillor and the governing body as a
whele, to perform their roles effectively.

Under the Regulation, mayors and councillors
must make all reasonable efforts to participate
in the activities offered to them as part of an
induction or professional development prodram.

Principles, roles and
responsibilities under the Act

Councils are required to apply the five sets of
auiding principles prescribed under the Act

in exercising their functions,. These principles
(outlined in Appendix A) seek to ensure that
each council carries out its functions in a way
that facilitates the creation of a strong, healthy
and prosperous local community. Mayors and
councillors must understand these principles
and be able to apply them when exercising
their functions.

The Act also prescribes the roles and
responsibilities of mayors and councillors,
both collectively as the governing body of
the council, and individually as members of
the governing body (these are outlined in
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Appendix B). Mayors and councillors must have
a strong understanding of their prescribed roles
and responsibilities under the Act in order to be
able to fulfil them.

Councils must design their induction and
professional development programs to

ensure that mayors and councillors have the
knowledge and skills needed to apply the
guiding principles, and to undertake their roles
and responsibilities prescribed under the Act.

Reporting requirements

Mayors and councillors are ultimately
accountable to the community that elects them
for the performance of their duties,

To facilitate this accountability, the general
manager is required under clause x of the
Regulation to report to the first council meeting
held after the induction program is delivered:

+ the activities offered to the mayor and each
councillor as part of the induction program,
and

+  whether or not the mayor and each
councillor participated in them,

The general manager is also required to report
to the first council meeting held after 30 June
each year:

the ongoing professional development
activities that were offered to the mayor and
each councillor in the year to 30 June, and

« whether or not the mayor and each
councillor participated in these aclivities.

The general manager is also required to
ensure these reports are published on the
council’s website.

The Chief Executive of the Office of Local
Government may, at the request of the

general manager, exempt the council from the
requirement to publish details of induction and
ongoing professional development activities
offered to the mayor or an individual councillor
where he or she is satisfied that there are
exceptional circumstances.
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Benefits of a pre-
election candidate
information session

It is vital that people who are considering
nominating for election to a council have a solid
understanding of the role before they nominate.
This includes an understanding of what will be
expected of them should they be elected, and

the legislative boundaries they must work within.

Being fully informed will ensure that candidates
who nominate have seriously considered
whether they have the skills and personal
attributes required to fulfil the responsibilities
of civic office (noting that the specific
knowledge required can be developed if these
skills and personal attributes are present).
Being fully informed will also assist them to
judge whether they will be able to effectively
meet the demands of representing their
community on council.

The general manager should therefore ensure
that at least one candidate information session
is held prior to nomination day for people
considering nominating for election to council.

The benefits of a pre-election infarmation
session/s include;

+ candidates being fully informed about the:
- roles and responsibilities of a mayor and/
or councillor
- the legislation and council policies they
are expected to comply with
- time commitment required, and
- the skills, knowledge and personal
attributes needed.
« candidates being given the opportunity
to learn from experienced mavors
and councillors
 candidates being given the opportunity to
ask council any questions about the role
- candidates being aware of the financial and
other support available to them to fulfil the
role of a mayor and/or councillor

CONSULTATION DRAFT

Pre-Election Session for Potential Candidates

+ candidates understanding that their
behaviour as a mayor and/or councillor will
be governed by council’s code of conduct
and that there are penalties for breaches

+ council being able to provide potential
candidates ahead of time the key dates of
any known events that they will be required
to participate in during council’s term if they
are elected (for example, council meetings.
induction) so that candidates may then
make tentative arrangements to enable
them to attend the induction program if they
are elected

» the community benefiting from each
candidate seeking election based on a
platform that reflects what they can and
cannot do or achieve as counclllor, and

» reduced tension and conflict due te newly
elected mayors and councillors having a
better understanding of their roles and what
can be achieved by a unified governing body.

Delivering a pre-electioh
candidate information

session

Timing

Councils should plan to hold at least one
candidate information session before the
deadline for nomination, The session/s could
be held at council premises, or another
appropriate public venue/s, at a convenient
time that will enable as many potential
candidates as possible to attend, For councils

divided into wards, consideration should be
given to holding sessions in different wards.

Councils will need to ensure that the details of
the candidate information session/s are well
advertised in the local community (for example,
the council's website, local radio, social media,
newspapers, and/or any other effective means)
so that any potential candidates are aware the
information session/s is being held.

mn
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Content

A checklist of the content to be included ina
candidate information session/s is provided in
Appendix C. Recommended content covers:

« the role of council

+ the roles and responsibilities of the
governing body and mayor and councillors,
and of the general manager and other staff

+ legal and ethical responsibilities

+  the time commitment required of a mayor
and councillor

= the support available to assist the mayor and
councillors in their roles, and

« the knowledge, skills and personal attributes
required to successfully fulfil the roles of
mavyor and councillor,

The NSW Electoral Commission provides a range
of information and educational resources about
the election process and the legal obligations of
candidates when nominating and campaigning.
More information can be found at
www.elections.nsw.gov.au and www.votensw.info,

Delivery

The candidate information session/s should

he delivered by the person who is best able to
engage attendees and deliver the content in a
way that will achieve the outcomes sought. This
person could be the general manager, another
staff member or an external provider. The
general manager should be present, however,
to answer any guestions.

Previous ar current mayors or councillors may
also be invited to provide averview/s of their
experience in council, and any significant
issues they think potential candidates should
consider before deciding whether to nominate.
This could take the form of an informal talk, a
panel discussion or a councillor question and
answer session.

Consideration should be given to which delivery
method, or combination of delivery methods,
would best suit the information being conveyed
and should recognise that attendees are likely
to have a variety of learning styles.

12

Candidate information pack

Councils should prepare a candidate
information pack for attendees that provides
key information for continued consideration
after the session/s. This can take the form of
printed material presented in a folder that
potential candidates can take away and read,
or a dedicated section on council's website
that provides all the necessary information. The
pack can also include any relevant information
or resources made available by external bodies.
The NSW Electoral Commission, for example,
provides a range of educational resources that
guide candidates through the election process,

Cost

The cost of the infermation session/s should be
coverad by council's councillor induction and
professional development budget.

Evaluation

The information session/s should be evaluated
by council to determine how effective it was in
helping potential candidates understand what
is involved in being a councillor or mayor, and
to enable them to assess their suitability for
these roles,

The outcomes achieved from the information
session/s should include, at a minimum,
potential candidates fully understanding:

= the roles and responsibilities of a councillor
and mayor, including the personal attributes,
skills and knowledge needed to perform
these roles effectively

« the legislation, code of conduct and
other council policies they will need to
comply with

« the time commitment that will be reguired
from them, and

+ the financial and other support available
to them to fulfil the role of a mayor and/or
councillor,

The evaluation should assess whether these
outcomes were achieved.
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Induction Program for Mayors and Councillors

Benefits of a councillor induction program

An induction pregram enables the mayor and
councillors to quickly become familiar with
how the council works, the rules under which it
operates and the complexities of the roles. It is
a vital way to ensure new and returning mayors
and councillors get the information they need
to be effective leaders from the very beginning
of the council's term.

it is iImportant that an induction program is
not simply used to present dry facts. It is also
a vital opportunity to talk with councillors
and the mayor about the accepted values
and behaviours of the council that they have
become a part of,

The induction program is also an invaluable
opportunity to sow the seeds for a governing
body that functions as a strong, collaborative
team. It provides the chance for the mayeor and
each councillor to understand what motivated
their new colleagues to become councillors,
and to bond as a team with a commeon focus
on makina a difference for the community. It
can also be used as an opportunity to have
early conversations about how they would like
to operate as a team to work towards common
goals and to identify success factors for council
and the community.

In this way, an induction program also provides
an opportunity to set a positive tone for the
governing body, establish clear roles and
responsibilities and build trust and positive
working relationships frem the cutset. This lays
the foundations for a successful, collaborative
and cooperative term in office for new mayors
and councillors.

The induction program will benefit mayors and
councillors by:

= providing them with access to essential
information in a structured and consistent
way that will assist them to function well
in their role and to make informed and
effective decisions from the start of their
term in office
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« enabling more active and rapid participation
in the business of the council

- enpabling them to meet, build rapport, share
knowledge and experiences, and form
positive working relationships with each other

- identifying common goals and a shared
vision as a governing body

« introducing councillors to staff to help break
cdown any 'us and them’ divide and create
one team working for the community whilst
still recognising the legislated separation
between the two groups

«  providing an opportunity for appropriate
role models and mentoring relationships to
be established between experienced mayors
and councillers and new councillors

+ helping participants to understand
key legislation

+  helping participants to understand their
prescribed roles and responsibilities

« briefing them on the ‘big picture’, and
providing them with a clear understanding
of council's health and performance

« enabling them to understand and agree on
the key issues and tasks for the new council,
and to build a vision for the governing
body's term

= enabling them to understand key council
information, policies and procedures

» enabling them to understand the council and
the local government area

« enabling them to feel empowered with
key information about the integrated
planning and reporting processes and their
opportunities for influence, and

- increasing their self-confidence in their
ability to perform their roles.

Returning councillors

Because local government is complex

ahd subject to change, the mayer and all
councillors, both new and experienced, should
attend council’s induction program at the
commencement of each term.

15
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Whilst returning councillors may already

know much of the information provided in

the induction program, their attendance

at these sessions will demonstrate to new
councillors that their roles and responsibilities
are important. Returning councillors can also
contribute valuable information and lessons
learnt from previous council terms, and help
build a positive and collaborative culture for the
new governing body.

Important aspects of the induction program
include building trust and positive relationships
between the members of the new governing
body, establishing working bonds and
determining how they can work together

as a team. All councillors need to be part of
this process.

Delivering a councillor
induction program

Planning

Councils should aim to have their induction
programs finalised in time to provide potential
candidates the proposed induction timetable at
the candidate information sessions. Candidates
can then make tentative arrangements to
enable them to attend the induction program if
they are elected.

It is important that councillors feel welcome
when they start their terms. This will send a
supportive message that builds on the positive
culture being encouraged for the governing
body. Council should also ensure that the
resources each councillor and the mayor needs
are set up and ready when they start. This
includes any IT equipment, office facilities or
other necessary resources that will ensure they
are productive from their first day in office.

Timing

The Regulation allows a maximum of six months
for the delivery of the induction program to
provide councils the flexibility to develop an

approach that best meets the needs of its
mayor and councillors.
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The first induction training session should

take place as soon as possible after the results
of the election are declared and prior to the
first council meeting. It should aim to provide
councillors with the information they need to
function in their roles, including in meetings,
until the rest of the induction program is
delivered. The rest of the induction program
must be delivered within six manths of the polls
being declared.

The delivery of the components of the
induction program should be timed to reflect
the information the councillors and the mayor
need in the first week, the first month and the
first three months of council. In addition, the
relevant components of the induction program
should be delivered before the review of the
council’s community strategic plan, and before
the adoption of its delivery program.

Some councils prefer to deliver the full induction
program as soon as possible to provide councillars
with all of the information and induction training
they need fram the start of their term in office,
However, this approach runs the risk of councillors
feeling overloaded with information.

Other councils prefer to deliver the induction
program approximately six weeks after the
election so that new councillors have the
opportunity to gain some practical experience
first, However, this approach runs the risk

of councillors not being effective or lacking
confidence during the weeks preceding the
induction training.

Alternatively, some councils choose to do a
mixture of these approaches by staging the
induction program over a number of weeks.
Ultimately, the optimum timing for delivery of
an induction program will vary depending on
local circumstances.

Content

A checklist of recommended content for
induction programs for councillors and a
supplementary program for mayors is provided
at Appendix D.
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There should be two core components of

council’s induction program:

+ aknowledge-based component that ensures
new mayors and councillors have the
information they need to undertake their roles
during the first few weeks of their term, and

*  ateam-building component designed to bring
councillors together to form a collaborative,
positive and united governing body.

Knowledge component

In the first few weeks in particular, new mayors

and councillors will need to know:

« their roles, responsibilities and
legislative obligations

+ what the council does and how the
council operates, including an overview of
integrated planning and reporting and land
use planning

« their financial management responsibilities

+ the key issues and tasks for the new council

+ the legislation, rules, principles and political
context under which councils operate

» the council's organisational structure and
the roles and responsibilities of staff

+  key council policies and procedures they
must comply with

= the role of council meetings and how to
participate effectively in them

+ the support available to the mayor and
councillors, and where they can go to get
maore information or assistance

* how to speak to the media appropriately and
effectively, and

« information on the process for electing the
mayor (where applicable).
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Mayors will also need to know:

» the roles and responsibilities of the
mayor as leader of the council, including
ceremanial functions

=  how to chair council meetings

« the role and functions of regional and other
external bodies council is a member of

* how to oversee the general manager,
including understanding recruitment
processes and leading performance reviews

+ how to lead council's integrated planning
and reporting, and

« how to manage code of conduct complaints
about the general manager.

Team building component

Team building activities should be held, where
necessary, depending on the relationships

that exist between councillors and how they
are likely to function as a team. The activities
should aim to ensure mayors and councillors, as
a governing body, understand the need to:

»  build relationships with each other basad on
trust and mutual respect

« contribute to a positive and ethical culture
within the governing body

+ encourage and facilitate collaboration with
each other

= work towards consensus as members
of the governing body for the benefit of
the community

= win concessions without damaging
relationships within the governing body

» champion and communicate the council's
vision and strategic plans as a cohesive team

= respect the diversity of skills and
experiences on the governing body, and

= communicate and uphold the decisions of

council in a respectful way, even if their own
positions are not adopted.

17
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Activities should also help the mayor, as the
leader of the governing body. to:

+ act as a stabilising influence and show
leadership, and

« promeote a culture of integrity and
accountability within council and when
representing council in the community
and elsewhere.

Structure and delivery

Each component of the induction program
should be presented by the person who is
best able to deliver the content and achieve
the outcomes sought. This could be the
general manager, another staff member or an
external provider. Previous or current mayors
or councillors may also be invited to provide
an overview of their experiences on council, as
might an experienced former or current mayor
from cutside the council.

The induction program should be conducted

in a way that avoids the mayor and councillors
being overloaded with information, particularly if
this is at the expense of team building. This may
be achieved by limiting the length of sessions,
having a number of short sessions rather than
one longer session and/or through the use of a
range of delivery modes and materials.

Some councils structure their councillor
induction programs intensively over two or
more cays - possibly a weekend - while others
choose to hold shorter, evening sessions over
several weeks. Others choose a combination of
these two approaches.

When planning and delivering their induction
programs, councils may consider making

use of resource sharing arrangements with
other councils, including Joint Organisations
or Regional Organisations of Councils, For
example, one part of the induction may be
provided at the regional level to cover the
more generic and regional issues, and another
part within the council may cover local issues,
policies and procedures. Printed and face-to-
face training resources could also be utilised.

18

The Office of Local Government also offers ‘Hit
the Ground Running’ workshops, held shortly
after each council election, which councils may
wish to include in their induction program.

Consideration should be given to which
delivery method, or combination of methods,
would best suit the information being conveyed
and the different learning styles of councillors.
Options could include:

« intensive blocks over two or more days
(including weekends)

« evening or dinner sessions over several weeks

« a mix of regional and local level
induction sessions

» informal briefings from the general manager
and other senior staff

+ guest speakers and presenters from other
councils, state government agencies or
other local government groups

= aguided tour of the council’'s administration
building/s, depot, council facilities and local
government area

« in-house workshops by council staff and/or
professional training providers

= seminars and conferences
* panel discussions
= amock council meeting or meetings

= training booklets and discussion papers
distributed to councillors to work through at
their own pace, and/or

= online information and training resources.

Where possible, presentations should be
supported by written materials, including an
induction manual or handbook that councillors
can retain and refer to.

Induction manual

Councils should develop an induction manual
or handbook to support councillors in the
first weeks following the commencement of
the council’'s term of office. This resocurce may
also include relevant background reference
material for the longer term, and printed or
online resources specifically developed for
new councillors. It could also include a copy
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of the Councillor Handbook which has been
developed by the Office of Local Government
for councillors. The induction handbook may be
provided prior to, at or after induction training.

How the information is presented in the
induction manual will affect how useful it

is. For example, some councils have found
that a manual is most likely to be used if the
information is presented in a folder. Some
councils may consider also providing the
information as an online resource. An online
resource may be easier for councils to keep
updated and can make topic searching easier
for users.

Appendix E provides a checklist of the content
that could be included in an induction manual
or online resource. Recommended content
includes:

+  pasic information about the council

profiles (demographic, economic etc.) of the
local government area

- information about council meetings

«  key planning and policy documents and
information

«  key legislation

+ information about support for councillors, and

- other useful resources, such as Bluett's Local

Government Handbook NSW, and/or details
about where they may be accessed.

It is suggested that online resources include
hyperlinks to electronic versions of any plans,
policies or other documents referred to in the
councillor induction manual.

Cost

The cost of the induction program should be
budgeted for within the council's councillor
induction and professional development budget.

By-elections

Under the Regulation, an induction program
must also be delivered by a council for any
newly elected mayor or councillor whe joins
the council as a result of a by-election te fill a
casual vacancy.
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Evaluation

Council should evaluate the induction program
to determine what elements worked well and
whether there were any deficiencies that need
to be addressed.

The methodology for the evaluation should

be determined when the induction program is
being developed to ensure that relevant data is
collected. At a minimum, the evaluation should
assess whether the induction program resulted
in councillers and the mayor:

« understanding the need to build trusting
and positive relationships with a commaon
purpose as a team of councillors

- understanding the need to build a cohesive
and positive culture for the governing body

« understanding the need to build a positive
working relationship with the general
manager and other staff

- understanding their roles and the roles of
internal and external stakeholders, and
feeling confident in their ability to perform
their roles

» understanding key council information and
how council works

- being aware of all relevant legislation and
council policies and procedures, and being
committed to complying with them

« understanding the key issues and tasks for
the new council

+  being able to make informed and effective
decisions from the start of their term in office

»  being able to effectively participate in council
meetings and apply meeting rules correctly
from the start of their term in office

«  being able to fulfil their integrated planning
and reporting responsibilities, including
financial management responsibilities

+ knowing how to speak to the media
appropriately, and

- feeling confident in understanding and
using financial information to manage
council's finances.

19
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In the case of the mayor, being able to:

20

act as a stabilising influence and show
leadership in times of crisis

build a positive working relationship with the
general manager

oversee the general manager, including
leading recruitment processes and
performance reviews

chair council meetings

undertake his or her ceremonial functions
lead the council's integrated planning and
reporting, and

manage code of conduct complaints about
the general manager,
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Professional Development Program for Mayors and Councillors

Benefits of a
professional
development program
for mayors and
councillors

Ongoing professional development for mayors
and councillors is an investment which will
enhance the effectiveness of a council’'s
performance in achieving its goals.

The benefits of an ongeoing professional

development program for councillors and

mayors include:

+ mayors and councillors representing their
communities to the best of their ability

= mayors and councillors feeling confident and
supported in their roles

« the governing body making decisions based
an a full understanding of all the key issues
and conseguences

« improved performance of council overall

+ greater understanding of, and compliance
with, legal responsibilities

+  better management of the council's finances
and resources, and

+  mayors and councillors developing skills
and knowledge that they can take into their
personal and professional lives,

Enshrine commitment in
council policies

Each council needs to enshrine its commitment
to the ongoing professional development of
mayors and councillors in all relevant council
policies. This will ensure that this commitment
is embedded in council's values and operations,
and that an effective ongoing professional
development program is implemented.
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Policy on the provision of
expenses and facilities to
councillors

Each council’s ongoing professional
development program should be
accommedated by and reflected in its
councillor expenses and facilities policy. The
expenses and facilities policy should make clear
and adeguate provision for relevant training
and professional development activities as
legitimate expenses.

Other mechanisms

Councils may also wish to consider other
mechanisms to reinforce their commitment

to ongoing professional development for the
mayor and councillors, and they may wish to
develop a structured approach for realising this
commitment in practice.

This may be done through developing and
adopting a resolution or a charter as a statement
of commitment to support ongoing professional
development for the mayor and councillors.

Alternatively, councils may wish to develop and
adopt a councillor training and professional
development policy. A model policy is provided
in Appendix F.

Development of a
training and professional
development plan

As part of council’s professional development
program, council should develop a professional
development plan for the mayor and each
councillor. The plan should be developed in
consultation with the mayor, each individual
counciller and the governing body as a whole,
and the general manager.
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Depending on the needs of the council and
the governing body, council's professional
development program could comprise:

« generic activities delivered to all councillors
which address the needs of council
(identified in council's needs analysis), with a
supplementary program for the mayor, or

» an individualised program for each
councillor or mayor which caters to
their specific professional development
needs, and which addresses the skills and
knowledge gaps that the councillor or mavor
is identified as having, or

* ageneric program that offers activities
to meet council's skill and knowledge
requirements, supplemented with individual
activities to meet the specific needs
of individual councillors or groups of
councillors and the mayor.

The program can span the council's term, with
individual activities implemented aver time
according to priority.

Needs analysis

The first step in creating a professional
development plan is to identify any gaps in the
knowledge and skills required by the mayor
and each councillor to perform their roles and
responsibilities effectively. These needs should
be assessed individually for the mayor and each

councillor, and for the governing body as a whole.

To do this, each council will first need to
conduct a needs analysis prior to each new
council term to determine what knowledge and
skills their mayor and councillors must have to
effectively serve their local community.

The knowledge and skills listed in Appendix G,
together with any additional needs a council
may have (for example, specific services or
particular environmental, social or economic
challenges facing their community), should
form the basis of this needs analysis.
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Assessment of skills and
knowledge gaps

Once the council has determined the knowledge
and skills required of the mayor and councillors,
an assessment should be undertaken of what
skills and knowledge the mavor and each
councillor bring to their roles. The assessment
should identify areas where they require
development. This should be done for both new
and experienced mayors and councillors,

Council, the mayor and councillors can use
information obtained through a range of
activities to identify any gaps, Examples of
information sources include: self-assessments,
questionnaires, councillor feedback,
observations during council meetings and
waorkshops, and interviews.

Any deficit identified through the assessment
process should form the basis of the
professional development plans for the mayor
and councillors.

Structure and timing

Councillors' professional development plans
should outline:

+  the outcome of council’'s needs analysis

+  the knowledge and skills the councillor or
mayeor brings to their role

«  the development needs of each councillor or
mayor

« the priority given to each development need

= how the knowledge or skill will be developed
fi.e. on-the-job training, mentoring,
internal training, external training, briefing
session etc.)

«  timeframes for development

+ who is responsible for arganising training/
development

+ approval processes, and
«  estimated costs,
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The timing of the delivery of each component
of the professional development plans for the
mayor and councillors should be designed in
such a way so as to not overload councillors
with learning activities in the early part of
council’s term. The timing should reflect what
knowledge and skills councillors and the mayor
need at various points in council's term to
undertake their roles.

For example, council should ensure that the
mayor and councillors have acquired the
knowledge and skills necessary to effectively
contribute to the review of the community
strategic plan and the development of the
delivery program before these activities

are undertaken,

Delivery

A range of delivery methods and materials
should be used te support the training
and development needs of the mayor and
councillors, recognising the varied learning

styles councillors may have, These could include:

« in-house workshops, seminars and briefing
sessions conducted by the council with
appropriate staff, trainers and guest speakers

«  workshops, seminars and conferences for
mayors and councillors offered by external
training providers and industry bodies

« printed material, including training booklets
and discussion papers, that may be
distributed to councillors for information, and

« online training courses and webinars,

Councils could also consider making use of
resource sharing arrangements with other
councils, including Jeoint Organisations and
Regional Organisations of Councils,

Each counciller's professional development
plan should outline possible delivery methods
for each training need identified.
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Cost

Each year the council should allocate a budget
to support professional development activities
to be undertaken in that year. Progress against
expenditure of the budget allocation should
be reported on a quarterly basis as part of the
budgetary cycle.

Councils will need to determine the size of
the budget allocation, which may change
annually, depending on training needs. It is to
be expected that costs will be higher in the
first year of council's term due to the need to
deliver candidate information sessions and
the induction program. The delivery program
financial estimates and the Long Term Financial
Plan will reflect the varying training and
development budget requirements over the
term of the council.

Evaluation

As with the pre-election information session
and the councillar induction program, the
professional development program should be
evaluated to assist the council to determine the
program's effectiveness and to identify areas of
possible improvement.

The outcomes of the professional development
program should, at a minimum, include
councillors and mayors demonstrating the core
skills and knowledge areas listed in council's
needs analysis.

The evaluation should assess whether these
outcomes were achieved,
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Holding elected office in a council is a role

that carries with it significant responsibilities.
All holders of elected offices in councils owe

it to the communities that entrust them with
this responsibility to ensure that they hold and
maintain the knowledge and skills necessary to
exercise their functions effectively on behalf of
the community.

Mayors and councillors are ultimately
accountable to the community that elects them
for the performance of their functions. For this
reason, councils are reguired to publicly report
on the activities offered to the mavor and each
councillor as part of induction and professional
development programs and their participation
in those activities,

In the case of induction programs, the general
manager must prepare a report for the first
council meeting held after the induction
program is delivered. The report must identify
the activities offered to the mayor and each
councillor as part of the induction program and
indicate whether they participated in them.

In the case of ongoing professional
development programs, general managers
must prepare a report to the first council
meeting held after 30 June in each year,

The report must identify the professional
development activities offered te the mayor
and each councillor in the year to 30 June and
indicate whether they participated in them,
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The general manager is also required to
ensure these reports are published on the
council's website.

Under the Regulation, the Chief Executive

of the Office of Local Government may, at

the request of a general manager, exempt a
council from the requirement to publish details
of induction and professional development
activities offered to the mayor or an individual
councillor where he or she s satisfied that there
are exceptional circumstances.

Such an exemption would be likely to bhe
aranted in circumstances where the public
reporting of a development activity offered to
a mayor or councillor would cause them undue
embarrassment, may serve to deter them from
identifving a training or development need,

or where there are other compelling public
interest grounds not to do so.

Appendix H of these Guidelines provides

a suggested template for public reporting

on participation in induction and ongoing
professional development program activities.
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General principles
(section 8A(1))

Councils should:

- provide strong and effective representation,
leadership, planning and decision-making

« carry out functions in a way that provides
the best possible value for residents
and ratepayers

« plan strategically, using the integrated
planning and reporting framework, for the
provision of effective and efficient services
and regulation to meet the diverse needs of
the local community

+ apply the integrated planning and reporting
framework in carryving out their functions
s0 as to achieve desired outcomes and
continuous improvements

=  work cooperatively with other councils and
the state government to achieve desired
outcomes for the local cammunity

« manage lands and other assets so that
current and future local community needs
can be met in an affordable way

« work with others to secure appropriate
services for local community needs

« act fairly, ethically and without bias in the
interests of the local community, and

+  bhe responsible employers and provide
a consultative and supportive working
environment for staff,

Decision-making principles
(section 8A(2))
Councils should:

+ recognise diverse local community needs
and interests

« consider social justice principles

«  consider the long-term and cumulative
effects of actions on future generations, and

= consider the principles of ecologically
sustainable development

Council decision-making should be transparent
and decision-makers are to be accountable for
decisions and amissions.
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Community participation
principle (section 8A(3))
Councils should actively engage with their
local communities, through the use of the

integrated planning and reporting framework
and other measures.

Principles of sound financial
management (section 8B)

Council spending should be responsible and
sustainable, aligning general revenue and
expenses.,

Councils should:

+ investin responsible and sustainable
infrastructure for the benefit of the
local community

+ have effective financial and asset
management, including sound palicies and
processes for:
- performance management and reporting

- asset maintenance and enhancement

funding decisions, and
- risk management practices

* have regard to achieving intergenerational
equity, including by ensuring that policy
decisions are made after considering their
financial effects on future generations, and
by ensuring that the current generation
funds the cost of its services,
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Integrated planning and
reporting principles
(section 8C)

Councils should:

30

identify and prioritise key local community
needs and aspirations and consider

regional pricrities

identify strategic goals to meet those needs
and aspirations

develop activities, and prioritise actions, to
work towards the strategic goals

ensure that the strategic goals, and the
activities developed to work towards them,
may be achieved within council resources

regularly review and evaluate progress
towards achieving strategic goals
maintain an integrated approach to
planning, delivering, monitoring and
reporting on strategic goals
collaborate with others to maximise the
achievernent of strategic geoals

manage risks to the local community or area
or to the council effectively and proactively,
and

make appropriate evidence-based

adaptations to meet changing needs
and circumstances.
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Governing body of a council
(section 223)

The mayoer and councillors collectively comprise
the governing bodies of councils. The role of
the governing body is to:

« direct and control the affairs of the council
in consultation with the general manager

- provide effective civic leadership to the
local community

« ensure as far as possible the financial
sustainability of the council

* ensure as far as possible that the council
acts in accordance with the principles
prescribed under the Act and the council's
plans, programs, strategies and policies

« develop and endorse the community strategic
plan, delivery program and other strategic
plans, programs, strategies and policies

« determine and adopt a rating and revenue
policy and operational plans that support
the optimal allocation of the council’s
resources to implement the council's
strategic plans and for the benefit of the
local area

«  keep the performance of the council under
review, including service delivery

make decisions necessary for the proper
exercise of the council’s regulatory functions

+ determine the process for the appointment
of the general manager and for monitoring
their performance

+ determine the senior staff positions within
the organisation structure of the council

« consult regularly with community
organisations and other key stakeholders
and keep them informed of the council’s
decisions and activities, and

«  ensure that the council acts honestly,
efficiently and appropriately.

The governing body is to consult with the
general manager in directing and controlling
the affairs of the council.
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Individual councillors
(section 232)

Councillors are individually and collectively

accountable to the local community for the

performance of the council. Each councillor has

a responsibility to:

+ be an active and contributing member of the
governing body

« make considered and well informed decisions
as a member of the governing body

« participate in the development of
the council’s integrated planning and
reporting framewaork

« represent the collective interests
of residents, ratepayers and the
local community

« facilitate communication between the local
community and the governing body

- uphold and represent accurately the policies
and decisions of the governing body, and

+ make all reasonable efforts to acquire and
maintain the skills necessary to perform the
role of a councillor.

The mayor (section 226)

The mayor is often considered the voice of
the council and the leader of the community.
While the mayor has the same roles and
responsibilities as councillors, the mayaor is
essentially the “first among equals” and is
expected to exercise a leadership role within a
council. This leadership role is reflected in the
mayor's extra responsibilities.

The role of the mayor is to:

+ bhe the leader of the council and a leader in
the local community

« advance community cohesion and pramote
civic awareness

+  be the principal member and spokesperson
of the governing body, including
representing the views of the council in
regard to its local priorities

« exercise, in cases of necessity, the policy-
making functions of the governing body of
the council between meetings of the council
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preside at meetings of the council and

ensure that meetings of the council are
conducted efficiently, effectively and in
accordance with the Act

ensure the timely development and adoption
of the council's strategic plans, programs
and policies

praomote the effective and consistent
implementation of the council's strategic
plans, programs and policies

promote partnerships between the council
and key stakeholders

advise, consult with and provide strategic
direction to the general manager in relation
to the implementation of the council's
strategic plans and policies

in conjunction with the general manager,
ensure adequate opportunities and
mechanisms for engagement between the
council and the local community

carry out the civic and ceremonial functions
of the mayoral office

represent the council on regional
organisations and at inter-governmental
forums at the regional, state and
commonwealth levels

in consultation with the councillors, lead
performance appraisals of the general
manager, and

exercise any other functions of the council
that the council determines,
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Candidate Information Sessions Content Checklist

Topic Area Suggested Content

Role of council » The role and responsibilities of local government
«  The guiding principles under the Act that govern council's functions
+ The purpose of council and committee meetings

Roles and « The roles and responsibilities of the governing body and individual

responsibilities of
councillors and staff

councillors under the Act, including in relation to integrated planning
and reporting

under the Act «  The roles and responsibilities of the mayor as leader of the governing
body, including oversight of the general manager
= The strategic nature of the roles of elected members compared to the
operational roles of the general manager and council staff
«  The regional and other bodies the council is a member of and the roles of
those bodies
Legal and ethical «  Reguirement to take an oath of office

responsibilities =

Requirement to meet the ethical standards prescribed under the Act,
including managing pecuniary and non-pecuniary interests

Outline of the legal responsibilities of councillors under the Act and their
personal responsibilities under other legislation, for example in relation to:

- work health and safety

- anti-discrimination

- privacy

- public access to information
- records management

Outline of any council policies that councillors will be expected to comply
with, for example:

- councillor and staff interaction policy

- code of meeting practice

- code of conduct

- councillor expenses and facilities policy
- gifts and benefits policy

- councillor induction and professional development policy

CONSULTATION DRAFT 37



2.3

Councillor Induction And Professional Development Guidelines

Topic Area Suggested Content

Skills and ’
knowledge &

Participation in council's councillor induction program
Participation in the mayor's supplementary induction program

Expected attendance at council meetings, their frequency and
possible duration

Preparation required for council meetings, for example:

- attending pre-meeting briefings

- reading business papers

- ensuring councillors have a full understanding of issues reguiring
decisions

Potential participation in other meetings, for example extraordinary
council meetings, regional bodies, external bodies

Potential attendance at community events, ceremonies and
other functions

Responding to media requests and inguiries

Potential participation in formal community consultation processes
Answering letters, emails and phone calls from residents and ratepayers
as well as participating in regular informal conversations

Participation in any other activities that are likely to arise and require the
mayor or councillors' time

Support available to »
assist councillors in .
the role

The annual fees paid to councillors and the mayor

Council’s policy on the payment of expenses incurred and the provision of
facilities and resources to the mayor and councillors

Induction and professional development programs for councillors and

the mayor

The responsibility of the general manager and staff to provide timely

information and advice and the administrative and professional support
necessary for councillors to effectively discharge their functions.
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Induction Program Content Checklist

Topic Area Suggested Content

Team building activities to help councillors and the mayor:

Establishment of .
a well-functioning
governing body

identify how they would like to work together as a team

understand why each councillor is in office and help identify a common
purpose and bond between councillors

identify a common vision for the governing body

identify what a successful term in office will look like for council and
the community and what is needed from individual councillors and the
mayor to achieve this

identify accepted values and behaviours

build relationships with each other based on trust and mutual respect
contribute to a positive and ethical culture within the governing body
value and develop teamwaork and collaboration skills

work towards consensus as members of the governing body for the
benefit of the community

win concessions without damaging relationships within the
governing body

develop respectful negotiation and conflict resolution skills

champion and communicate the council’s vision and strategic plans as
a cohesive team

respect the diversity of skills and experience of the other members of
the governing body

communicate and uphold the decisions of council in a respectful way,
even if their own position was not adopted

understand what supports or undermines the effective functioning of
the governing body

identify appropriate council meeting practice and behaviours

understand their cpportunities for influence

Crientation to .
council facilities and
local government -
area

Guided tour of the council facilities available to councillors, for example,
chambers, offices, utilities

Guided tour of the local government area including council facilities,
significant sites and projects

Introduction to council staff to help build a positive team culture between
the governing body and administration {whilst respecting the legislated
separation between the twao)
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Topic Area Suggested Content

Overview of the key - The demographic profile of the local government area

issues and tasks for - Council's current social and economic health and performance
Hhig e caure - The key sacial, environmental and economic concerns facing the community
- The key issues and tasks the new council will need to address

- Any issues faced by previous councils or useful historical information
that may impact or assist the new council

- The current community strategic plan and the pracess that led to its
development, including its role in informing the new council's activities

- Council's current delivery program, operational plan, resocurcing
strategy and community engagement strategy

Legal and political = The relationship of state and commonwealth governments to local
context of local government

government +  The guiding principles under the Act that govern council’s functions
+ The roles and responsibilities of oversight agencies such as the:
- Office of Local Government
- Department of Planning and Environment
- Environment Protection Authority
- Audit Office
- Independent Commission Against Corruption, and
- NSW Ombudsman

Roles and - The roles and responsibilities of the governing body and individual
responsibilities of cauncillors under the Act
councillors and staff - The role and responsibilities of the mayor

- The roles and responsibilities of the general manager and council staff

- Council's policy on councillor and staff interaction and how councillors
can request assistance from staff

- The regional and other bodies the council is a member of and the roles
of those bodies

- Delegations
- Integrated planning and reporting responsibilities

Overview of the key + Council's organisational structure

functional areas of . The role and responsibilities of each business unit within council, for example:
council operations

; planning and other regulatory functions
and staffing

- assets and infrastructure
- financial management

- community services

= governance

- teams responsible for implementing key council policies, strategies
ar programs

«  Council's workforce strategy
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Topic Area Suggested Content

Legal and ethical
responsibilities and
risk management

=

Preparation for taking the oath or affirmation of office

Requirement to meet the ethical standards prescribed under the Model
Code of Conduct for Local Councils in NSW, including disclosing and
managing pecuniary and non-pecuniary interests

The legal responsibilities of councillors under the Act and their personal
responsibilities under other legislation, for example in relation to:

- work health and safety

- anti-discrimination

- privacy

- public access to information
- records management

Council policies that councillors will be expected to comply with, for
example:

- councillor and staff interaction policy

- code of meeting practice

- code of conduct

- councillor expenses and facilities policy
- gifts and benefits policy

Participation in the councillor induction and professional
development progaram

How the council manages risk, including:
- council's risk management framework
- the role of the Audit, Risk and Improvement Committee

- internal audit

Decision-making

The purpose of council meetings
Prescribed meeting rules

Council's code of meeting practice

The role of the chair

How to use closed meetings appropriately

What an orderly, effective and efficient council meeting looks like and how
it is conducted

How councillors should prepare for a council meeting, including pre-
meeting briefings

The role of business papers and meeting minutes and how to understand
and interpret them

The role of committees and how they are established and structured
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Topic Area Suggested Content

Strategic planning *

The statutory requirements for integrated planning and reporting
How integrated planning and reporting is conducted by council including:

- council’s integrated planning and reporting frameworks, timelines
and processes

- the mayor’s and councillors' roles

- community consultation and participation
- change management processes

- reporting mechanisms

Land use planning  *

Overview of the land use planning system, including:

relevant legislation
- the role of council in land use and development approvals

- how development applications are considerad and decided by council,
including independent panels

- the role of environmental planning instruments and how to
interpret them

- delegations
- the role of oversight agencies, for example, the Department of Planning

Natural resource .
management .

Council's public land management responsibilities and regulatory frameworks

Council’'s natural resource management responsibilities and
regulatory frameworks

Financial processes =
and financial
management =

The responsibility of councillors for the financial management and
sustainability of the council under the Act

Council’s long-term financial plan and other components of council's
resourcing strategy

How to interpret and understand the financial information contained in
financial reports prepared by council

Customer services
and complaints
handling

Council's complaints handling process and how councillors should handle
constituents’' concerns

Support available to
assist councillors in .
the role

The annual fees paid to councillors and the mayor

Council's policy on the payment of expenses incurred and the provision of
facilities and resources to the mayor and councillors

Ongoing professional development for the mayor and councillors

The responsibility of the general manager and staff to provide timely
information and advice and the administrative and professional support
necessary for councillors to effectively discharge their functions

Supplementary .
topics for mayor 5

How to be an effective leader of the governing body and the council

The role of the chair and how to chair council meetings

How to manage code of conduct complaints about the general manager
How to conduct day-to-day oversight of the general manager

How to lead recruitment and performance reviews of the general manager
Citizenship and other ceremonial functions.
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Councillor Induction Manual Content Checklist

Topic Area Suggested Content

Governing body

summary of the shared purpose, goals, vision and success markers
identified by the governing body during the induction process

Summary of the values and behaviours identified by the governing body
during the induction process that will characterise the council term

Basic information
about the council

Organisational chart and cutline of key function and service areas,
including those of senior staff

Information and/or chart showing the relationships between councillors
and council staff and decision-making processes

List of council facilities and map of the local government area

Profile of the local
government area

Wards

Population statistics

Useful information about the local government area

Useful information about key issues or tasks for the new council

Information about
council meetings

Code of meeting practice

Adgenda and minutes of recent meetings

Meeting times and venues

Deadlines related to meetings, business papers and minutes

List of council committees and their compasition

Key planning and
policy documents
and information

Integrated planning and reporting documents, for example, the current
community strategic plan, delivery program, operational plan, community
engagement strategy and resourcing strategy etc.

Delegations

Most recent annual report

End-of-term report of last council

Code of conduct

Policy on the provision of councillor expenses and facilities
Policy on access to information

Policy on councillor and staff interaction

Policy on gifts and benefits

Council's workforce strategy

Council's risk management framework and relevant audit- and risk
management-related documents

Other relevant plans, policies and procedures

Policy register/list of policies
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Topic Area Suggested Content

Key legislation » Copy of key legislation or relevant excerpts from legislation such as the
Act and the Regulation

« List of key legislation under which council exercises its functions,
for example:

- Environmental Planning and Assessment Act 1979

- Protection of the Environment Operations Act 1997
- Work Health and Safety Act 2017

- State Records Act 1958

+ How to access up-to-date versions of the legislation online
(www. legislation.nsw.gov.au)

Infermation + How to make a request or claim under council’s expenses and
about support for facilities policy
councillors - Information about the induction and professianal development pragram

+  Contact details of council officer/s that councillors may contact
for information

Other useful * |Induction program presentations and materials

resources and/ » Contact details for key organisations such as the Office of Local
or details about Government and Local Government NSW

where they may be

» A copy of useful publications such as the Councillor Handbook and the

aceessad Meetings Practice Note and Bluett's Local Government Handbook NSW.
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Purpose

The purpose of this policy is to demonstrate

X Council's commitment to ensuring that the
mayar and councillors have access to training
and educational opportunities which will assist
them to develop and maintain the skills and
knowledge required to effectively perform their
civic role and responsibilities under the Local
Government Act 1993 ('the Act’).

Scope

This policy applies to all councillors of X
Council, including the mayor.

Policy

Statement of commitment

X Council is committed to developing

an induction and ongoing professional
development program for the mayor and
councillors to ensure they can fulfil their
statutory roles and responsibilities. As part of
this program, the general manager will work
with the mayor and each councillor to develop
a professional development plan that identifies
and addresses the specific gaps in skills and
knowledge that the mayeor and councillors and/
or Council has recognised as needing attention.

Induction program

¥ Council will develop an induction program
for new and returning councillors as well as

a supplementary program for the mayor to
ensure they are provided all the information
they need to effectively fulfil their roles in the
first few months of Council's term and feel
confident in their ability to do so. The induction
program will cover:

+  their roles, responsibilities and formal
obligations

+ what the council does and how the
council operates, including an overview of
integrated planning and reporting and land-
use planning

+ their financial management responsibilities

CONSULTATION DRAFT

Model Councillor Training and Development Policy

= the key issues and tasks for the new council

+ the legislation, rules, principles and political
context under which councils operate

Council's organisational structure and the
roles and responsibilities of staff

+  key Council policies and procedures they
must comply with

+ the role of Council meetings and how to
participate effectively in them

«  the support available to the mayor and
councillers and where they can go to get
mare information or assistance,

+ how to speak to the media appropriately and
effectively, and

- information on the process for electing the
mayor (where applicable).

In the case of the mayor, the program will

also cover:;

= the role and responsibilities of the mayor as
leader of the council, including ceremonial
functions

+  how to chair Council meetinas

+ the roles and functions of regional and other
external bodies Council is a member of

« how to oversee the general manager,
including understanding recruitment
processes and leading performance reviews

«  how to lead Council's integrated planning
and reporting, and

*  how to manage code of conduct complaints
about the general manager.

The mayor and councillors must have a working
knowledge and understanding of these areas
by the end of the induction program.

The induction program will also include
activities to help the governing body establish
itself as a cohesive and collaborative team
focused on a common purpose with shared
values and goals. Activities will aim to ensure
mayors and councillors, as a governing body,
understand the need to:

=  build relationships with each other based on
trust and mutual respect
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* contribute to a positive and ethical culture
within the governing body

« encourage and facilitate collaboration with
each other

+ work towards consensus as members of
the governing body for the benefit of the
community

* win concessions without damaging
relationships within the governing body

« champion and communicate the council's
vision and strategic plans as a cohesive team

« respect the diversity of skills and
experiences on the governing body, and

« communicate and uphold the decisions of
Council in a respectful way, even if their own
position was not adopted.

Activities should also help the mayor, as the

leader of the governing body, to:

+ act as a stahilising influence and show
leadership, and

- promote a culture of integrity and
accountability within Council and when
representing Council in the community and
elsewhere.

The mayor and councillors must attend all
induction sessions when first elected. Returning
councillors (including the mayor) must also
attend all induction sessions to ensure the
effective and cohesive operation of the
governing body.

X Council will evaluate the induction program
at the end of each Council term to determine
whether it has achieved these outcomes, and to
identify and address areas for improvement.

Assessment of skills and
knowledge

The minimum skills and knowledge required
of councillors to perform their roles and
responsibilities effectively are listed at the end
of this policy. Council will conduct a needs
analysis prior to each new term toc determine
whether this list is appropriate and whether it
reflects Council’s needs.
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An assessment will be made of the skills and
knowledge each councillor brings to their role
against these minimum requirements to identify
any gaps that their professional development
plan should address.

To identify any gaps, Council will obtain
this information through activities such as
self-assessments, questionnaires, councillor
feedback, observations during Council
meetings and workshops and interviews.

Ongoing professional

. development program

A professional development plan will be
developed for the mayor and each councillor
to address the gaps identified. The plans

will include:

«  the outcome of Council’s needs analysis

+ the knowledge and skills the councillor or
mayor brings to their roles

* the development needs of each councillor
or mayor and the priority given to each
development need

« how the knowledge or skill will be developed
(i.e. on-the-job training, mentoring, intéernal
training, external training, briefing session
etc,), and

= operational information such as timeframes
for development, who is responsible for
organising training/development, approval
processes and estimated costs.

Training activities may include:

* in-house workshops and briefing sessions
conducted by the council with appropriate
staff, trainers and guest speakers

« afttendance at external training courses and
events, for example, seminars, conferences
and workshops

= practical on-the-job training

+« printed materials such as training booklets
+ mentoring and/or

+ online training resources,
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The professional development plans are to be
developed in consultation with the mayor, each
individual councillor and the governing body as
a whole, and the general manager.

X Council will evaluate the professional
development program at the end of each
council term to assess whether it was effective
in assisting the mayor and councillors to
develop the skills and knowledge listed in
Council’s needs analysis,

Responsibilities

The mayor and each councillor are responsible
for making themselves available to attend

any development activities identified in the
professional development plan. The mayor
and all councillors must make all reasonable
endeavours to attend and participate in

the induction sessions and professional
development activities arranged for them
during the term of the council.

[ldentify the role or responsible staff member]
is responsible for planning. scheduling

and facilitating induction and professional
development sessions for the mayor

and councillors in consultation with the
general manager.

The general manager has overall responsibility
for X Council’s induction and professianal
development program.

Notification of induction and
professional development
activities to the mayor and
councillors

The mayor and councillors will be provided
with as much notice as possible for

upcoming induction and professional
development activities.
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Budget

An annual budget allocation will be provided
to support the training and professional
development activities undertaken by the
mayor and councillers. Expenditure will be
monitored and reported quarterly.

Approval of training and/or
expenses

The mayor and councillors are encouraged

to identify professional development
opportunities and may seek appraoval from the
general manager to attend any such activities.

Approval of training and payment and
reimbursement for expenses relating to a
councillor’'s registration and attendance at
training, will be determined in accordance
with X Council's Councillor Expenses and
Facilities Policy.

Reporting

[Identify responsible team or unit] will maintain
data pertaining to councillor induction

and professional development activities

and attendance.

The general manager of X Council will:

« report to the first Council meeting held
after the induction program is delivered the
activities offered to the mayor and each
councillor as part of the induction program,
and whether or not they participated in them

+ report to the first Council meeting held
after 30 June each year identifying the
professional development activities offered
to the mayor and each councillor in the
year to 30 June and whether or not they
participated in them, and

«  publish these reports on Council's website.
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Skills and Knowledge Required by Councillors and Mayors

The core skills and knowledge required by
mayers and councillors to exercise their roles
and responsibilities are listed below. These
are drawn from the Municipal Association of
Victoria's Councillor Competency Framework
{but have been adapted to reflect NSW
statutory and operational requirements) and
the Local Government Capability Framework
developed by Local Government NSW.

Additional attributes, skills and knowledge
are included for mayors given the additional
responsibilities of their roles under the Act,
Induction and professional development in
these areas can be included in the mayor's
supplementary program if required.

Highest priority

A ranking system has been applied to the
skills, attributes and knowledge needed by
councillors and mavyors to reflect the influence
each has on how successfully a person will be
able to fulfil these roles.

To *understand’ means to know and be able

to apply this knowledge in a practical way
without the assistance of others. This refers

to the knowledge that a councillor or mayor
must have and be able to apply if they are to be
successful in their civic role.

To 'be able to’ means is capable of
demonstrating in action without the assistance
of others. This phrase is generally used in
connection with the personal attributes or
skills that a councillor or mayor must have in
order to fulfil their roles effectively.

Skills, attributes and knowledge that mayors and
councillors need to 'understand’ or 'be able to’
demonstrate are classified the highest priority
because a councillor or mayor will not be able

to fulfil their roles or responsibilities effectively
if they do not know or are unable to apply this
skill, attribute or knowledge in a practical way
while performing their civic duties.
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Lower priority

To 'have knowledge of means to know that
this information/policy exists and affects their
role, and to be able to source more information
or assistance if application is needed, These
attributes, skills or knowledge are considered
a lower priority as they can be acquired

when needed,
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A.LEADERSHIP

Mayors and are able to:
councillors « fulfil their civic roles in accordance with the Act
+  be positive and unifying members of the governing body

«  provide effective and positive leadership to their community, as well as the
council administration

+  build relationships with a diverse range of people in the community

« listen to, understand and promeote the interests of the community they
represent, particularly on complex issues

* initiate, support and champion change in their community

»  work with external stakeholders for the benefit of the community, including
regional bodies, organisations, private businesses and other levels
of government

« represent council and the community in the media effectively.

understand:

- the prescribed roles and responsibilities of the governing body, councillors
and the mayor

- each of the guiding principles under the Act

- the key accountabilities of the council to the community, the NSW
Government and oversight agencies.

have knowledge of:
+ council's media policy

+ the regional and other bodies the council is a member of and the roles of
those bodies.

Mayors are able to:
(additional) . |ead and unify the governing body, particularly through contentious issues and
decision-making
« promote a positive community and council culture

«  represent council at community events and on regional/ external bodies to the
benefit of the community,

understand:

+ the prescribed role and responsibilities of the mayor under the Act

» the mayor's civic and ceremonial role and the functions they exercise under it
* how to be an effective leader.
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B. COMMUNICATION AND WORKING WITH OTHERS

Mayors and  are able to:

councillors i

communicate effectively with individuals and groups and adjust their
communication styles to cater to different audiences

work collaboratively and cooperatively with other councillors, the mayor, the
general manager, council staff, external stakeholders and community members

listen to others and ask appropriate respectful questions
show sensitivity to religious and cultural differences
be open to the advice of others and reflect on and integrate feedback

negotiate and resolve differences respectfully and sensitively, with the aim of
reaching consensus and finding common ground

manage their emotions and remain objective in challenging situations.

understand:

the functions of the general manager and council staff prescribed under the Act
the different roles of the governing body and the general manager in relation to
council's organisational structure and statutory requirements for cansultation
the governing body’s responsibility for appointing the general manager and
monitering their performance

the mayor's responsibility for exercising day-to-day oversight of the general
manager and for leading performance reviews of the general manager

the strategic nature of their role compared to the operational roles and
responsibilities of the general manager and council staff

the importance of good working relationships with the general manager to the
effective performance of the council

the responsibility of the general manager and staff to provide timely information
and advice and the administrative and professional support necessary to
effectively discharge their functions

the council's adopted protocol for interaction with council staff

how to forward constituent and other action reguests or information requests to
council staff

their obligations under the council’s code of conduct and the Work Health
and Safety Act 2017 in their dealings with and behaviour towards the general
manager and other council staff,

have knowledge of:

-

the council's workfarce management strategy
each of the functional areas of responsibility of the council

the general manager's contract of employment and the need for key
performance indicators for the general manager to align with council’s
integrated planning and reporting goals

the Guidelines for the Appointment and Oversight of General Managers.

CONSULTATION DRAFT L4



Z.57

Councillor Induction And Professional Development Guidelines

Mayors are able to:

(additional) .,

foster cellaboration between councillors to build a unified governing body

support productive working relationships between the governing body and the
general manager

guide debate towards achieving acceptable outcomes

build a productive working relationship with the general manager based on clear
expectations, trust and respect

provide strategic direction and day-to-day oversight of the general manager

build partnerships between council and external stakeholders that are of
strategic value to council and benefit the broader region,

understand:

how to lead the general manager's performance review and recruitment.

C. ETHICAL CONDUCT AND ACCOUNTABILITY

Mayors and are able to:

councillors i

follow all legislation, rules, policies and the code of conduct applicable to
councillors and mayors

observe the highest standards of personal and ethical conduct at all times

be honest, transparent and accountable for their words, actions, decisions
and behaviour

demonstrate council values

identify and manage different types of conflicts of interest

treat all people in the community equally

maintain confidentiality

contribute to a positive and ethical culture within the governing body

take responsibility and be accountable for fulfilling the roles of councillor and
mayor to the best of their ability

uphold the principles of social justice,

understand:

their ethical obligations under the council's code of conduct

their obligations under council's councillor expenses and facilities policy.

have knowledge of:

the process for making and managing code of conduct complaints under the
Procedures for the Administration of the Model Code of Cenduct for Local
Councils in NSW

the conseguences of a breach of council's code of conduct

the definition of "corrupt conduct” under the /ndependent Commission
Against Corruption Act 1988 and the potential consegquences of engaging in
corrupt conduct.

Mayors are able to:

(additional) .

manage code of conduct complaints about the general manager

promote a culture of integrity and ethical conduct within council and when
representing council in the community and elsewhere.
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D. GOVERNANCE

Mayors and  understand:
councillors « what is good governance and its importance
+ the statutory framework that applies to local government

+ the role of the council's Audit, Risk and Improvement Committee and the role of
internal audit

have knowledge of: _
= council's statutory compliance and risk management framewaorks

« council’'s obligations in relation to the management of council information under
the State Records Act 1988, the Gavernment Information (Public Access) Act
2009 and the Privacy and Personal Information Act 1998 and understand their
personal responsibilities under that legislation

+ council's complaints management processes

E. STRATEGIC PLANNING

Mayors and  are able to:
councillors « contribute effectively to integrated planning and reporting at council

= contribute to and communicate the strategic plan, goals, priorities and vision
for the community

+ make resourcing and budget decisions and strategies to achieve these goals

+ take account of the wider context and long-term impacts on future generations
when considering options

- participate effectively in community engagement processes relating to
strategic planning

«  set performance goals that include quality measures, timeframes and
budgets for delivery

»  consider the impact of changes (e.g. government policy, economic conditions)
on council's strategic plan and goals

+ identify potential risks to the achievement of council goals and take steps to
address these

* understand council performance reports and develop strategies to
improve performance.
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understand:

the statutory requirements for integrated planning and reporting, including its
conceptual basis and the guiding principles under the Act

the relevance of integrated planning and reporting to the general principles and
decision-making principles prescribed under the Act

the prescribed roles and responsibilities of the governing body, individual
councillors, the mayor and the general manager in relation to integrated
planning and reporting

the community strategic plan and the process that led to its development,
as well as its role in informing council’s activities over the current term of
the council

council's delivery program, operational plan, resourcing strategy and
community engagement strategy

the reporting mechanisms under the integrated planning and reporting
framework and the importance of clear and measurable key performance
indicators to ensure progress towards council's goals can be measured,

Mayors are able to:

(additional) .

work with the general manager to translate the council’'s strategic direction into
a delivery program and operational plan

continuously menitor progress against the delivery program and operational
plan, ensuring the resourcing strategy is appropriate.

F. DECISION-MAKING

Mayors and  are able to:

councillors .

make and uphold considered, timely and transparent decisions based on merit
and the best interests of the community as a whole

exercise good judgement
research, understand and evaluate a wide range of information

understand how to read and interpret council business papers and contribute
constructively to debate in council

work towards consensus as a member of the governing body for the benefit of
the community

weigh up the following when making decisions:

- financial and budget implications (including value for money)
- legislative and regulatory requirements

- community and social impacts

= environmental, social and economic sustainability

- the wider context

- the long-term impacts on future generations,
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understand:
*  the purpose of council and committee meetings

»  the meeting rules prescribed under the Act and the council's code of
meeting practice

how to use closed meetings appropriately

» the importance and attributes of orderly, effective and efficient meetings, and
their individual roles in creating these types of meetings

the importance of preparing for meetings, including attending pre-meeting
briefings and reading business papers

+ recognise the role of the Chair.

have knowledge of:

- the committee structure adopted by the council and the functions of each of the
council's committees

» the delegations made by the council,
Mayors are able to:
= lead constructive, orderly council meetings with a view to reaching consensus.

understand:
= their role and responsibilities as Chair.

G. LAND-USE PLANNING AND REGULATORY FUNCTIONS

Mayors and are able to:
councillors . make appropriate land-use planning and development approval decisions.
understand:

the role of the council in relation to land use planning and development approvals.

have knowledge of:

«  the Envirenmental Planning and Assessment Act 1979 and relevant land use
planning concepts

« the environmental planning instruments that apply to the council's area and the
development control plans adopted by the council

» the role of the Minister for Planning, the Department of Planning and
Environment and the Greater Sydney Commission (where relevant) in relatien to
land use planning

« the development assessment and approval process and the statutory criteria

prescribed under section 79C of the Environmental Planning and Assessment
Act 1979

» the delegations made with respect to development assessments and approvals

= therole of Joint Regional Planning Panels and Independent Hearing and
Assessment Panels in relation to development approvals.
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H. FINANCIAL MANAGEMENT

Mayors and  are able to:

councillors = use basic financial terminclogy and demonstrate an understanding of recurrent
and capital spending

« interpret information in council’s financial reports

» make informed contributions to debate about the allocation of financial
resources to community priorities

« display an awareness of financial risk and exposure and solutions to
mitigate these

+ identify and discuss the implications of council’s long-term financial plan,
audited financial statements and budget reviews.

understand:

« the statutory responsibility of the governing body to ensure as far as possible
the financial sustainakility of the council

+ the statutory responsibility of the governing body to determine and adopt
a rating and revenue policy and operational plans that support the optimal
allocation of the council's resources for the benefit of the local area

s the guiding principles of sound financial management under the Act

« council's long-term financial plan and other components of the council’s
resourcing strategy

* financial reporting reguirements
- their responsibilities in relation to the review and approval of capital expenditure

« the statutory principle that councils should manage lands and other assets so
that current and future local community needs can be met in an affordable way.

have knowledge of:
+ council's revenue sources
= the role of external audit and the Audit Office

+ the tendering requirements under the Act and their responsibilities in relation to
the acceptance of tenders.

I. ENVIRONMENTAL AND ASSET MANAGEMENT

Mayors and are able to:

councillors  , meet their obligations as custodians of council and community assets.

understand:

* the council's public land management responsibilities and the statutory
requirements that apply to public land management

+ the importance of sound asset management and its impact on council finances
« asset management planning requirements

+ the council's natural resource management responsibilities and the regulatory
frameworks under which it exercises its functions.

have knowledge of:
= the principles of ecologically sustainable development

* council's asset management strategy.
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Reporting Template

Councillor name:

Induction/Professional Development activities for the period from:

(start date)

to

(end date)

Activity

Applicable knowledge
or skills developed

Date of activity

Participated (Yes/No)
if no, provide reasons
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MODEL CODE OF MEETING PRACTICE FOR LOCAL COUNCILS IN NSW
December 2017

ACCESS TO SERVICES

The Office of Local Government located at:

Street Address: Levels 1 & 2, 5 O'Keefe Avenue, NOWRA NSW 2541
Postal Address: Locked Bag 3015, Nowra, NSW 2541

Phone: 02 4428 4100

Fax: 02 4428 4199
TTY: 02 4428 4209
Email: eclg@olg.nsw.gov.au

Website: www.olg.nsw.gov.au

OFFICE HOURS

Monday to Friday

9.00am to 5.00pm

(Special arrangements may be made if
these hours are unsuitable)

All offices are wheelchair accessible,

ALTERNATIVE MEDIA PUBLICATIONS
Special arrangements can be made for our publications to be provided in large print or an alternative
media format. If you need this service, please contact us on 02 4428 4100.

DISCLAIMER

While every effort has been made to ensure the accuracy of the information in this publication, the
Office of Local Government expressly disclaims any liability to any person in respect of anything
done or not done as a result of the contents of the publication or the data provided.

© NSW Office of Local Government, Department of Planning and Environment 2017
Produced by the NSW Office of Local Government, Department of Planning and Environment
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This Model Code of Meeting Practice for Local Councils in
NSW (the Model Meeting Code) is made under section 360
of the Local Government Act 1993 (the Act) and the Local
Government (General) Regulation 2005 (the Regulation).

This code applies to all meetings of councils and committees of councils of which all the
members are councillors (committees of council). Council committees whose members include
persons other than councillors may adopt their own rules for meetings unless the council
determines otherwise.

Councils must adopt a code of meeting practice that incorporates the mandatory provisions of the
Model Meeting Code.

A council’s adopted code of meeting practice may also incorporate the non-mandatory
provisions of the Model Meeting Code and other supplementary provisions. However, a code of
meeting practice adopted by a council must not contain provisions that are inconsistent with the
mandatory provisians of this Model Meeting Code,

The provisions of the Model Meeting Code that are not mandatory are indicated in red font,

A council and a committee of the council of which all the members are councillers must conduct
its meetings in accordance with the code of meeting practice adopted by the council.
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2 Meeting Principles
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2.1 Council and committee meetings should be:

Transparent Decisions are made in a way that is open and accountable.
Informed Decisions are made based on relevant, quality information.
Inclusive Decisions respect the diverse needs and interests of the

local community.

Principled Decisions are informed by the principles prescribed under Chapter 3
of the Act.
Trusted The community has confidence that councillors and staff act ethically

and make decisions in the interests of the whale community.

Respectful Councillors, staff and meeting attendees treat each other with respect.
Effective Meetings are well organised, effectively run and skilfully chaired.
Orderly Councillors, staff and meeting attendees behave in a way that

contributes to the orderly conduct of the meeting.
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3 Before the Meeting




2.8
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Timing of ordinary
council meetings

31

The council shall, by reselution, set the
frequency, time, date and place of its
ordinary meetings,

Note: Under section 365 of the Act,
councils are required to meet at least
ten (10) times each year, each time in
a different month unless the Minister
for Local Government has approved a
reduction in the number of times that
a council is required to meet each year
under section 365A.

Extraordinary meetings

3.2

3.3

3.4

If the mayor receives a reguest in writing,
signed by at least two (2) councillors,
the mayor must call an extracrdinary
meeting of the council to be held as soon
as practicable, but in any event, no more
than fourteen (14) days after receipt of
the request. The mayor can be one of the
two councillors requesting the meeting.

Note: Clause 3.2 reflects section 366 of
the Act.

The mayor or the general manager, in
consultation with the mayor, may call an
extraordinary meeting without the need
to obtain the signature of two councillors
to consider urgent business.

For the purpose of clause 3.3, urgent
business is any matter that, in the opinion
of the mayor or the general manager,
requires a decision by the council before
the next scheduled ardinary meeting of
the council.
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Notice to the public of
council meetings

3.5

3.6

3.7

The council must give notice to the public
of the time, date and place of each of

its meetings. including extracrdinary
meetings and of each meeting of
committees of the council.

Note: Clause 3.5 reflects section 9(1) of
the Act.

For the purposes of clause 3.5, notice
of a meeting of the council and of a
committee of council is to be published
before the meeting takes place. The
notice must be:

a) published on the council’s website,
and

b) published:

i) where practicable, in a local
newspaper or in a newspaper
circulating throughout the
state (or both), as determined
by the council, or

i) in such other manner as is
determined by the council,
with the object of bringing
notice of the meeting to the
attention of as many people
as possible,

For the purposes of clause 3.5, notice of
more than one (1) meeting may be given
in the same notice.
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Notice to councillors
of ordinary council
meetings

3.8 The general manager must send to each
councillor, at least three (3) days before
each meeting of the council, a notice
specifying the time, date and place at
which the meeting is to be held, and the
business proposed to be considered at
the meeting.

Note: Clause 3.8 reflects section 367(1)
of the Act.

3.9 The notice and the agenda for, and the
business papers relating to, the meeting
may be given to councillors in electronic
form, but only if all councillors have
facilities to access the notice, agenda and
business papers in that form,

Note: Clause 3.9 reflects section 367(3)
of the Act.

Notice to councillors of
extraordinary meetings

3.10 Notice of less than three (3) days may be
given to councillors of an extraordinary
meeting of the council in cases of
emergency.

Note: Clause 3.10 reflects section 367(2)
of the Act.

10

Giving notice of
business to be
considered at council
meetings

3.1 A councillor may give notice of any
business they wish to be considered by
the council at its next ordinary meeting
by way of a notice of motion. To be
included on the agenda of the meeting,
the notice of motion must be in writing
and must be submitted [council to
specify notice period required] business
days before the meeting is to be held.

3.12 A counciller may, in writing to the general
manager, request the withdrawal of a
notice of motion submitted by them
prior to its inclusion in the agenda and
business paper for the meeting at which
it is to be considered.

3.13 A councillor may submit no maore than
[number to be specified by the council]
notices of motion to be considered at
each ordinary meeting of the council.

3.14 If the general manager considers
that a notice of motion submitted by
a councillor far consideration at an
ordinary meeting of the council has legal,
strategic, financial or palicy implications
which should be taken into consideration
by the meeting, the general manager may
either:

(a) prepare areportin relation to the
notice of mation for inclusion with
the business papers for the meeting
at which the notice of motion is to
be considered by the council, or

(b) by written notice sent to all
councillors with the business
papers for the meeting for which
the notice of motion has been
submitted, defer consideration of
the matter by the council to such
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a date specified in the notice,
pending the preparation of such a
report,

3.15 A notice of motion for the expenditure
of funds on works and/or services ather
than those already provided for in the
council’'s current adopted operational
plan must identify the source of funding
for the expenditure that is the subject
of the notice of motion. If the notice
of motion does not identify a funding
source, the general manager must either:

(a) prepare areport on the avallability
of funds for implementing the
motion if adopted, or

(b) by written notice sent to all
councillors with the business
papers for the meeting for which
the notice of motion has been
submitted, defer consideration of
the matter by the council to such
a date specified in the notice,
pending the preparation of such
a report.

December 2017

Questions with notice

3.16 A councillor may, by way of a notice
submitted under clause 3.11, ask a
question for response by the general
manager about the performance or
operations of the council.

3.17 A councillor is not permitted to ask a
question with notice under clause 3.16
that comprises a complaint against the
general manager or a member of staff
of the council, or a question that implies
wrongdoing by the general manager or a
member of staff of the council.

3,18 The general manager or their nominee
may respond to a question with notice
submitted under clause 3.16 by way of a
report included in the business papers
for the relevant meeting of the council or
orally at the meeting.
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Agenda and business
papers for ordinary
meetings
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3.20

.21

3.22

The general manager must cause the
agenda for a meeting of the council or a
committee of the council to be prepared
as soon as practicable before the
meeting.

The general manager must ensure that
the agenda for an ordinary meeting of
the council states:

(a) all matters to be dealt with arising
out of the proceedings of previous
meetings of the council, and

(b) if the mayor is the chairperson
- any matter or topic that the
chairperson proposes, at the time
when the agenda is prepared, to
put to the meeting, and

(c) all matters, including matters that
are the subject of staff reports
and reports of committees, to be
considered at the meeting, and

(d) any business of which due notice
has been given under clause 3.11.

Nothing in clause 3.20 limits the powers
of the mayor to put a mayeral minute to a
meeting under clause 9.6.

The general manager must not include
in the agenda for a meeting of the
council any business of which due notice
has been given if, in the opinion of the
general manager, the business is, or the
implementation of the business would
be, unlawful. The general manager must
report, without giving details of the item
of business, any such exclusion to the
next meeting of the council.

n
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3.23

3.24

12

Where the agenda includes the receipt
of information or discussion of other
matters that, in the opinion of the general
manager, is likely to take place when

the meeting is closed to the public, the
general manager must ensure that the
agenda of the meeting:

identifies the relevant item of
business and indicates that it is of
such a nature (without disclosing
details of the information to be
considered when the meeting is
closed to the public), and

(a)

(b) states the grounds under section
10A(2) of the Act relevant to the

item of business.

Note: Clause 3.23 reflects
section 9(2A)(a) of the Act.

The general manager must ensure that
the details of any item of business which,
in the opinion of the general manager, is
likely to be considered when the meeting
is closed to the public, are included in a
business paper provided to councillors
for the meeting concerned. Such detalls
must not be included in the business
papers made available to the public, and
must not be disclosed by a councillor or
by any other person to another person
who is not authorised to have that
information,

2.1

Availability of agenda
and business papers to
the public

3.25

3.26

3.27

3.28

Copies of the agenda and the associated
business papers, such as correspondence
and reports for meetings of the council
and committees of council, are to be
published on the council’s website, and
must be made available to the public

for inspection, or for taking away by any
person free of charge at the offices of
the council, at the relevant meeting and
at such other venues determined by the
council,

Note: Clause 3.25 reflects section 9(2)
and (4) of the Act.

Clause 2.25 does not apply to the
business papers for items of business
that the general manager has identified
under clause 3,23 as being likely to be
considered when the meeting is closed to
the public.

Note: Clause 3.26 reflects section 9(2A)(b)
of the Act.

For the purposes of clause 3.25, copies
of agendas and business papers must be
published on the council's website and
made available to the public at a time
that is as close as possible to the time
they are available to councillors.

Note: Clause 3.27 reflects section 9(3) of
the Act.

A copy of an agenda, or of an associated
husiness paper made available under
clause 3.25, may in addition be given or
made available in electronic form,

Note: Clause 3.28 reflects section 9(5) of
the Act.
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Agenda and business
papers for extraordinary
meetings

3.29 The general manager must ensure that

3.30

3.3

3.32

3.33

the agenda for an extraordinary meeting
of the council deals only with the matters
stated in the notice of the meeting.

Despite clause 3.29, business may be
considered at an extraordinary meeting
of the council, even though due notice of
the business has not been given, if:

(a) a motionis passed to have the
business considered at the meeting,
and

(b) the business to be considered is

ruled by the chairperson to be of
great urgency.

A motion moved under clause 3,30(a) can
be moved without notice but only after
the business notified in the agenda for
the extraordinary meeting has been dealt
with,

Despite clauses 10.19-10.27, only the
mover of a motion moved under clause
3.20(a) can speak to the motion before it
is put.

A motion of dissent cannot be moved
against a ruling of the chairperson under
clause 3,30(b) on whether a matter is of
great urgency.
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Pre-meeting briefing
sessions

3.34

3.35

3.36

3.37

3.38

338

Prior to each ordinary meeting of the
council, the general manager will arrange
a pre-meeting briefing session to brief
councillars on the iterms of business to be
considered at the meeting. Pre-meeting
briefing sessions may also be held for
extraordinary meetings of the council and
meetings of committees of the council.

Pre-meeting briefing sessions are to be
held in the absence of the public.

The general manager or a member of
staff nominated by the general manager
is to preside at pre-meeting briefing
sessions.

Councillors (including the mayor) are to
make all reasonable efforts to attend pre-
meeting briefing sessions.

Councillors must not use pre-meeting
briefing sessions to debate or make
preliminary decisions on items of
business they are being briefed on, and
any debate and decision-making must be
left to the formal council or committee
meeting at which the item of business is
to be considered.

Councillors {(including the mayor) must
disclose and manage any conflicts of
interest they may have in relation to any
item of business that is the subject of a
briefing at a pre-meeting briefing session,
in the same way that they are reguired to
do at a council or committee meeting.

13



2.13

Model Code Of Meeting Practice for Local Councils in NSW

4 Public Forums




4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

The council will hold a public forum

prior to each ordinary meeting of the
council for the purpose of hearing oral
submissions from members of the public
on items of business to be considered

at the meeting. Public forums may also
be held prior to extracrdinary council
meetings and meetings of committees of
the council.

Public forums are to be chaired by the
mayor or their nominee.

To speak at a public forum, a person must
first make an application to the council in
the approved form. Applications to speak
at the public forum must be received

by [date and time to be specified by

the council] before the date on which
the public forum is to be held, and must
identify the item of business on the
agenda of the council meeting the person
wishes to speak on, and whether they
wish to speak 'for' or 'against’ the item.

A person may apply to speak on no more
than [number to be specified by the
council] items of business on the agenda
of the council meeting,

Nominated candidates at federal, state or
local government elections and serving
councillors are not permitted to speak at
a public forum.

Legal representatives acting on behalf of
others are not to be permitted to speak at
a public forum unless they identify their
status as a legal representative when
applying to speak at the public forum.

The general manager or their delegate
may refuse an application to speak at a
public forum.

No more than [number to be specified
by the council] speakers are to be
permitted to speak ‘for' or ‘against’ each
item of business on the agenda for the
council meeting.
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4.3

4.4
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If more than the permitted number

of speakers applies to speak ‘for' or
‘against’ any item of business, the
general manager or their delegate may
request the speakers to nominate from
among themselves the persons who are
to address the council on the item of
business. If the speakers are not able to
agree on whom to nominate to address
the council, the general manager or their
delegate is to determine who will address
the council at the public forum.

Approved speakers at the public forum
are to register with the council any
written, visual or audio material to be
presented in support of their address to
the council at the public forum, and to
Identify any equipment needs no more
than [number to be specified by the
council] days before the public forum.
The general manager or their delegate
may refuse to allow such material to be
presented,

The general manager or their delegate is
to determine the order of speakers at the
public forum.

Each speaker will be allowed [number
to be specified by the council] minutes
to address the council. This time is to be
strictly enforced by the chairperson.

Speakers at public forums must not
digress from the item on the agenda of
the council meeting they have applied

to address the council on. If a speaker
digresses to irrelevant matters, the
chairperson is to direct the speaker not
to so digress. If a speaker fails to observe
a direction from the chairperson, the
speaker will not be further heard.

A councillor (including the chairperson)
may, through the chairperson, ask
questions of a speaker following their
address at a public forum. Questions put
to a speaker must be direct, succinct and
without argument.
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4.15

4.16

4.17

4.18

4.19

16

Speakers are under no obligation to
answer a question put under clause 4,14,
Answers by the speaker, to each guestion
are to be limited to [number to be
specified by the council] minutes.

Speakers at public forums cannot ask
questions of the council, councillors or
council staff.

The general manager or his or her
nominee may, with the concurrence of the
chairperson, address the council for up to
[number to be specified by the council]
minutes in response to an address to

the council at a public forum after the
address and any subsequent guestions
and answers have been finalised.

Where an address made at a public

forum raises matters that require further
consideration by council staff, the general
manager may recommend that the
council defer consideration of the matter
pending the preparation of a further
report on the matters.

When addressing the council, speakers
at public forums must comply with this
code and all other relevant council codes,
policies and procedures. Speakers must
refrain from engaging in disorderly
conduct, publicly alleging breaches of
the council’s code of conduct or making
other potentially defamatory statements.

4,20 If the chairperson considers that a

4.21

4.22

4,23

speaker at a public forum has engaged
in conduct of the type referred to

in clause 4.19, the chairperson may
request the person to refrain from

the inappropriate behaviour and to
withdraw and unreservedly apologise
for any inappropriate comments. Where
the speaker fails to comply with the
chairperson's request, the chairperson
may immediately require the person to
stop speaking.

Clause 4.20 does not limit the ability of
the chairperson to deal with disorderly
conduct by speakers at public forums in
accordance with the provisions of Part 15
of this code,

Where a speaker engages in conduct of
the type referred to in clause 4.19, the
general manager or their delegate may
refuse further applications from that
person to speak at public forums for such
a period as the general manager ar their
delegate considers appropriate.

Councillors (including the mayor) must
disclose and manage any conflicts of
interest they may have in relation to any
item of business that is the subject of an
address at a public forum, in the same
way that they are required to do at a
council or committee meeting.

Note: Public forums should not be held as part
of a council or committee meeting. Council or
committee meetings should be reserved for
decision-making by the council or committee
of council.
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5 Coming Together




2.1¢

Attendance by
councillors at meetings

5.1 All councillors must make reasonable
efforts to attend meetings of the council
and of committees of the council of which
they are members.

5.2 A councillor cannot participate in a
meeting of the council or of a committee
of the council unless personally present
at the meeting.

5.3 ‘Where a councillor is unable to attend
one or more ordinary meetings of the
council, the councillor should request that
the council grant them a leave of absence
from those meetings. This clause does
not prevent a councillor from making
an apology if they are unable to attend
a meeting, However the acceptance of
such an apology does not constitute the
granting of a leave of absence for the
purposes of this code and the Act.

5.4 A councillor's request for leave of
absence from council meetings should, if
practicable, identify (by date) the meetings
from which the councillor intends to be
absent and the grounds upon which the
leave of absence is being sought.

5.5  The council must act reasonably when
considering whether to grant a councillor's
request for a leave of absence.

5.6 A councillor's civic office will become
vacant if the councillor s absent from
three (3} consecutive ordinary meetings
of the council without prior leave of the
council, or leave granted by the council
at anvy of the meetings concerned, unless
the haolder is absent because he or she
has been suspended from office under
the Act, or because the council has
been suspended under the Act, or as
a consequence of a compliance order
under section 438HA.

Note: Clause 5.6 reflects section 234(1)(d)
of the Act.
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A councillor who intends to attend a
meeting of the council despite having
been granted leave of absence should,
if practicable, give the general manager
at least two (2) days' notice of their
intention to attend.

The quorum for a
meeting

5.8

5.9

5.10

51

The quorum for a meeting of the council
is a majority of the councillors of the
council who hold office at that time and
are not suspended from office.

Note: Clause 5.8 reflects section 368(1)
of the Act.

Clause 5.8 does not apply if the

quorum is required to be determined in
accordance with directions of the Minister
in a performance improvement order
issued In respect of the council,

Note: Clause 5.9 reflects section 368(2)
of the Act.

A meeting of the council must be
adjourned if a quorum is not present:

(a) within half an hour after the time
designated for the holding of the
meeting, or

(b) atany time during the meeting.

In either case, the meeting must be
adjourned to a time, date and place fixed:

(a) by the chairperson, or

(b) in his or her absence, by the
majority of the councillors present,
or

(c) failing that, by the general manager.
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5.12 The general manager must record in
the council's minutes the circumstances
relating to the absence of a quorum
(including the reasons for the absence of
a quorum) at or arising during a meeting
of the council, together with the names of
the councillors present.

5.13 Where, prior to the commencement of

a meeting, it becomes apparent that

a gquorum may not be present at the
meeting, or that the safety and welfare of
councillors, council staff and members of
the public may be put at risk by attending
the meeting because of a natural disaster
(such as, but not limited to flood or
bushfire), the mayor may, in consultation
with the general manager and, as far

as is practicable, with each councillor,
cancel the meeling. Where a meeting is
cancelled, notice of the cancellation must
be published on the council’'s website
and using such other means as will bring
notice of the cancellation to the attention
of as many people as possible.

5.14 Where a meeting is cancelled under
clause 513, the business to be considered
at the meeting may instead be considered
at an extraordinary meeting called under

clause 3.3.

20

Entitlement of the
public to attend council
meetings

5.15 Everyone is entitled to attend a meeting
of the council and committees of the

council, The council must ensure that all
meetings of the council and committees

of the council are open to the public.

Note: Clause 5.15 reflects section 10(1) of

the Act.

5.16 Clause 5.15 does not apply to parts of
rmeetings that have been closed to the
public under section 10A of the Act.

5.17 A person (whether a councillor or another

person) is not entitled to be present at a
meeting of the council or a committee of
the council if expelled from the meeting:

(@) by aresolution of the meeting, or

(b) by the person presiding at the
meeting if the council has, by
resolution, authorised the person
presiding to exercise the power of
expulsion.

Note: Clause 5.17 reflects section 10(2) of
the Act.

MNote: If adopted, clauses 15,13 and 15.14 confer
a standing authorisation on all chairpersons

of meetings of the council and committees of
the council to expel persons from meetings. If
adopted, clause 15.13 authorises chairpersons to
expel any person, including a councillor, from a
council or committee meeting. Alternatively, if
adopted, clause 15.14 authorises chairpersons
to expel persons other than councillors from a
council or committee meeting.
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Webcasting of meetings Attendance of the
general manager and
other staff at meetings

5.18 All meetings of the council and
committees of the council are to be
webcast,

5.19 Clause 5.18 does not apply to parts of
a meeting that have been closed to the
public under section 10A of the Act,

5.20 At the start of each meeting the
chairperson is to make a statement
informing those in attendance that the
meeting is being webcast and that those
in attendance should refrain from making
any defamatory statements.

Audio recording of
meetings

5.21 Audio recordings are to be made of all
meetings of the council and committees
of the council for the dominant purpose
of assisting with the preparation of the
minutes for meetings.
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5.22

5.23

5.24

5.25

The general manager is entitled to attend,
but not to vote at, a meeting of the
council or a meeting of a committee of
the council of which all of the members
are councillors,

MNote: Clause 5.22 reflects section 376(1)
of the Act.

The general manager is entitled to attend
a meeting of any other committee of

the council and may, if a member of the
committee, exercise a vote.

Note: Clause 5.23 reflects section 376(2)
of the Act.

The general manager may be excluded
from a meeting of the council or

a committee while the council or
committee deals with a matter relating
to the standard of performance of

the general manager or the terms of
employment of the general manager.

Note: Clause 5.24 reflects section 376(3)
of the Act.

The attendance of other council staff at
a meeting, (other than as members of
public) shall be with the approval of the
general manager.
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6 The Chairperson
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The chairperson at
meetings

6.1 The mayor, or at the request of or in
the absence of the mayor, the deputy
mayor (if any) presides at meetings of the
council.

Note: Clause 6.1 reflects section 369(1)
of the Act.

6.2 If the mavyor and the deputy mayor (if
any) are absent, a councillor elected
to chair the meeting by the councillors
present presides at a meeting of the
council.

Note: Clause 6.2 reflects section 369(2)
of the Act,

Election of the
chairperson in the
absence of the mayor
and deputy mayor

6.3 If no chairperson is present at a meeting
of the council at the time designated
for the halding of the meeting, the first
business of the meeting must be the
election of a chairperson to preside at the
meeting.

6.4 The election of chairperson must be
conducted:

(a) by the general manager or, in
their absence, an employee of the
council designated by the general
manager to conduct the electian, or

() by the person who called the
meeting or a person acting on
their behalf if neither the general
manager nor a designated
employee is present at the meeting,
or if there is no general manager or
designated employee.
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If, at an election of a chairperson, two
(2) or more candidates receive the same
number of votes and no other candidate
receives a greater number of votes, the
chairperson is to be the candidate whose
name is chosen by lot.

For the purposes of clause 6.5, the
person conducting the election must:

(a) arrange for the names of the
candidates who have equal
numbers of votes to be written on
similar slips, and

(b) then fold the slips so as to prevent
the names from being seen, mix the
slips and draw one of the slips at
random.

The candidate whose name is on the
drawn slip is the candidate who is to be
the chairperson.

Any election conducted under clause 6.3,
and the outcome of the vote, are to be

recorded in the minutes of the meeting.

Chairperson to have
precedence

6.9

When the chairperson rises or speaks
during a meeting of the council:

(a) any councillor then speaking or
seeking to speak must, if standing,
immediately resume their seat, and

(b) every councillor present must be
silent to enable the chairperson to
be heard without interruption.
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7 Modes of Address
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7.1 If the chairperson is the mayor, they
are to be addressed as 'Mr Mayor' or
‘Madam Mayor’,

7.2 Where the chairpersan is not the mayaor,
they are to be addressed as either ‘Mr
Chairperson' or ‘Madam Chairperson’,

7.3 A councillor is to be addressed as
‘Counciller [surname]’.

7.4 A council officer is to be addressed by
their official designation.
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8 Order of Business for
Ordinary Council Meetings




8.1

8.2

Note:

Note:

2.26

At a meeting of the council, the general
order of business is as fixed by resolution
of the council.

The general order of business for an
ordinary meeting of the council shall be:
[councils may adapt the following order
of business to meet their needs]

01 Opening meeting
02 Acknowledgement of country
03 Prayer

04  Apologies and applications for
leave of absence by councillors

05 Confirmation ef minutes
06 Disclosures of interests
[oF Mayoral minute(s)

08 Reports of committees
09 Reports to council

10 Notices of motions/questions
with notice

1 Confidential matters

12 Conclusion of the meeting

Councils must use gither clause 8.1 or 8.2,

The order of business as fixed under
clause [8.1/8.2] [delete whichever is
not applicable] may be altered for a
particular meeting of the council if a
motion to that effect is passed at that
meeting. Such a motion can be moved
without notice.

If adopted, Part 13 allows council to deal

with items of business by exception,

8.4

Despite clauses 10.19-10.27, only the mover
of a motion referred to in clause 8.3 may
speak to the motion before it is put.
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9 Consideration of Business at
Council Meetings
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B“Siness that can be 9.3 Desgite clause 9.1, bu-siness may be |
considered at a meeting of the council
dealt With at a cou nCiI even though due notice of the business
” has not been given to the councillors if:
meeting

(a) a motionis passed to have the
business considered at the meeting,
and

9.1 The council must not consider business at
a meeting of the council:

(a) unless a councillor has given notice (b)
of the business, as required by
clause 3.11, and

the business to be considered is
ruled by the chairperson to be of
great urgency.

(b)Y unless notice of the business has 9.4
been sent to the councillors in
accordance with clause 3.8 in
the case of an ordinary meeting
and clause 3,10 in the case of an
extraordinary meeting.

A motion moved under clause 9.3(a) can
be moved without notice. Despite clauses
10.19-10.27, only the mover of a motion
referred to in clause 8.3(a) can speak toc
the motion before it is put.

8.5 A motion of dissent cannot be moved

8.2 Clause 9.1does not apply to the ‘ against a ruling by the chairperson under
consideration of business at a meesting, if clause 9.3(b).

the business:

(a) is already before, or directly relates Mayoral mi nutes

to, a matter that is already before

the council, or 9.6 |If the mayor is the chairperseon at a
meeting of the council, the mayor rmay.
(b)Y s the election of a chairperson to by minute signed by the mayor, put to
preside at the meeting, or the meeting without notice any matter

or tapic that is within the jurisdiction
of council, or of which the council has
official knowledge.

(c) subject to clause 9.9, is a matter or
topic put to the meeting by way of
a mayoral minute, or

9.7 A mayoral minute, when put to a meeting,
takes precedence over all business on
the council's agenda for the meeting. The
chairperson (but only if the chairperson
is the mayor) may move the adoption of a
mayoral minute without the motion being
seconded.

(d) is a motion for the adoption of
recommendations of a committee,
including, but not limited to, a
committee of the council.

9.8 A recommendation made in a mayoral
minute put by the mayor is, insofar as it
is adopted by the council, a resolution of
the council.

9.9 A mayoral minute must not be used
to put without notice matters that are
routine and not urgent, or matters for
which proper notice should be given
because of their complexity.
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Staff reports

9.10 A recommendation made in a staff report
is, insofar as it is adopted by the council,
a resolution of the council,

Reports of committees
of council

9.11 The recommendations of a committee
of the council are, insofar as they are
adopted by the council, resolutions of
the council.

9,12 Ifin areport of a committee of the
council distinct recommendations are
made, the council may make separate
decisions on each recommendatian,

30

Questions

9.13

9.4

9.15

9.16

9.7

9,18

A question must not be asked at a
meeting of the council unless it concerns
a matter on the agenda of the meeting or
notice has been given of the question in
accordance with clauses 3.11 and 3.16.

A councillor may, through the
chairperson, put a question to another
councillor about a matter on the agenda.

A councillor may, through the general
manager, put a question to a council
employee about a matter on the agenda.
Council employees are only obliged to
answer a question put to them through
the general manager at the direction of
the general manager.

A councillor or council employee to
whom a guestion is put is entitled to be
given reasonable notice of the question
and, in particular, sufficient notice to
enable reference to be made to other
persons or to documents. Where a
councillor or council employee to whom
a guestion is put is unable to respond to
the guestion at the meeting at which it is
put, they may take it on notice and report
the response to the next meeting of the
council,

The councillor must put every such
question directly, succinctly and without
argument.

The chairperson must not permit
discussion on any reply to, or refusal to
reply to, a question put to a councillor or
council employee.
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10 Rules of Debate
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Motions to be seconded

10.1

Unless otherwise specified in this

code, a motion or an amendment
cannot be debated unless or until it has
been seconded,

Notices of motion

10.2

10.3

10.4

A councillor who has submitted a notice
of motion under clause 311 is to move
the motion the subject of the notice of
motion at the meeting at which it is to
be considered.

If @ councillor who has submitted a
notice of motion under clause 311 wishes
to withdraw it after the agenda and
business paper for the meeting at which
it is to be considered have been sent to
councillors, the councillor may request
the withdrawal of the maotion when it is
before the council.

In the absence of a councillor who has
placed a notice of motion on the agenda
for a meeting of the council:

(a) any other councillor may move the
motion at the meeting, or
(b) the chairperson may defer the

motion until the next meeting of
the council at which the motion can
be considered.
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Chairperson’s duties
with respect to motions

10.5

10.6

10.7

10.8

It is the duty of the chairperson at a
meeting of the council to receive and put
to the meeting any lawful motion that is
brought before the meeting.

The chairperson must rule out of order
any motion or amendment to a motion
that is unlawful or the implementation of
which would be unlawful.

Before ruling out of order a motion or

an amendment to a motion under clause
10.6. the chairperson is to give the mover
an opportunity to clarify or amend the
motion or amendment.

Any motion, amendment or other matter
that the chairperson has ruled out of
order is taken to have been rejected.

Motions requiring the
expenditure of funds

10.9 A motion or an amendment to a motion

which if passed would require the
expenditure of funds on works and/

or services other than those already
provided for in the council's current
adopted operational plan must

identify the source of funding for the
expenditure that is the subject of the
motion, If the mation does not identify

a funding source, the council must defer
consideration of the matter, pending a
report from the general manager on the
availability of funds for implernenting the
motion if adopted.
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Amendments to motions

10.10 An amendment to a motion must be

10.1

10.12

10.13

10.14

10.15

34

moved and seconded before it can be
debated.

An amendment to a motion must relate to
the matter being dealt with in the original
motion before the council and must

not be a direct negative of the original
motion. An amendment to a motion
which does not relate to the matter

being dealt with in the original motion, or
which is a direct negative of the original
motion, must be ruled out of order by the
chairperson.

The mover of an amendment is to be
given the opportunity to explain any
uncertainties in the proposed amendment
before a seconder is called for.

If an amendment has been rejected, a
further amendment can be moved to the
motion to which the rejected amendment
was moved, and 5o on, but no more than
one (1) motion and one (1) proposed
amendment can be before council at any
one time.

While an amendment is being considered,
debate must only occur in relation to the
amendment and not the original motion.
Debate on the original motion is to be
suspended while the amendment to the
original motion is being debated.

If the amendment is carried, it becomes
the motion and is to be debated. If the
amendment is rejected, debate is to
resume on the criginal motion.

Foreshadowed motions

10.16

1017

10.18

A councillor may propose a
foreshadowed motion without a seconder
during debate on the original motion.
The foreshadowed motion is only to be
considered if the original motion is lost
or withdrawn and the foreshadowed
motion is then moved and seconded.

If the original motion is carried, the
foreshadowed motion lapses.,

Where an amendment has been moved
and seconded, a councillor may, without
a seconder, foreshadow a further
amendment that they propose to move
after the first amendment has been dealt
with, There is no limit to the number of
foreshadowed amendments that may

be put before the council at any time.
However, no discussion can take place
on foreshadowed amendments until the
previous amendment has been dealt with
and the foreshadowed amendment has
been moved and seconded,

Foreshadowed motions and
foreshadowed amendments are to be
considered in the order in which they
are proposed. However, foreshadowed
motions cannot be considered until all
foreshadowed amendments have been
dealt with.
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Limitations on the
number and duration of
speeches

10.19 A councillor who, during a debate at a
meeting of the council, moves an original
motion, has the right to speak on each
amendment to the motion and a right
of general reply to all observations that
are made during the debate in relation
to the motion, and to any amendment to
it at the conclusion of the debate before
the motion (whether amended or not)
is finally put.

10.20 A councillor, other than the mover of an
original motion, has the right to speak
once on the motion and once on each
amendment to it.

10.21 A councillor must not, without the
consent of the council, speak more than
once on a motion or an amendment, or
for longer than five (5) minutes at any
one time. However, the chairperson may
permit a councillor whao claims to have
been misrepresented or misunderstood to
speak more than once on a motion or an
amendment, and for longer than five (&)
minutes on that motion or amendment
to enable the councillor to make a
statement limited to explaining the
misrepresentation or misunderstanding.

10.22 Despite clauses 10.19 and 10.20, a
councillor may move that a motion or an
amendment be now put:

(a) if the mover of the motion or
amendment has spoken in favour
of it and no councillor expresses an
intention to speak against it, or

(b) if at least two (2) councillors have
spoken in favour of the motion or
amendment and at least two (2)

councillors have spoken against it.
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10.23 The chairperson must immediately put to
the vote, without debate, a motion moved
under clause 10.22. A seconder is not
required for such a motion,

10.24 If a motion that the original motion or an
amendment be now put is passed, the
chairperson must, without further debate,
put the ariginal motion or amendment
to the vote immediately after the mover
of the original motion has exercised their
right of reply under clause 10.19.

10.25 If a motion that the original motion or an
amendment be now put is rejected, the
chairperson must allow the debate on
the original motion or the amendment to
be resumed,

10.26 All councillors must be heard without
interruption and all other councillors
must, unless otherwise permitted under
this code, remain silent while another
councillor is speaking.

10.27 Once the debate on a matter is closed
and a matter has been dealt with, the
chairperson must not allow further
debate on the matter.
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11 Voting
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Voting entitlements of
councillors

11

1.2

1.3

Each councillor is entitled to one (1) vote,

Note: Clause 11.1 reflects section 370(1)
of the Act,

The person presiding at a meeting of the
council has, in the event of an equality of
votes, a second or casting vote.

Note: Clause 11.2 reflects section 370(2)
of the Act.

Where the chairperscn declines to exercise,
or fails to exercise, their second or casting
vote, in the event of an equality of votes,
the motion being voted upon is lost.
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Voting at council
meetings

1.4

1.6

1.7

1.8

1n.e

1110

A councillor who is present at a meeting
of the council but who fails to vote on

a mation put to the meeting is taken to
have voted against the motion.

If a councillor who has voted against

a motion put at a council meesting so
requests, the general manager must
ensure that the councillor's dissenting
vote is recorded in the council’'s minutes.

The decision of the chairperson as to the
result of a vote is final, unless the decision
is immediately challenged and not fewer
than two (2) councillors rise and call for a
division.

When a division on a motion is called, the
chairperson must ensure that the division
takes place immediately. The general
manager must ensure that the names of
those who vote for the motion and those
who vote against it are recorded in the
council’s minutes for the meeting.

when a division on a motion is called.
any councillor who fails to vote will be
recorded as having voted against the
motion in accordance with clause 1.4 of
this code.

Voting at a meeting, including voting

in an election at a meeting, is to be by
open means (such as on the voices, by
show of hands or by a visible electronic
voting system). However, the council may
resolve that the voting in any election by
councillors for mayor or deputy mayor is
to be by secret ballot.

All voting at council meetings must be
recorded in the minutes of the meeting
with the names of councillors who voted
for or against a motion or amendment
being recorded as if a division had been
called under clause 11.6.
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Voting on planning
decisions

nmn

1n.az

1.3

11.14

The general manager must keep a
register cantaining, for each planning
decision made at a meeting of the council
or a council committee (including, but not
limited to a committee of the council), the
names of the councillers who supported
the decision and the names of any
councillors who opposed (or are taken to
have opposed) the decision.

For the purpose of maintaining the
register, a division is taken to have been
called whenever a motion for a planning
decision is put at a meeting of the council
or a council committee.

Each decision recorded in the register
is to be described in the register or
identified in a manner that enables the
description to be obtained from another
publicly available document.

Clauses 11.11-11.13 apply also to meetings
that are closed to the public.

Note: Clauses 11.11-11.14 reflect section 375A
of the Act.
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12 Committee of the Whole




121

12.2

12.3

12.4

3.0

The council may resolve itself into a
committee to consider any matter before
the council.

Mote: Clause 12.1 reflects section 373 of
the Act.

All the provisions of this code relating
to meetings of the council, insofar as
they are applicable, extend to and
govern the proceedings of the council
when in committee of the whole, except
the provisions limiting the number and
duration of speeches.

Note: Clauses 10.19-10.27 limit the
number and duration of speeches.

The general manager or, in the absence
of the general manager, an employee of
the council designated by the general
manager, is responsible for reporting

to the council the proceedings of

the committee of the whole. It is not
necessary to report the proceedings

in full but any recommendations of the
committee must be reported,

The council must ensure that a report

of the proceedings {including any
recommendations of the committee)

is recorded in the council's minutes.
However, the council is not taken to have
adopted the report until a motion for
adoption has been made and passed.
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13 Dealing with Items
by Exception
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13.2

13.3

13.4

13.5

13.6

13.7

3.L2

The council or a committee of council
may, at any time, resolve to adopt
multiple items of business on the agenda
together by way of a single resolution.

Before the council or committee resalves
to adopt multiple items of business on the
agenda together under clause 131, the
chairperson is to list the items of business
to be adopted and ask councillors to
identify any of the individual items of
business listed by the chairperson that
they wish to speak on.

The council or committee must not resolve
to adopt any item of business under clause
131 that a councillor has identified as being
one they wish to speak an.

Where the consideration of multiple
items of business together under clause
13.1 involves a variation to the order of
business for the meeting, the council or
committee must resolve to alter the order
of business in accordance with clause 8.3,

A motion to adopt multiple items of
business together under clause 13,1 must
identify each of the items of business

to be adopted and state that they are

to be adopted as recommended in the
business paper.

Items of business adopted under clause
13.1 are to be taken as having been
unanimously adopted.

Councillors must ensure that they disclose
and manage any conflicts of interest they
may have in relation to items of business
considered together under clause 13.1in
accordance with the requirements of the
council's code of conduct.
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14 Closure of Council
Meetings to the Public




2.4y

Grounds on which
meetings can be closed
to the public

14.1

The council or a committee of the council
may close to the public so much of its
meeting as comprises the discussion or
the receipt of any of the following types
of matters:

(a)

(b)

()

(d)

(e)

()

(o

personnel matters concerning
particular individuals (other than
councillors),

the personal hardship of any
resident or ratepayer,

information that would, if disclosed,
confer a commercial advantage on
a person with whom the council

is conducting (or proposes to
conduct) business,

commercial information of a
confidential nature that would, if
disclosed:

i) prejudice the commercial
position of the person who
supplied it, or

(il confer a commercial
advantage on a competitor of
the council, or

(iii) reveal a trade secret,

information that would, if disclosed,
prejudice the maintenance of law,

matters affecting the security of the
council, councillors, council staff or
council property,

advice cancerning litigation, or
advice that would otherwise be
privileged from production in legal
proceedings on the ground of legal
professional privilege,
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(h) information concerning the nature
and location of a place or an item
of Aboriginal significance on
community land,

(i) alleged contraventions of the
council's code of conduct.

Note: Clause 14.1 reflects section 10A(1)
and (2) of the Act.

14.2 The council or a committee of the council
may also close to the public so much of its
meeting as comprises a motion to close
another part of the meeting to the public.

Note: Clause 14.2 reflects section 10A(3)
of the Act.

Matters to be
considered when closing
meetings to the public

14.3 A meeting is not to remain closed during
the discussion of anything referred to in
clause 14.1:

(a) except for so much of the
discussion as is necessary
to preserve the relevant
confidentiality, privilege or security,
and

(b) if the matter concerned is a matter
other than a personnel matter
concerning particular individuals,
the personal hardship of a resident
or ratepayer or a trade secret -
unless the council or committee
concerned is satisfied that
discussion of the matter in an open
meeting would, en balance, be
contrary to the public interest.

Note: Clause 14.3 reflects section 10B(1)
of the Act.
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14.4

14.5

14.6

46

A meeting is not to be closed during the
receipt and consideration of information or
advice referred to in clause 14.1(g) unless
the advice concerns legal matters that:

(a) are substantial issues relating to
a matter in which the council or
committee is involved, and

(b) are clearly identified in the advice,
and

(c) are fully discussed in that advice,

Note: Clause 14.4 reflects section 10B(2)
of the Act.

If a meeting is closed during the
discussion of a motion to close another
part of the meeting to the public

(as referred to in clause 14.2), the
consideration of the motion must not
include any consideration of the matter
or information to be discussed in that
other part of the meeting other than
consideration of whether the matter
concerned is a matter referred to in
clause 14,1,

Note: Clause 14.5 reflects section 10B(3)
of the Act.

For the purpose of determining whether
the discussion of a matter in an open
meeting would be contrary to the public
interest, it is irrelevant that:

(a) aperson may misinterpret or
misunderstand the discussion, or
(b) the discussion of the matter may:

(i) cause embarrassment to
the council or committee
concerned, or to councillors
or to employees of the
council, or

cause a loss of confidence in
the council or committee.

(i

MNote: Clause 14.6 reflects section 10B(4)
of the Act.

14.7

In deciding whether part of a meeting
is to be closed to the public, the council
or committee concerned must consider
any relevant guidelines issued by the
Chief Executive of the Office of Local
Government.

Note: Clause 14.7 reflects section T0B(5)
of the Act.

Notice of likelihood of
closure not required in
urgent cases

14.8

Part of a meeting of the council, or of

a committee of the council, may be
closed to the public while the council or
committee considers a matter that has
not been identified in the agenda for the
meeting under clause 3.23 as a matter
that is likely to be considered when the
meeting is closed, but only if;

(a) it becomes apparent during the
discussion of a particular matter
that the matter is a matter referred
to inclause 141, and

(b) the council or committee, after

considering any representations
made under section 14.9, resolves
that further discussion of the
matter;

({})] should not be deferred
(bhecause of the urgency of
the matter), and

should take place in a part of
the meeting that is closed to
the public.

(ii)

MNote: Clause 14.8 reflects section 10C of
the Act.
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Representations by
members of the public

14.9

14.10

141

14.12

14.13

The council, or a committee of the
council, may allow members of the
public to make representations to or at a
meeting, before any part of the meeting
is closed to the public, as to whether that
part of the meeting should be closed.

Note: Clause 14.9 reflects section T0A(4)
of the Act.

A representation under clause 14.9 is
to be made after the motion to close
the part of the meeting is moved and
seconded.

Where the matter has been identified

in the agenda of the meeting under
clause 3,23 as a matter that is likely

to be considered when the meeting is
closed to the public, in order to make
representations under clause 14.9,
members of the public must first make an
application to the council in the approved
form. Applications must be received by
[date and time to be specified by the
council] before the meeting at which the
matter is to be considered.

The general manager (or their delegate)
may refuse an application made under
clause 14.11.

Mo more than [number to be specified
by the council] speakers are to be
permitted to make representations under
clause 14,9,
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14.16

14.17
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If more than the permitted number of
speakers applies to make representations
under clause 14.9, the general manager or
their delegate may request the speakers
to nominate from among themselves the
persons who are to make representations
to the council. If the speakers are not able
to agree on whom to nominate to make
representations under clause 14.9, the
general manager or their delegate is to
determine who will make representations
to the council.

The general manager (or their delegate)
is to determine the order of speakers.

Where the council or a committee of

the council proposes to close a meeting
or part of a meeting to the public in
circumstances where the matter has not
been identified in the agenda for the
meeting under clause 3.23 as a matter
that is likely to be considered when

the meeting is closed to the public, the
chairperson is to invite representations
from the public under clause 14.9 after
the motion to close the part of the
meeting is moved and seconded, The
chairperson is to permit no more than
[number to be specified by the council]
speakers to make representations in such
order as determined by the chairperson.

Each speaker will be allowed [number

to be specified by the council] minutes
to make representations, and this time
limit is to be strictly enforced by the
chairpersan. Speakers are to confine
their representations to whether the
meeting should be closed to the public. If
a speaker digresses to irrelevant matters,
the chairperson is to direct the speaker
not to so digress. If a speaker fails to
observe a direction from the chairperson,
the speaker will not be further heard.
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Expulsion of non-
councillors from meetings
closed to the public

14.18 If a meeting or part of a meeting of the
council or a committee of the council is
closed to the public in accordance with
section 10A of the Act and this code,
any person who is not a councillor and
who fails to leave the meeting when
requested, may be expelled from the
meeting as provided by section 10(2)(a)
or (b) of the Act.

14.19 If any such person, after being notified
of a resolution or direction expelling
them from the meeting, fails to leave the
place where the meeting is being held, a
police officer, or any person authorised
for the purpose by the council or person
presiding, may, by using only such force
as is necessary, remove the person from
that place and, if necessary restrain that
person from re-entering that place,

Information to be
disclosed in resolutions
closing meetings to the
public

14.20 The grounds on which part of a meeting
is closed must be stated in the decision
to close that part of the meeting and
must be recorded in the minutes of the
meeting. The grounds must specify the
following:

(a) the relevant provision of section
10A(2) of the Act,

{b) the matter that is to be discussed
during the closed part of the
meeling,

48

(¢) the reasons why the part of the
meeting is being closed, including
(if the matter concerned is a matter
other than a personnel matter
concerning particular individuals,
the personal hardship of a resident
or ratepayer or a trade secret) an
explanation of the way in which
discussion of the matter in an open
meeting would be, on balance,
contrary to the public interest.

Note: Clause 14.20 reflects section 10D
of the Act.

Resolutions passed at
closed meetings to be
made public

14.21 If the council passes a resolution during
a meeting, or a part of a meeting, that
is closed to the public, the chairperson
must make the resolution public as soon
as practicable after the meeting, or the
relevant part of the meeting, has ended,
and the resolution must be recorded
in the publicly available minutes of the
meeting.

14.22 Resolutions passed during a meeting,
or a part of a meeting, that is closed to
the public must be made public by the
chairperson under clause 14,21 during a
part of the meeting that is webcast.
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Points of order

15.1

15.2

A councillor may draw the attention of
the chairperson to an alleged breach
of this code by raising a point of order,
A point of order does not require a
seconder.

A point of order must be taken
immediately it is raised. The chairperson
must suspend business before the
meeting and permit the councillor

raising the point of order to state the
provision of this code they believe has
been breached, The chairperson must
then rule on the peoint of order - either by
upholding it or by overruling it.

Questions of order

15.3

15.4

15.5

15.6

The chairperson, without the intervention
of any other councillor, may call any
councillor to order whenever, in the
opinion of the chairperson, it is necessary
to do so.

A councillor who claims that another
councilloer has committed an act of
disorder, or is out of order, may call
the attention of the chairperson to the
matter.

The chairperson must rule on a question
of order immediately after it is raised but,
before doing so, may invite the opinion of
the council.

The chairperson’s ruling must be obeyed
unless a motion dissenting from the ruling
is passed.
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Motions of dissent

15.7

15.8

15.9

A councillor can, without notice, move to
dissent from a ruling of the chairperson
on a point of order or a question of order.
If that happens, the chairpersan must
suspend the business before the meeting
until a decision is made on the motion of
dissent.

If a motion of dissent is passed, the
chairperson must proceed with the
suspended business as though the ruling
dissented from had not been given. If,
as a result of the ruling, any motion or
business has been discharged as out of
order, the chairperson must restore the
motion or business to the agenda and
proceed with it in due course.

Despite any other provision of this code,
only the mover of a motion of dissent and
the chairperson can speak to the motion
before it is put. The mover of the motion
does not have a right of general reply.
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Acts of disorder

15.10 A councillor commits an act of disorder if

15.11

52

the councillor, at a meeting of the council
or a committee of the council:

(a) contravenes the Act or any
regulation in force under the Act or

this code, or

assaults or threatens to assault
another councillor or person
present at the meeting, or

(b)

{c) moves or attempts to move a
motion or an amendment that

has an unlawful purpose or that
deals with a matter that is outside
the jurisdiction of the council or
the committee, or addresses or
attempts to address the council or
the committee on such a motion,
amendment or matter, or

(d) insults or makes personal
reflections on or imputes improper
motives to any other council
official, or alleges a breach of the

council's code of conduct, or

(e) says or does anything that is
inconsistent with maintaining order
at the meeting or is likely to bring
the council or the committee into

contempt.
The chairperson may require a councillor:

(a) to apologise without reservation
for an act of disorder referred to in

clauses 15.10¢a) or (b), or

to withdraw a motion or an
amendment referred to in clause
15.10(c) and, where appropriate, to
apologise without reservation, or

(b)

(c) to retract and apclogise without
reservation for an act of disorder
referred to in clauses 15.10{d) and

(e).

How disorder at a
meeting may be dealt
with

15.12

If disorder occurs at a meeting of the
council, the chairperson may adjourn the
meeting for a period of not more than
fifteen (15) minutes and leave the chair.
The council, on reassembling, must, on

a gquestion put from the chairperson,
decide without debate whether the
business is to be proceeded with or not.
This clause applies to disorder arising
from the conduct of members of the
public as well as disorder arising from the
conduct of councillors.

Expulsion from meetings

1513

15.14

Note:

All chairpersons of meetings of the
council and committees of the council
are authorised under this code to expal
any person, including any councillor, from
a council or committee meeting, for the
purposes of section 10(2)(b) of the Act,

All chairpersons of meetings of the
council and committees of the council

are authorised under this code Lo expel
any person other than a councillor, from

a council or committee meeting, for the
purposes of section 10(2)(b) of the Act.
Councillors may only be expelled by
resolution of the council or the committee
of the council.

Councils may use either clause 15.13 or

clause 15.14.

15.15

Clause [15.12/5.14] [delete whichever

is not applicable], does not limit the
ability of the council or a committee of
the council to resclve to expel a person,
including a councillor, from a council or
committee meeting, under section 10(2)
(a) of the Act,
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15.16

15.17

15.18

15.19

2.52

A councillor may, as provided by section
10¢2)(a) or (b) of the Act, be expelled
frorm a meeting of the council for having
failed to comply with a requirement
under clause 15,11, The expulsion of a
councillor from the meeting for that
reason does not prevent any other action
from being taken against the councillor
for the act of disorder concerned,

A member of the public may, as provided
by section 10(2)(a) or (k) of the Act, be
expelled from a meeting of the council
for engaqing in or having engaged in
disorderly conduct at the meeting.

Where a councillor or a member of the
public is expelled from a meeting, the
expulsion and the name of the person
expelled, if known, are to be recorded in
the minutes of the meeting.

If a councillor or a member of the public
fails to leave the place where a meeting
of the council is being held immediately
after they have been expelled, a police
officer, or any person authorised for

the purpose by the council ar person
presiding, may, by using only such force
as is necessary, remove the councillor
or member of the public from that place
and, if necessary, restrain the councillor
or member of the public from re-entering
that place.
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Use of mobile phones
and the unauthorised
recording of meetings

15.20 Councillors, council staff and members
of the public must ensure that mohile
phones are turned to silent during
meetings of the council and committees
of the council.

15.21 A person must not use a tape recorder,
video camera, mobile phone or any
other device to make a recarding of the
proceedings of a meeting of the council
or a committee of the council without the
prior authorisation of the council or the
committee.

15.22 Any person who makes a recording or
attempts to make a recording of a meeting
of the council or a committee of the council
in contravention of clause 15,21, may be
expelled from the meeting as provided for
under section 10(2) of the Act,

15.23 If any such person, after being notified
of a resolution or direction expelling
them from the meeting, fails to leave the
place where the meeting is being held, a
police officer, or any person authorised
for the purpose by the council or person
presiding, may, by using only such
force as is necessary, remove the first-
mentioned person from that place and, if
necessary, restrain that person from re-
entering that place.
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16 Conflicts of Interest




16.1 All councillors and, where applicable, all
other persons, must disclose and manage
any conflicts of interest they may have in
matters being considered at meetings of
the council and committees of the council
in accordance with the council’s code
of conduct.
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17 Decisions of the Council




3.5b

Council decisions

17.1

17.2

17.6

A decision supported by a majority of the
votes at a meeting of the council at which
a quorum is present is a decision of the
council,

Note: Clause 17.1 reflects section 371 of
the Act.

Decisions made by the council must be
accurately recorded in the minutes of the

meeting at which the decision is made, 17.7

Rescinding or altering
council decisions

17.3

17.4

17.5

A resolution passed by the council may
not be altered or rescinded except by a
motion to that effect of which notice has
been given under clause 3.1

Note: Clause 17.3 reflects section 372(1)
of the Act.

If a notice of motion to rescind a
resolution is aiven at the meeting at
which the resolution is carried, the
resolution must not be carried into effect
until the motion of rescission has been
dealt with.

17.8

Note: Clause 17.4 reflects section 372(2) 17.9

of the Act.

If a motion has been rejected by the
council, a motion having the same effect
must not be considered unless notice of
it has been duly given in accordance with
clause 311,

17.10

Note: Clause 17.5 reflects section 372(3)
of the Act.
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A notice of motion to alter or rescind a
resolution, and a notice of motion which
has the same effect as a motion which
has been rejected by the council, must be
signed by three (3) councillors if less than
three (3) months has elapsed since the
resolution was passed, or the motion was
rejected.

Note: Clause 17.6 reflects section 372(4)
of the Act.

If a motion to alter or rescind a resolution
has been rejected, or if a metion which
has the same effect as a previously
rejected motion is rejected, no similar
motion may be brought forward within
three (3) months of the meeting at

which it was rejected. This clause may
not be evaded by substituting a motion
differently worded, but in principle the
same.

Note: Clause 17.7 reflects section 372(5)
of the Act.

The provisions of clauses 17.5-17.7
concerning rejected motions do not apply
to motions of adjournment.

Note: Clause 17.8 reflects section 372(7)
of the Act.

A notice of motion submitted in
accordance with clause 17.6 may only

be withdrawn under clause 3.12 with the
consent of all signatories to the notice of

motion.

A notice of motion to alter or rescind

a resolution relating to a development
application must be submitted to the
general manager no later than [council
to specify the period of time] after the
meeting at which the resolution was
adopted.
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171

17.12

1713

17.14

A motion to alter or rescind a resolution
of the council may be moved on the
report of a committee of the council and
any such report must be recorded in the
minutes of the meeting of the council

MNote: Clause 17.11 reflects section 372(6)
of the Act.

Subject to clause 17.7, in cases of urgency,
a motion to alter or rescind a resolution
of the council may be moved at the same
meeting at which the resolution was
adopted, where:

(a) a notice of motion signed by thres
councillors is submitted to the
chairperson, and

(b) a motion to have the motion
considered at the meeting is
passed, and

{c) the chairperson rules the business
that is the subject of the motion is
of great urgency.

A -motion moved under clause 17.12(b) can

be moved without notice, Despite clauses
10.19-10.27, only the mover of a motion
referred to in clause 17.12(b) can speak to
the motion before it is put,

A motion of dissent cannot be moved
against a ruling by the chairperson under
clause 17.12(c).

Recommitting

res
an

17.15

17.16

1717

17.18

17.19

17.20

olutions to correct
error

Despite the provisions of this Part,

a councillor may, with the leave of

the chairperson, move to recommit a
resolution adopted at the same meeting
to correct any error, ambiguity or
imprecision in the council’s resolution.

In seeking the leave of the chairperson
under clause 17.15 to move to recommit a
resolution adopted at the same meeting,
the councillor is to propose alternative
wording for the resolution.

The chairperson must not grant leave
under clause 17.15, unless he or she is
satisfied that the proposed alternative
wording of the resolution would not alter
the substance of the resolution previously
adopted at the mesting.

A motion moved under clause 1715 can
be moved without notice. Despite clauses
10.19-10.27, only the mover of a motion
referred to in clause 1715 can speak to the
motion before it is put.

A motion of dissent cannot be moved
against a ruling by the chairperson under
clause 17.15,

A motion moved under clause 17.15 with
the leave of the chairperson cannot
be voted on unless or until it has been

seconded.
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18 Time Limits on Council
Meetings




18.1

18.2

18.3

18.4

18.5

2.60

Meetings of the council and committees
of the council are to conclude no later
than [council to specify the timel.

If the business of the meeting is unfinished
at [eouncil to specify the time], the
council or the committee may, by
resolution, extend the time of the meeting.

If the business of the meeting is
unfinished at [council to specify the
time], and the council does not resclve to
extend the meeting, the chairperson must
adjourn the meeting to a time, date and
place fixed by the chairperson,

Clause 18,3 does not limit the ability of
the council or a committee of the council
to resolve to adjourn a meeting at any
time. The resolution adjourning the
meeting must fix the time, date and place
that the meeting is to be adjourned to.

Where a meeting is adjourned under
clause 18,3 or 18.4, the general manager
must:

ta) individually notify each councillor
of the time, date and place at which
the meeting will reconvene, and

(b) publish the time, date and place at
which the meeting will reconvene:

[()] on the council's website, and

(ii) by using such other means
that will bring notice of the
time, date and place at which
the meeting will reconvene
to the attention of as many

people as possible.
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19 After the Meeting




3.2

Minutes of meetings

1941

19.2

19.3

18.4

19.5

19.6

The council is to keep full and accurate
minutes of the proceedings of meetings
of the council.

Note: Clause 19,1 reflects section 375(1)
of the Act.

At a minimum, the general manager must
ensure that the following matters are
recorded in the council's minutes:

(a) details of each motion maved
at a council meeting and of any
amendments moved to it,

(b) the names of the maover and
seconder of the motion or
amendment,

(c) whether the motion or amendment
was passed or lost, and

(d) such cther matters specifically
required under this code.

The minutes of a council meeting must be
confirmed at a subsequent meeting of the
council,

Note: Clause 19.3 reflects section 375(2)
of the Act.

Any debate on the confirmation of the
minutes is to be confined to whether the
minutes are a full and accurate record of
the meeting they relate to.

When the minutes have been confirmed,
they are to be signed by the person
presiding at that subsequent meeting.

Note: Clause 19.5 reflects section 375(2)
of the Act.

The confirmed minutes of a meeting may
be amended to correct typographical or
administrative errors after they have been
confirmed.
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19.7 The confirmed minutes of a council
meeting must be published on the
council’'s website. This clause does not
prevent the council from also publishing
unconfirmed minutes of its meetings on
its website prior to their confirmation.

Access to
correspondence and
reports laid on the table
at, or submitted to, a
meeting

19.8 The council and committees of the
council must, during or at the close of
a meeting, or during the business day
following the meeting, give reasonable
access to any person to inspect
correspondence and reports laid on the
table at, or submitted to, the meeting.

Note: Clause 19.8 reflects section 11(1) of
the Act.

19.9 Clause 19.8 does not apply if the
correspondence or reports relate to a
matter that was recejved or discussed or
laid on the table at, or submitted to, the
meeting when the meeting was closed to
the public.

Note: Clause 19.9 reflects section 11(2) of
the Act.

19.10 Clause 19.8 does not apply if the council
or the committee resolves at the
meeting, when open to the public, that
the correspondence or reports are to
be treated as confidential because they
relate to a matter specified in section
10A(2) of the Act.

MNote; Clause 19.10 reflects section 11(3)
of the Act.
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19.11 Correspondence or reports to which
clauses 19.9 and 19.10 apply are to be
marked with the relevant provision of
section 10A(2) of the Act that applies to
the correspondence or report,

Implementation of
decisions of the council

19.12 The general manager is to implement,
without undue delay, lawful decisions of
the council.

Note: Clause 19.12 reflects section 335(b)
of the Act.

64
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20 Council Committees
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Application of this Part

20.1 This Part only applies to committees
of the council whose members are all

councillers.

Council committees
whose members are all
councillors

20.2 The council may, by resolution, establish
such committees as it considers necessary.

20.3 A committee of the council is to consist
of the mayor and such other councillors
as are elected by the councillors or
appointed by the council.

20.4 The quorum for a meeting of a committee

of the council is to be:

(a) such number of members as the
council decides, or

(b) if the council has not decided
a number - a majority of the
members of the committee,

Functions of committees

20.5 The council must specify the functions
of each of its committees when the
committee is established, but may fram
time to time amend those functions.
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Notice of committee
meetings

20.6 The general manager must send to each
councillor regardless of whether they
are a committee member, at least three
(3) days before each meeting of the
committee, a notice specifying:

(a) the time, date and place of the
meeting, and

(b) the business proposed to be

considered at the meeting.

20.7 Notice of less than three (2) days may be
aiven of a committee meeting called in

an emergency.

Attendance at
committee meetings

20.8 A committee member (other than the
mayor) ceases to be a member of a
committee if the committee member:

(a) has been absent from three
(3) consecutive meetings of
the committee without having
given reasons acceptable to the
committee for the member's
absences, or

(b) has been absent from at least half
of the meetings of the committes
held during the immediately
preceding year without having
given to the committee acceptable
reasons for the member's absences.

20.2 Clause 20.8 does not apply If all of the
members of the council are members of

the committee,
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Non-members entitled
to attend committee
meetings

20.10 A councillor who is not a member of a
committee of the council is entitled to
attend, and to speak at a meeting of the
committee. However, the councillor is not
entitled;

(a) to give notice of business for
inclusion in the agenda for the
meeting, or

to move or second a motion at the
meeting, or

(b)

(c) to vote at the meeting.

Chairperson and deputy
chairperson of council
committees

20.11 The chairperson of each committee of the
council must be:

(a) the mayor or

if the mayor does not wish to be
the chairperson of a committee, a
member of the committee elected
by the council, or

(b)

(c) if the council does not elect
such a member, a member of
the committee elected by the
committee.

20.12 The council may elect a member of a
committee of the council as deputy
chairperson of the committee, If
the council does not elect a deputy
chairperson of such a committee,
the committee may elect a deputy
chairperson.

68

20.13 If neither the chairperson nor the deputy
chairperson of a committee of the council
is able or willing to preside at a meeting
of the committee, the committee must
elect a member of the committee to be
acting chairperson of the committee.

20.14 The chairperson is to preside at a
meeting of a committee of the council.
If the chairperson is unable or unwilling
to preside, the deputy chairperson (if
any) is to preside at the meeting, but if
neither the chairperson nor the deputy
chairperson is able or willing to preside,
the acting chairperson is to preside at the
meeting.

Procedure in
committee meetings

20.15 Subject to any specific requirements of
this code, each committee of the council
may regulate its own procedure. The
provisions of this code are to be taken
to apply to all committees of the council
unless the council or the committee
determines otherwise.

20.16 Without limiting clause 2015, whenever
the voting on a motion put to a
meeting of the committee is equal, the
chairperson of the committee is to have a
casting vote as well as an original vote,

20.17 Voting at a council committee meeting
is to be by open means (such as on the
voices, by show of hands or by a visible
electronic voting system).
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Closure of committee
meetings to the public

20.18 The provisions of the Act and Part 14 of
this code apply to the closure of meetings
of committees of the council to the public
in the same way they apply to the closure
of meetings of the council to the public,

20.19 If a committee of the council passes a
resolution, or makes a recommendation,
during a meeting, or a part of a
meeting that is closed to the public, the
chairperson must make the reselution
or recommendation public as socon as
practicable after the meeting or part of
the meeting has ended, and report the
resolution or recommendation to the next
meeting of the council. The resolution or
recommendation must also be recorded
in the publicly available minutes of
the meeting.

20.20 Resolutions passed during a meeting,
or a part of a meeting that is closed to
the public must be made public by the
chairperson under clause 20.19 during a
part of the meeting that is webcast.

Disorder in
committee meetings

20.21 The provisions of the Act and this code
relating to the maintenance of order in
council meetings apply to meetings of
committees of the council in the same way
as they apply to meetings of the council.

Minutes of council
committee meetings

20.22 Each committee of the council is to
keep full and accurate minutes of
the proceedings of its meetings, At a
minimum, a committee must ensure that
the following matters are recorded in
the committee’s minutes:
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20.23

20.24

20.25

20.26

20.27

20.28

Legislation, PolicPaecehthad 2042

(a) details of each motion moved at a
meeting and of any amendments
moved to it,

(b) the names of the mover and
seconder of the motion or
amendment,

(¢} whether the motion or
amendment was passed or lost,
and

(d) such other matters specifically
required under this code.

All voting at meetings of committees

of the council must be recorded in the
minutes of the meetings with the names
of councillors who voted for or against
a motion or amendment being recorded
as if a division had been called under
clause 11.6.

The minutes of meetings of each
committee of the council must be
confirmed at a subsequent meeting of
the committee,

Any debate on the confirmation of the
minutes is to be confined to whether the
minutes are a full and accurate record of
the meeting they relate to.

When the minutes have been confirmed,
they are to be signed by the person
presiding at that subsequent meeting.

The confirmed minutes of a meeting
may be amended to correct
typographical or administrative errors
after they have been confirmed.

The confirmed minutes of a meeting

of a committee of the council must be
published on the council's website. This
clause does not prevent the council from
also publishing unconfirmed minutes of
meetings of committees of the council on
its website prior to their confirmation.
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21 Irregularities




21.1

R0

Proceedings at a meeting of a council or
a council committee are not invalidated
because of:

(a)
(b)

(c)

(d)

(e)

a vacancy in a civic office, or

a failure to give notice of the
meeting to any councillor or
committee member, or

any defect in the election or
appointment of a councillor or
committee member, or

a failure of a councillor or a
committee member to disclose a
conflict of interest, or to refrain from
the consideration or discussion of,
or vote on, the relevant matter, at

a council or committee meeting in
accordance with the council's code
of conduct, or

a failure to comply with this code.

Note: Clause 21.1 reflects section 374 of
the Act.
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the Act

means the Local Government Act 71993_

act of disorder

means an act of disorder as defined in clause 15.10 of this code.

amendment

in relation to an original motion, means a motion moving an
amendment to that motion.

business day

means any day except Saturday or Sunday or any other day
the whale or part of which is observed as a public holiday
throughout New South Wales,

chairperson

in relation to a meeting of the council - means the person
presiding at the meeting as provided by section 369 of the Act
and clauses 6.1 and 6.2 of this code; and

in relation to a meeting of a committee — means the person
prasiding at the meeting as provided by clause 20.11 of this code.

this code

means the council's adopted code of meeting practice

committee of council

means a committee established by the council in accordance
with clause 20.2 of this code (being a committee consisting
only of councillors) or the council when it has resolved itself into
committee of the whole under clause 12.1,

council official

has the same meaning as in the Model Code of Conduct for Local
Councils in NSW and includes councillors, administrators, council
staff, council committee members and delegates of the council.

day

means calendar day.

division

means a reguest by two councillors under clause 11.6 of this
code requiring the recording of the names of the councillors who
voted bhoth for and against a motion.

foreshadowed amendment

means a proposed amendment foreshadowed by a councillor
under clause 10.17 of this code during debate on the first
amendment.

foreshadowed motion

means a motion foreshadowed by a councillor under clause 10.16
of this code during debate on an original motion.

open voting

means voting on the voices or by a show of hands or by a visible
electronic voting system or similar means.

planning decision

means a decision made in the exercise of a function of a council
under the Environmental Planning and Assessment Act 1979
including any decision relating to a development application,
an environmental planning instrument, a development control
plan or a development contribution plan under that Act, but not
including the making of an order under Division 2A of Part 6 of
that Act.
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performance improvement
order

means an order issued under section 438A of the Act,

quorum

means the minimum number of councillors or committee
members necessary to conduct a meeting,

the Regulation

means the Local Government (General) Regulation 2005

tape recorder

includes a video camera and any electronic device capable of
recording speech, whether a magnetic tape is used to record
or not.

year

means the period beginning 1 July and ending the following
30 June.

74
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I';ISW Local Government

5 (’'Keefe Avenue NOWRA NSW 2541 \2;: Eg:ﬁi:if ALTIIRE
Locked Bag 3015 NOWRA NSW 2541 Cintiot Chide Prisalinid
Phone: 02 8289 6800

Mrs Jane Redden
General Manager
Narromine Shire Council
PO Box 115
NARROMINE NSW 2821
1 December 2017
gm@narromine.nsw.gov.au

Dear Mrs Redden

| am pleased to be writing to you following the recent passage by the NSW
Parliament of the Local Government Amendment (Regional Joint Organisations)
Bill 2017. This legislation allows for councils to voluntarily join new Joint
Organisations (JOs) to strengthen regional coordination and improve the delivery
of important infrastructure and services for communities through strategic
planning, collaboration and shared leadership and advocacy.

Council has recently been invited to nominate to form a JO and | encourage you
to commence negotiations with the councils in your planning region on how a JO
may be established to best support your community.

To assist Council in considering to form a JO, enclosed is an information pack that
includes the following resources:

e (Guidance information on how to submit a nomination to form a JO
¢ Frequently Asked Questions
o Office of Local Government contacts for support.

The Office of Local Government welcomes this opportunity to work with you in
establishing a JO and is available to discuss what assistance can be offered to
your council and region as you consider the benefits of joining a JO.
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Please contact Mr Chris Presland, Director Reform Implementation on
(02) 4428 4100 or olg@olg.nsw.gov.au if you have any further enquiries.

Yours sincerely

Tim Hurst
Acting Chief Executive
Office of Local Government

AN
E olg@olg.nsw.gov.au W www.olg.nsw.gov.au ABN 44 913 630 046




Joint Organisation nomination

(VA
S

GOVERNMENT

Councils that are interested in becoming a member of a Joint Organisation have been invited to submit their
nomination to the Minister for Local Government,
To nominate each council shauld:

*  Write to the Minister for Local Government stating that they have resolved to be a member of a Joint
QOrganisation

* Attach the council resolution in relation to joining & Joint Organisation

«  Complete the Forming a Joint Organisation - checkiist below

Forming a Joint Organisation - Checklist

Please complete the checklist below.
An aptional text box is provided If you wish to provide further information to support the Joint Orgeanisation
nomination:

1. Please list each council that is nominating to be a member of the Joint Organisation.

2. Please confirm that your proposal aligns with, or ‘nests’ within one of the NSW planning regions.

Yes No

3. Do you have a preferred name for the Joint Organisation for the Government’s consideration?

4, Please confirm that the Joint Organisation membership proposed demonstrates a community of interest
between councils.

Yes Mo

5. If your proposal results in 2 small number of councils in your planning region not being included in a Joint
Organisation, have you discussed options with them and what are the views of those councils?

Yes No
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Joint Organisation nomination NSW

GOVERNMENT

6. Please confirm that your nomination is based around a strong regional centre or centres.

Yes No

7. Please confirm that the proposed Joint Organisation will be an appropriate size and have capacity to
partner with the NSW Government, the Commonwealth Government and other organisations.

Yes No

8. Please specify any non-financial support required to ensure your Joint Organisation proposal is
implemented successfully.

Nominations should be submitted to jointorganisationsidolg.nsw.aov.ay and marked 'Nomination for Joint
QOrganisation’. Councils are reqguired to submit their nomination by 28 February 2018.

The Joint Organisation Network will be finalised in March 2018. Joint Organisations will be proclaimed to enable
commencement in July 2018.




Proposed JO resolution H ()

for councils NSW

GOVERNMENT

The council resolutions are a critical input in the process of getting Joint
Organisation areas recommended to the Governor by the Minister. It is
important these resolutions align for groups of councils that wish to form a
Joint Organisation.

Once the resolutions have been made by councils the Minister must wait at least 28 days before recommending the
Joint Organisation to the Governor.

The resolutions must be worded in a way that will allow for any changes in proposed membership that could
potentially occur within the 28 days (e.g. a council rescinds the decision to join the Joint Organisation) without
compromising the ability of the remaining councils to still form the Joint Organisation,

Below is a suggested Joint Organisation Resolution for councils, It is advisable any resolution is made following
commencement of the legislation (to be advised by the Office of Local Government.

in accordance with Part 7 of Chapter 12 of the Local Government Act 1993 (Act), the [NAME OF COUNCIL |
(Council) resolves:

1. That the council inform the Minister for Local Gavernment (Minister) of the Council's endorsement
af the Minister recommending fo the Governor the establishment of a Joint Organisation (Joint
Organisation) in accordance with this resolution.

2. Toapprove the inclusion of the Council's area in the Joint Organisation’s area.

3. That the Joint Organisation be established to cover the Council’s area and any one or more of the
following council areas:
a) [INSERT A LIST OF ALL RELEVANT COUNCIL AREAS WITHIN THE RELEVANT STATE PLANNING
."?E GIIIOJ‘\IIS !

4. That before 28 February 2018, the General Manager provide the Minister with a copy of this resolution
including the date on which Council made this resolution,

5. That, on the expiry of a period of 28 days from the making of this resolution, the General Manager
inform the Minister that this resolution has not been rescinded.

3
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implementation timeline for councils NSW

GOVERNMENT

» |dentify your councils planning region
* Consider the Information provided by Office
of Local Government

* Review existing arrangements for regional
collaboration in your region

« Consult with councils in your preferred
regional grouping to reach agreement on
JO membership

@, Dec

+ Once membership has been agreed
between councils, the resolutions will need
to be developed and agreed between
councils

+ Ongoing work between councils and OLG
to ensure all resolutions for a JO region
align and are ready to go to council

+ Resolutions go to councils in February

+ All resolutions passed and nomination
submitted to the Minister to establish a JO
prior to 28 February 2018

March/April

+ The JO network finalised
« Funding allocations announced
« JOs proclaimed

@®; May/June

* Funding to be provided

= Declarations of "non-national” systern
employer status

« Establish foundation governance
arrangements

* Preparations to start in July

+ Joint Organisations operational
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Distribution of councils in i!!‘!!j

NSW planning regions NSW

GOVERNMENT

Central West and Orana

Bogan Shire Council Lachlan Shire Council Warren Shire Council Marromine Shire Council

Parkes Shire Council Forbes Shire Council Weddin Shire Council Coonamble Shire Council

Gilgandra Shire Council Dubba Regional Council Cabonne Shire Council Cowra Shire Council

Orange Shire Council Blayney Shire Counecil Warrumbungle Shire Mid-Western Regional
Council Council

Bathurst Regional Council  Lithgow City Council QOberon Council

Upper Hunter Shire Council Muswellbrook Shire Council  Singleton Shire Council Mid-Coast Council
Dungog Shire Council Maitland City Council Cessnock City Council Port Stephens Council
Newcastle City Council Lake Macquarie City

Council

New England North West

Maoree Plains Shire Council  Narrabri Shire Council Gunnedah Shire Council Liverpool Plains Shire
Council

Gwydir Shire Council Tamworth Regional Council  Inverell Shire Council Uralla Shire Council

Tenterfield Shire Council Glen Innes Severn Shire Armidale Regional Council_ Walcha Council

Council

Tweed Shire Council Kyogle Council Lismare City Council Byron Shire Council

Ballina Shire Council Richmond Valley Council Clarence Valley Council Coffs Harbour City Council

Bellingen Shire Council Nambucca Shire Council Kempsey Shire Council Eort Macquarie-Hastings

ouncil

Riverina Murray

Hay Shire Council Edward River Council Murray River Council Carrathool Shire Council

Griffith City Council Murrumbidgee Council Berrigan Shire Council Bland Shire Council

Leeton Shire Council Narrandera Shire Council Federation Council Temora Shire Council

Coolamon Shire Council Junee Shire Council Wagga Wagga City Council Lockhart Shire Council

Greater Hume Shire Albury City Council Cootamundra-Gundagai Snowy Valleys Council

Council Regional Council

South East and Tablelands

Hilltops Council Yass Valley Council Upper Lachlan Shire Goulburn Mulwaree Council
Council

Queanbeyan-Palerang Snowy Monaro Regional Wingecarribee Shire Eurobodalla Shire Council

Regional Council Council Council

Bega Valley Shire Council

Illawarra Shoalhaven

Shoalhaven City Council Kiama Municipal Council Shellharbour City Council Wollongong City Council

|
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Frequently Asked Questions NSW

GOVERNMENT

Q1: What is a Joint Organisation? Q4: Why should councils choose to

A: A Joint Organisation is a new entity under the form a Joint Organisation?
Local Government Act comprising member A:  Joint Organisations will provide a forum for
councils in regional NSW to provide a stronger councils, agencies and others to come together
voice for the communities they represent. and focus on their regional priorities - the things
Each Joint Organisation will comprise at least three that matter for that region. Joint Organisations
member councils and align with one of the State's will help drive the delivery of important regional
strategic growth planning regions. One of the projects - the infrastructure and services that
mernber council's mayars will be elected chairperson local communities need and deserve.
and an Executive Officer may be appointed. Joint Organisations will also provide councils

with a more efficient way to deliver shared

Q2: How will Joint Organisations services for members and the region. Where

benefit councils and member councils agree, they can choose to
o = M share a commaon approach to services such as

communities In reglonal NSW? information technology, water management

A:  Joint Organisations will transform the way services and community strategic planning. The
that the NSW Government and local councils NSW Government will provide $3.3 million to
collaborate, plan, set priarities and deliver support councils to establish Joint Organisations
impaortant projects on a regional scale. These
new partnerships will benefit local communities Q5: Can councils determine their own
acress regional NSty WREkING Brrosy regional boundaries?
traditional council boundaries.

A: While the choice to join, and composition of
Q3: How do we know Joint a Joint Organisation is voluntary, the NSW
- " . Government will only support the creation

Organlsatlons will work? of Joint Organisations within existing State

A  The Joint Organisation model has been planning regions and in regional NSW. Councils

developed in close consultation with councils
and the NSW Government has listened to
regional councils to get the model right. This
included a pilot program for five groups of
councils to test a range of options, which
involved the participation of 43 councils and
delivered a range of initiatives and projects to
those regions.

An independent evaluation of the pilot program
found Joint Organisations bring benefits to
regional communities in delivering on-the-ground
projects and attracting more investment to
regional communities.

have told us that effective collaboration will only
be realised when State and local government
boundaries are aligned.

To aid this process the NSW Government has
consulted the sector on boundary criteria which
they can take into account when determining
the membership of their Joint Crganisation.

Joint Organisation boundaries should:

« align with, or ‘nest’ within one of the State's
planning regions

* demonstrate a clear community of interest
between member councils and regions

« not adversely impact on other councils or

JOs, for example, leaving too few councils to
farm a JO

*  be based around a strong regional centre or
centres

* be of an appropriate size to partner with
State, Commonwealth and other partners.

= Consistent with previous Government
decisions, Joint Organisations will not be
considered for metropolitan Sydney and the
Central Coast at this time.



Qe6:

Q7:

Q8:

Are Far West Councils able to
form a JO?

The Goverment will be writing to Far West
councils to advise them of their opportunity
to form or join a JO. This will include specific
auidance applicable to Far West councils only.

What are the next steps for
interested councils?

Councils are invited to nominate to form a
Joint Organisation in their region. Councils
are encouraged to open discussions with their
neighbours as soon as possible.

The Office of Local Government is available

to facilitate these discussions and provide
support to councils through the nomination
process. Specific requirements to form a Joint
Crganisation will be provided to councils shortly,

Each Joint Organisation will be created by a
proclamation and the NSW Governrment will then
ask the Commonwealth to endorse each Joint
Croganisation as a non-national system employer
to ensure that any staff of a Joint Organisation.
with the exception of the Executive Officer, are
employed under the State local government
award,

What support will be provided to
councils and Joint Organisations
once established?

The Office of Local Government will work

with Joint Organisations to support their
establishment and ensure they have the
necessary systems and governance in place for
the Joint Organisations to deliver results for
regional communities.

The Office of Local Government and the
Department of Premier and Cabinet will foster
collaboration between Jaoint Organisations
and State agencies to identify and act on
opportunities to benefit regional communities.

GOVERMNMENT

Q9: Can councils choose not to
participate?

A: Councils can choose not to become a member
of a Joint Organisation. The Government
strongly encourages all councils in regional
NSW to consider the benefits and opportunities
offered by Joint Organisations.

Councils that are members of Joint
Qrganisations will be able to take advantage
of investment opportunities that are delivered
through the Joint Organisation.

Q10:What funding is available to
Joint Organisations?

A The Government will provide up to $3.3 million in
seed funding to Joint Organisations to support
their establishment. The Government will identify
oppertunities for additional investment through
Joint Organisations in regional economies,

Funding for each Joint Organisation will be based
on the number of councils that choose to form

a Joint Oraanisations, with maximum funding
provided to regions where all councils in & region
choose to be members of the new regional body.

All Joint Organisations, whether they were pilot
regions or not, will be provided with seed funding.

Further details on funding arrangements will be
provided to councils,

Q11: Will this funding be enough to
help councils establish a JO?

A: The NSW Government is providing significant
funding and support ta help those councils
that choose to establish a Joint Organisation,
The pilot program demonstrated that groups
of councils can achieve substantial benefits for
their communities and significant cost savings by
working together through a Joint Organisation.

Q12:How are Joint Organisations
different to Regional
Organisations of Councils?

A The Joint Organisation model provides for
greater certainty and continuity as well as
recognising the unique differences in the
many regions of NSW. While some ROCs have
been effective. they have varied functions,
membership, and governance structures which
often makes collaboration more difficult.
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Website
www.olg.nsw.gov.ay

OLG key contacts

Chris Presland, Director of Reform Implementation 0413 274 882
Melissa Gibbs, Director Policy and Sector Development 0491225 904
Office of Local Government, Development Team 02 4428 4100

Secure Stronger Councils Portal

A secure portal is available for councils to access information and share resources on Joint Organisations. To access
the portal go to hittps: ncils. NswW.oov

portalstrongerc

You will need to login and register with your council email address.

OLG will use the portal to provide up to date information and share best practice between councils and Joint
Crganisations during the formation and implementation phase,

Department of Premier and Cabinet Regional contacts

Hunter Aaron Spadaro, Senior Coordination Officer

0418406733 | 02 49212603

Marthern NSW (Tamworth) Alison MeGaffin, Director, Northern NSW
0477316 189 | 0267602671

MNorthern NSW (Coffs Harbour)  Andrew Hegedus, Director North Coast
0481 919 697 | 02 66598651

Southern NSW (Wollongong) Anthony Body, Director Southern Region
0477 320 822 | 0242536301

Southern NSW (Queanbeyan) Heidi Stratford, Director South East and Tablelands
0427 454 375 | 02 92283296

Western NSW (Dubbo) Ashley Albury, Director, Western NSW
0400 364 960 | 02 68267801

Western NSW (Wagaa) Trudi McDonald, Director Riverina Murray
0417947976




Al achaceat Nb. L

S

Narrom ne

{IRE COUNGCII

Internal Audit Committee Charter

1 Name
The Committee will be called the Narromine Shire Council Internal Audit Committee.
2 Status

Established by resolution of Council on xxxxxxx

3 Purpose

The Audit Committee Charter sets out the authority, compasition, roles and
responsibilities, reporting and administration for the Audit Committee.

4  Objective

The objective of this Committee is to provide independent assurance and assistance
to Council on risk management, control, governance and external accountability
responsibilities.

5 Authority

The Council authorises the Committee, within the scope of its role and responsibilities,
to:

i) Obtain any information it needs from any employee or external party (subject to
their legal obligation to protect information).

i) Discuss any matters with the external auditor or other external parties (subject to
confidentiality considerations).

i) Request the attendance of any employee or Councillor at Audit Committee
meetings.

iv] Obtain external legal or other professional advice, as considered necessary to
meet its responsibilities subject to the concurrence of the General Manager.

6 Composition and Tenure
The Committee will consist of:-

Members (voting):-

« One Councillor (excluding the Mayor)

» Two Independent External Members (one with financial expertise, and one of
which will be Chair)

Attendees (non-voting)

General Manager

Internal Auditor

Chief Financial Officer

Executive Manager Corporate Governance

e @ @

Narromine Shire Council Audit Committee Charter Page 1 of 6



7.2

6.)

Invitees (non-voting) for specific Agenda items
* Representatives of the external auditor
o Other officers may attend by invitation as requested by the Committee

The independent external member will be appointed for the term of Council, after
which they will be eligible for extension or re-appointment following a review of their
performance.

The members of the Committee, taken collectively, will have a broad range of skills
and experience relevant to the operation of Council. At least one member of the
Committee shall have accounting or related financial management experience,
with understanding of accounting and auditing standards in a public sector
environment,

Roles and Responsibilities

i) The Committee has no executive powers, except those expressly provided by
the Council.

i) In camying out ifs responsibilities, the Committee must at all times recognise that
primary responsibility for management of Council rest with the Council and the
General Manager as defined by the Local Government Act.

i) The responsibilities of the Committee may be revised or expanded by Council
from time to time.

Specifically, the Audit Committee's responsibilities are:

Risk Management

Review whether or not:

i) Management has in place a current and comprehensive risk management
framework, and associated procedures for effective identification and
management of business and financial risks, including fraud.

i) Asound and effective approach has been followed in developing strategic risk
management plans for major projects or undertakings.

i} The impact of the risk management framework on its control environment and
insurance arrangements.

iv)] A sound and effective approach has been followed in establishing business
continuity planning arrangements, including if plans have been tested
periodically.

Control Framework

Review whether or not:

i) Management has adequate and effective internal controls in place, including
over external parties such as contractors and advisors.

i)  Management has in place relevant policies and procedures, and if these are
periodically reviewed and updated.

i) Appropriate processes are in place to assess if policies and procedures are
complied with appropriately.

iv)  Appropriate policies and procedures are in place for the management and
exercise of delegations.

Narromine Shire Council Audit Commitiee Charter Page 2 of é
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7.5

v)

b-2

Management has taken steps to embed a culture which is committed to ethical
and lawful behaviour.

External Accountability:

)

Vi)

Satisfy itself that the annual financial reports comply with applicable Australian
Accounting Standards and are supported by appropriate management sign-off
on the statements and the adequacy of internal controls.

Review the External Audit opinion, including whether or not appropriate action
has been taken in response to audit recommendations and adjustments.

Consider contentious financial reporting matters in conjunction with Council's
management and External Auditors.

Review the processes in place designed to ensure financial information
included in the annual report is consistent with the signed financial statements.

Satisfy itself that there are appropriate mechanisms in place o review and
implement, where appropriate, relevant State Government reports and
recommendations.

Satisfy itself that there is a perfformance management framework linked to
organisational objectives and outcomes.

Legislative Compliance

)

Determine whether management has appropriately considered legal and
compliance risks as part of risk assessment and management arangements.

Review the effectiveness of the system for monitoring compliance with relevant
laws, regulations and associated government policies.

Act as a forum for communication between the Council, General Manager,
senior management, Internal Audit and External Audit.

Review the internal audit coverage and Internal Audit Plan, ensure the plan has
considered the Risk Management Plan, and approve the plan.

Consider the adequacy of internal audit resources to carry out its responsibilities,
including completion of the approved Internal Audit Plan.

Ensure and support the independence of the Internal Audit function.

Review all audit reports and consider significant issues identified in audit reports
and action taken on issues raised, including identification and dissemination of
better practices.

Maonitor the implementation of Internal Audit recommendations by
management.

Periodically review the Internal Audit Charter to ensure appropriate
organisational structures, authority, access and reporting arrangements are in

Internal Audit
)
i)
i)
iv)
v)
Vi)
vii)
place.
viii)

Periodically review the performance of Internal Audit.

Narromine Shire Council Audit Committee Charter Page 3 of 6
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7.7

8.2

8.3

b-2

External Audit

i) Act as a forum for communication between the Council, General Manager,
senior management, Internal and External Audit.

i)  Provide input and feedback on the financial statement and performance audit
coverage proposed by the external audit, and provide feedback on the
external audit services provided.

i)  Review all external plans and reports in respect of planned or completed
external audits, and monitor the implementation of audit recommendations by
management,

iv)  Consider significant issues raised in relevant External Audit reports and better
practice guides, and ensure appropriate action is taken.

Responsibilities of Members

Members of the Committee are expected to:

i) Understand the relevant legislative and regulatory requirements appropriate to
Council.

i)  Contribute the time needed to study and understand the papers provided.
i)  Apply good analyfical skills, objectivity and good judgment.

iv)  Express opinions frankly and ask questions that go to the fundamental core of
issues, and pursue independent lines of enquiry,

Reporting

At the first Committee meeting after 30 June each year, the Internal Auditor will
provide a performance report of the performance of Intermal Audit for the financial
year as measured against agreed key performance indicators and the approved
Internal Audit Plan of work for the previous financial year showing the current status
of each audit,

The Committee may, at any time, consider any other matter it deems of sufficient
importance to do so. In addition, at any time an individual Committee member may
request a meeting with the Chair of the Committee.

The Committee will report annually to the governing body of Council on the
management of risk and internal controls.

Administrative Arrangements

Meetings

i) The Committee shall meet at least two times per year (March and November)
with one of these meetings to include review and endorsement of the annual
audited financial reports and external audit opinion.

i) The need for any additional meetings will be decided by the Chair, although
the other Committee members may make requests to the Chair for additional
meetings. The Chair will advise the General Manager prior to an invitation being
issued.

i) Meetings can be held in person, by telephone or by video conference.

Narromine Shire Council Audit Committee Charter Page 4 of &
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9.3

7.4

9.9

7.6

A7

6.k

iv) A forward meeting plan, including meeting dates and agenda items, will be
agreed by the Committee each year. The forward meeting plan will cover all
Committee responsibilities as detailed in this Audit Committee Charter.

Attendance at Meetings and Quorums:

i) A quorum will consist of the majority of Voting Members, including at least one
independent member. The attendance of non-members is subject to invitation
by the Chair.

i) The Internal Auditor will be invited fo attend each meeting unless requested not
to do so by the Chair of the Committee.

Secretariat
i) The Council will provide secretariat support to the Committee.

i) The Secretariat will ensure the agenda for each meeting and supporting
papers are circulated, at least one (1) week before the meeting, and ensure
minutes of the meetings are prepared and maintained.

i)  Minutes shall be approved by the Chair and circulated to each member within
three (3) weeks of the meeting being held.

Conflicts of Interest

i) Committee members must comply with the applicable provisions of Council's
Code of Conduct in carrying out the functions as Council Officials. It is the
personal responsibility of Council Official's to comply with the standards in the
Code of Council and regularly review their personal circumstances with this in
mind.

i) Committee members must declare any conflicts of interest at the start of each
meeting or before discussion of a relevant agenda item or topic. Details of any
conflicts of interest should be appropriately minuted.

i}  Where members or invitees at Committee meetings are deemed to have a real
or perceived conflict of interest, it may be appropriate they be excused from
Committee deliberations on the issue where the conflict of interest may exist.
The final arbiter of such a decision is the Chair of the Committee.

Induction

New members will receive relevant information and briefings on their appointment to
assist them to meet their Commitiee responsibilities.

Decision Making

i) The Committee is expected to make decisions by consensus but if voting
becomes necessary then the details of the vote are to be recorded in the
minutes.

i) Each member of the Committee shall be entitlied to one vote only. In the case
of an equality of votes on any issue the Chair shall have the casting vote.

Assessment of Committee Performance

i) The Chair of the Committee will initiate a review of the performance of the
Audit Committee at least once every two years. The review will be conducted
on a self-assessment basis (unless otherwise determined by the Chair), with
appropriate input from management and any other relevant stakeholders, as
determined by the Chair.

Narromine Shire Council Audit Committee Charter Page 50of &6
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2.8 Review of Audit Committee Charter

The Audit Committee will review this Charter every 4 years prior to endorsement by
Council.

Document Control

“Executive Munug | ! TBA I - YEGI'S
Corporate Governance
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1.1

Narromine Shire Council Policy - Flying of Flags Policy

Created By:- General Manager's Department

Prepared Date:- 2 January 2018

Version No:- 3.0

Adopted:- 14 May 2014; Revised and adopted by Council ........
Review Date:- 13 February 2022

Infroduction

To communicate Council’'s decision of when and how it will fly the Australian
National Flag and the Australian Aboriginal Flag.

Scope

This applies to

G—e&ned—@hembeps—#elmns#eﬁen—bwdmg— c:ll flags ﬂown from The Councﬂ

Chambers flag poles.

Policy Statement

1. The Australian National Flag and the Australian Aboriginal Flag is are to be
flown on the Council Chambers flag poles from Monday to Friday from 8.30
am until close of business. At close of business the flags is are fo be taken
down for security reasons.

2 The Australian National Flag will be flown on the far left side of a person facing
the Council Chambers.

3. Other flags or ensigns shall be no larger and flown at the same height as the
Australian National Flag.

4. The Australian National Flag will be raised first and lowered last when flown

with other ﬂogs

i On Remembrance Day, the Australian National Flag will be flown at peak
from 8.30 am and lowered to half mast from 10.30 am until 11.02 am, after the
two minutes of silence, and again at the peak from 11.02 am until close of
business.

8. Council will fly the Australian-National-Hag flags at half-mast when directed to
by the Australian Government. As per the flag flying protocol, all flags in the
set will be flown at half-mast.

S The General Manager may direct the flags be flown at half-mast on the
death of a prominent local citizen or on the day of their funeral. The

Legislation

Flags Act 1953

Protocols For The Appropriate Use And The Flying Of The Flag — Department Of the
Frime Minister and Cabinet (2006)
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Narromine Shire Council Policy — Records Management Policy

INTRODUCTION

Under State Records legislation (State Records Act 1998) public offices such
as Narromine Shire Council are required to establish and maintain a records
management program in conformity with standards and codes of best
practice approved by the State Records Authority.

The Australian Standard (AS 4390 and AS ISO 15489) has been adopted as a
code of best practice for the NSW Public Sector.

The new policies are applicable to all records media in both physical and
electronic formats and require Council to document business transactions
fully and accurately in compliant recordkeeping systems.

Narromine Shire Council has selected Bluepoint document management
software as the corporate records management system for correspondence.
The Accounting Software is CIVICA 2000 Plus provided by CIVICA.

The records management policy provides the framework for the Council to
effectively fulfil its obligations and statutory requirements under the new
legislation and other Government directives.

The policy will enhance effective information management and retrieval in
Council and highlights the responsibilities and accountabilities of staff in
complying with the Act.

The establishment of an effective and efficient recordkeeping environment
ensures standardisation, protection and retrieval of information improving
levels of quality customer service.

AUTHORITY OF THIS POLICY

This policy is issued under the authority of the General Manager and will be
reviewed and amended as required in consultation with Directors, Managers
and Staff of Council.

Ownership of this policy rests with the Manager of Executive Services and
responsibility for its implementation rests with the Nominated Senior Officer (ie
Manager of Executive Services).
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Narromine Shire Council Policy — Records Management Policy

PURPOSE OF THIS POLICY

The purpose of this policy is to establish a framework for the implementation of
arecords management program.

Narromine Shire Council is committed to maintaining a records management
program that meets its business needs and accountability requirements, whilst
ensuring records of continuing value form part of the States cultural heritage.

This policy applies fo all Council business, including electronic business. |t
concerns records, which are created, collected, processed, used, sentenced,
stored and disposed of in the conduct of official business.

Electronic messages (e-mail) which are relevant to the information gathering,
policy fermulation or decision making processes of Council are part of the
scope of this policy. (See separate E-mail Policy).

Not all electronic messages are relevant to information gathering therefore
they do not require recording, these are of short-term value or personal
messages.

All procedures and records management systems are to be consistent with
this policy.

AUTHORITY OF THE NOMINATED SENIOR OFFICER

Responsibility for Council's records management program is assigned to the
Nominated Senior Officer.

The role of the Nominated Senior Officer is to provide a strategic focus for
recordkeeping throughout Council and is responsible for:-

= Establishing records management policies for the organisation as a whole.

» Establishing corporate standards for recordkeeping and records
management.

* Measuring performance of departments against these standards.

= Developing corporate electronic records management strategies in
conjunction with the IT Manager.

= Working with other managers of information resources to develop
coherent information architecture across the organisation.

= Working with other accountability stakeholders including the FOI officer
and executive management, to ensure recordkeeping systems support
organisational and public accountability.
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Narromine Shire Council Policy — Records Management Paolicy

PURPOSE OF THE RECORDS MANAGEMENT PROGRAM
Records Services Corporate Objective -

To ensure that the management of Council's Information resources and
records management program provide timely and comprehensive
information to meet operational business needs, accountability requirements
and community expectations.

To ensure the preservation of Council's ‘corporate memory’ through sound
recordkeeping practices and the accurate capture of information to meet
legal, evidential and accountability requirements.

Records management is the discipline and organisational function of
managing records to meet operational business needs, accountability
requirements and community expectations.

The records management program is viewed as an important management
issue, equivalent in importance to the management of other activities within
Council; it is part of the fotality of ‘information management'. The effective
management and preservation of Council's corporate memory is intrinsic to
both the decision making process and productivity within Council.

As a public agency, Council is bound by the requirements and regulations of
the State Records Act 1998, these regulations set out specific practices, which
Council must comply with, and be audited against. Council is committed to
meeting all statutory and accountability requirements.

There are certain community expectations and cultural obligations
associated with recordkeeping practices. Council is committed to managing
its records of continuing value and entering into a Distributed Management
Agreement with State Records and/or their timely transfer to State Archives.

RESPONSIBILITIES AND ACCOUNTABILITIES

This policy applies to all Narromine Shire Council employees. The State
Records Act 1998 requires Council to make and keep full and accurate
records as evidence of business activities. Council is required to implement a
records management program based on legislation, standards and codes of
best practice. Council is responsible for the protection, safe custody and
return of all State records under its control, ensuring accessibility to all
equipment and technology dependant records.
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Narromine Shire Council Policy — Records Management Policy

General Manager

Under the State Records Act (Part 2-10) the General Manager is responsible
for ensuring that Narromine Shire Council complies with the regulations and
requirements of the Act.

Nominated Senior Officer

The Nominated Senior Officer is the Manager of Executive Services.

The Nominated Senior Officer has the responsibility and authority to set and
issue corporate standards, in consultation with the Executive Management
Team, and to monitor and audit compliance with these standards throughout
Council.

Council Staff

As public sector employees, dll Council staff need to be aware of
recordkeeping requirements that affect the performance of their duties.

The State Records Act 1998 requires public officials to ‘make and keep full
and accurate records’ of their business activities.

The NSW Public Sector Code of Conduct requires public officials to 'maintain
adequate documentation to support any decision made' in the performance
of their duties.

The Ombudsman's Good Conduct and Administrative Practice Guidelines for
Public Authorities states that public officials must make and create records to
support accountability and corporate memory.

Council staff have a number of basic obligations regarding records:-

Make records to support the conduct of their business activities

Create records that would not otherwise be created

Register records into paper or electronic recordkeeping systems

Learn how and where records are kept within Council

Do not destroy Council records without authority from the Nominated
Senior Officer

Do not lose records

* Be aware of records management procedures
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Narromine Shire Council Policy — Records Management Policy

Records Section

The Records Officer is operationally responsible for the efficient management
of Council records (physical and electronic) incorporating sound
recordkeeping principles and records management best practice guidelines.

A. The Records section of Narromine Shire Council is responsible for the
effective management of the incoming and outgoing correspondence
both physical and electronic.

B. The IT Manager is responsible for system administration of Council's
primary Recordkeeping systems ie Bluepoint and CIVICA 2000 Plus.

The Records section will assist staff in fulfiling their recordkeeping
responsibilities and provide advice and fraining throughout the
implementation of this policy and strategies, including Macquarie Valley
Family Day Care staff.

Records staff will monitor and review the implementation process of all
records management policies and programs.

MONITOR/PLAN THE RECORDS MANAGEMENT PROGRAM

Regular monitoring of the records management program is undertaken by
the Nominated Senior Officer, with results being reported to the General
Manager.

Council will complete and forward the annual ‘Records Management Survey'
conducted by the State Records Authority of NSW as part of the monitoring
and reporting arrangements of the State Records Act 1998.

Regular planning for the records management program will be undertaken
through specific operational plans which will be reviewed on a regular basis.

VALUE OF RECORDS AS A CORPORATE ASSET

The records of Council are an exceptionally important information resource,
they are a unique and vital asset, and often they cannot be easily
reconstructed or replaced.

They show valuable precedents and courses of action, without the
knowledge of which Council cannot function.

They exist for a variety of administrative, functional, historical and legal
reasons. Their existence protects Council's interests, and the interests of the
communities Council serves.
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Narromine Shire Council Policy — Records Management Policy

Records are the major component of the Council's corporate memory, they
provide evidence of actions and decisions and document Council's
transactions. Records support policy formulation and managerial decision
making and help deliver Council services in a consistent and equitable
manner.

Council creates records as evidence of business activity; they support
efficiency and productivity and enable staff to meet their legislative and
administrative responsibilities.

As part of the NSW public sector, records created by Council also form part of
the State's records, that is records 'made and kept, or received and kept, by
any person in the course of the exercise of official functions in a public office
or for any purpose of a public office, or for the use of a public office’ (State
Records Act 1998, s3).

LEGISLATIVE FRAMEWORK FOR RECORDKEEPING

Council's records management and recordkeeping practices comply with
relevant Acts and Regulations and standards relating to records
management.

Legislation includes:-

State Records Act 1998 (NSW)
Standard on Full and Accurate Records
Standard on Records Management Programs
Standard on the Physical Storage of State Records
Standard on Recordkeeping in the Electronic Business Environment
Standard on Counter Disaster Strategies for Records/Recordkeeping
System
Policy on Electronic Messages as Records and Recordkeeping
Local Government Records General Disposal Authority (GDA10)

Australian Standard (AS ISO 15489.1 - 2002) Records Management Part 1 —
General

Australian Standard (AS ISO 15489.2 — 2002) Records Management Part 2 -
Guidelines

Banking Act 1959

Companion Animal Legislation

Corporations Act 2001

Protection of the Environment Operations Act 1997

Environment Protection (Legislation) Regulations 2000

Environmental Planning & Assessment Act 1979

Evidence Act 1995

Freedom of Information Act 1989

Fringe Benefits Tax Assessment Act 1986

Income Tax Assessment Act 1997
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Narromine Shire Council Policy — Records Management Policy

Goods and Services Tax Act 1999

Insurance Act 1973

Local Government Act 1993 and Regulations
Occupational Health & Safety Act 2000 and Regulations
Payroll Tax Act 2007

Pesticides Amendment Regulation 2002 (under the Pesticides Act 1999).
Privacy Act 1988

Privacy & Personal Information Protection Act 1998
Protected Disclosures Act 1994

Public Finance & Audit Act 1983 and Treasury Directions
Public Health Act 1991 & Regulations

Public Sector Employment & Management Act 2002
Roads Act 1993

State Emergency & Rescue Management Act 1989
Limitation Act 1969

Swimming Pools Act 1992

Trade Practices Act 1974

Workers Compensation Act 1987

Other legislation containing record keeping requirements.

OBLIGATIONS OF RECORDS USERS

Staff members shall not alienate, relinquish control over, or destroy records of
Council without authorisation to do so.

Staff members shall ensure that records in any format, including electronic
documents and electronic messages are captured in the Council's
recordkeeping systems.

Staff members are required to follow authorised procedures in carrying out
records management functions.

Staff members are required to handle records with care and respect in a
sensible manner, fo avoid damaging records with a view to prolonging their
life span.

Staff should not eat, drink or smoke near records or in records storage areas.

POLICY RELATING TO RECORDS MANAGEMENT FUNCTIONS

File Creation - (Classification)

Files are classified by records staff with the Bluepoint recordkeeping system by
utilising a keyword index.
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The Records Officer is responsible for the creation of new files within the
Bluepoint recordkeeping system. This includes the allocation of file numbers
generated by the file fitles according to the Council’s filing index. Staff should
always include a file number as a reference when preparing correspondence
and use templates in the Council's corporate style, where available, to ensure
that all necessary contextual information is recorded.

Document Registration

Inwards correspondence (letters, faxes, E-mail) is registered into the Bluepoint
recordkeeping system after initial appraisal by records staff based on legal,
evidential and accountability requirements).

A Council file number is assigned to each record and a date stamp affixed to
dll paper correspondence received. Data is captured at the point of
registration with details such as précis of contents, author, date created or
date registered. The person's responsible for the correspondence, ie owner,
manager and reader are also registered.

This registration process provides evidence that a record has been created or
received in the Bluepoint recordkeeping system and enables the tracking of
the document.

Tracking

Document (action) fracking can be utilised through the ‘workflow' function of
Bluepoint where outstanding actions are monitored over a given time period
and a viable audit trail of recordkeeping transactions are provided.

Once the given time period for action is reached, without appropriate action
taken, the correspondence item is automatically referred to the supervisor of
the staff member.

Appraisal and Disposal of Records

Records staff appraise records on receipt in accordance with business
activities, evidential and legal requirements. Upon determination to capture
a record into the Bluepoint recordkeeping system the document passes
through registration, indexing, tracking and eventual sentencing and
disposal/archival phases.

Council records must be protected, maintained, locatable and useable for
their total retention period as outlined by General Retention & Disposal
Authority — Local Government Records (GDA 10 and GDA 24 for electronic
records) and must be disposed of in accordance with the State Records Act
1998 and Council's disposal procedures.

Files are generally retained in the 'active’ file storage area for a period of two
years, at the end of this period files are transferred to the ‘semi-active' file
9
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storage area for a further period dependent on the individual file
Classification.

The record is then sentenced and destroyed/archived in accordance with
the Local Government Records General Disposal Authority (GDA 10 and GDA
24) and concurrence of the relevant manager, Nominated Senior Officer and
General Manager.

If files have been classified as State Archives, it is Council's intention to enter
intfo a Distributed Management Agreement for some of these records, ie,
historic Rate and Minute books. Other files classified as State Archives will be
transferred to the State Records Authority in accordance with relevant
guidelines, eg. open or closed access provisions once they are no longer in
continuing use.

Records Security

The security of all Council records is crucial as records provide evidence of
business transactions, support management decisions and ensure public
accountability requirements are met.

Records in all formats should be stored securely to prevent unauthorised
access, destruction, alteration or removal.

Council staff are responsible for the safe custody of all paper files and
documents that are marked to them. Sensitive or confidential information
should be placed in a secure storage area when not in use. When the action
has been completed the file/documents should be returned to the records
section for storage.

Council's legal documents, Minute Books and personnel records are kept in
locked cabinets in the strong room which is a fire rated room located in
Council's headquarters. Access to these files is limited to authorised
personnel.

File storage units should be locked overnight wherever possible fo prevent
unauthorised access; this reduces the possibility of damage by water or fire in
the event of a disaster.

Council's electronic document management system, Bluepoint has a security
facility which can be applied to individual documents. Access to these
documents can be restricted to MANEX or as desired.

Council records are not to be stored at home or left in cars unattended as
they could be lost or damaged.

Vital records should be stored in protective or fire resistant conditions with
suitable access conditions; confidential records should be stored in locked
storage cabinets.

10
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File Census

Records staff will periodically conduct a file census verifying that files are
physically located at the current location recorded in the file index. Council
staff are to return files/documents to the records section as soon as action on

the files/documents is completed.

11
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GLOSSARY

Accountability

The principle that individuals, organisations and the community are required
to account to others for their actions.

Organisations and their employees must be able to account to appropriate
regulatory authorities, to shareholders or members, and to the public to meet
statutory obligations, audit requirements, relevant standards and codes of
practice, and community expectations.

Acfive Records

Records in frequent use required for current business. These records are
usually stored in office space and equipment close to hand.

Administrative Records

These records include all aspects of the Organisation's internal administration,
including budget and finance matters, general correspondence, staff
matters, Ministerial and parliamentary papers, accommodation and
management information systems, and the Organisation's own agendas,
minutes and business papers.

Appraisal

The process of evaluating business activities to determine which records need
to be captured and how long the records need to be kept, to meet business
needs, the requirements of organisational accountability and community
expectations.

Archive

The whole body of records of continuing value of an organisation or
individual. Sometimes called ‘corporate memory’.

Archives

Those records that are appraised as having continuing value.

12
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Business Activity

Umbrella term covering all the functions, processes, activities and transactions
of an organisation and its employees. (AS 4390 Part 1 — Clause 4.4

To support the continuing conduct of business, comply with the regulatory
environment and provide necessary accountability, organisations should
create and maintain authentic, reliable and useable records and protect the
integrity of those records for as long as required. — (AS ISO 15489 def 7.1 page
é Part 1: General).

Records that document business activity are vital for supporting informed
decision making, corporate memory and ensuring accountability.

E-mail containing evidence of business transactions such as:

A directive or approval for a particular course of action

Formal communications between internal officers or external agencies
Final versions of reports

Policy documents and Statements

Formal Minutes of Council Committees

Which are not captured in any other form eg hard copy format or faxes
should be captured into the Bluepoint recordkeeping system.

This material is distinct from:;

* Information only messcages
= Duplicates or working copies/memos
* Private messages or personal comments between officers

Which would not provide evidence or be required for accountability
PUrposes.

Classification

The process of devising and applying schemes based on the business
activities which generate records, whereby they are categorised in
systematic and consistent ways to facilitate the capture, retrieval,
maintenance and disposal. Classification includes determining document or
file naming conventions, user permission and security restrictions on records.

Disposal

A range of processes associated with implementing appraisal decisions.
These include the retention, deletion or destruction of records in or from
recordkeeping systems. They may also include the migration or transmission
of records between recordkeeping systems, and the transfer of custody or
ownership of records.

13
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Documenis

Structured units of recorded information, published or unpublished, in hard
copy or electronic form, and managed as discrete units in information
systems.

Electronic Mail - (E-mail)

E-mail is a computer-based message sent over a communications network o
one or more recipients. It may be fransmitted with attachments such as
electronic files containing text, graphics, images, digitised voice and video or
computer programs.

Electronic Messaging

Electronic Messaging is a generic term encompassing all forms of
electronically mediated communication. This includes electronic mail for text
messages, voice mail, electronic document exchange (Electronic FAX).
electronic data interchange (EDI), and multi media communications such as
tele/video conferencing and videotext.

It involves the electronic transmission of information as discrete electronic
messages over computer-based data communication network or voice
messages over a telephone network.

Evidence

Information that tends to prove a fact. Not limited to the legal sense of the
term.

File

Files are a collection of documents on a specific subject, located within a file
cover, which show organisational activities through an identifiable sequence
of transactions. Documents are arranged in chronological order, ie the most
recent document is placed on top. Bluepoint has electronic files.

Functional Records

Records relating to the functional activities of the Organisation.

Inactive Records

Records that are no longer required for use by the organisation in the
conduct of its activities and functions.

14
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Recordkeeping

Making and maintaining complete, accurate and reliable evidence of
business transactions in the form of recorded information.

Recordkeeping Systems

Information systems, which capture, maintain and provide access to records
over fime.

Record

Means any document or other source of information compiled, recorded or
stored in written form or on film, or by electronic process, or in any other
manner or by any other means.

Records

Recorded information, in any form, including data in computer systems,
created or received and maintained by an organisation or person in the
tfransaction of business or the conduct of affairs and kept as evidence of such
activity.

Records Disposal Authority

A systematic functional listing of records created by an organisation which
plans the life of those records from their creation to their disposall.

Records Management

The discipline and organisational function of managing records to meet
operational business needs, accountability requirements and community
expectations.

Registration

The act of giving a record a unique identity in a recordkeeping system.

Semi-active Records

Records that are no longer frequently used by the organisation in the
conduct of its activities and functions (ie once or twice a year).

State Record

Means any record made and kept, or received and kept, by any person in
the course of the exercise of official functions in a public office, or for any
purpose of a public office, or for the use of a public office, whether before or
after the commencement of the Act.

15
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Storage

The function of storing records for future retrieval and use.

Tracking

Capturing and maintaining information about the movement and uses of
records.

Transaction

The smallest unit of business activity, uses of records are themselves
transactions.

16
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Introduction

This Policy is part of the Narromine Shire Council Work, Health and Safety system and reflects Council’s
commitment to the NSW Work Health and Safety Act 2011.

Narromine Shire Council must ensure, so far as reasonably practicable the health and safety of workers
while the workers are at work.

Narromine Shire Council must ensure, so far as is reasonably practicable, that the health and safety of
other persons is not put at risk from work carried out by Council.

Under the Work Health and Safety Act, 2011, Narromine Shire Council has a legal requirement to protect
the health and safety of all workers and others persons in the workplace.

Purpose

The purpose of this policy is to document Council’s commitment to providing and maintaining a safe
and healthy workplace for its workers and others persons in the workplace.

Council is committed to achieving this through the effective implementation of a Work Health and Safety
Management System.

Aim

The aims of this policy are that Council must ensure, so far as is reasonably practicable:

e the provision and maintenance of a work environment without risks to health and safety,
and

o the provision and maintenance of safe plant and structures, a~d

o the provision and maintenance of safe systems of work, and

e the safe use, handling, and storage of plant, structures and substances, and

o the provision of adequate facilities for the welfare at work of workers in carrying out work
for the business or undertaking, including ensuring access to those facilities, asd

° the provision of any information, training, instruction or supervision that is necessary to
protect all persons from risks to their health and safety arising from work carried out by
Council, aad

® that the health of workers and the conditions at the workplace are monitored for the

purpose of preventing illness or injury of warkers arising from the conduct of the business
or undertaking.
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Policy Statement

1. Narromine Shire Council is committed to ensuring the health and safety of all persons in the
workplace.

2. Inparticular, Narromine Shire Council is committed to:-

° A Risk Management approach to identify, assess, eliminate and control hazards which have
the potential to harm workers and other persons in the workplace,

° Complying with relevant Work Health and Safety legislation,

° Establishing measurable objectives and targets of Work Health and Safety to ensure
continuous improvement aimed at elimination of work related illness and injury.

o The provision of appropriate Work Health and Safety training to all workers.

° A consultative process to ensure all workers are included in the decision making processes
impacting on workplace health and safety.

° The dissemination of Work Health and Safety information to all workers and other persons
to the workplace.

° The effective implementation of the Work Health and Safety Policy.

o Injury Management and the timely return of employees to duties in accordance with the

Worker Compensation Act 1987, Workplace Injury Management and Workers
Compensation Act 1998 and Workers Compensation Regulations 2016.—Werkplacetairy
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° Ensure continuous improvement and the monitoring of the Work Health and Safety
Management System by conducting regular reviews.

3. Narromine Shire Council will develop, implement and keep under review a Work Health and Safety
System for managing work health and safety. This system will be supported by appropriate policies and
procedures that are implemented and reviewed on a regular basis.

Responsibilities and duties

General Manager, Directors and Managers: Have a duty to exercise due diligence to ensure that the
Council complies with the WHS Act and Regulations. This includes taking reasonable steps to provide
and maintain as far as reasonably practicable:

e an up-to-date knowledge of WHS matters

e have an understanding of Council business and the hazards and risks associated with it.

e ensure that Council has (and uses) appropriate resources and processes to eliminate or
minimize safety risks from the work carried out

s ensure that the Council has appropriate processes to receive information about incidents,
hazards and risks and responding in a timely manner to that information

¢ ensure that Council has and implements processes to comply with any duty or obligation under
WHS laws. These can include:

reporting notifiable incidents

consulting with workers

ensuring compliance with notices

providing training and instruction to workers about WHS

ensuring that health and safety representatives receive their entitlements to training

s Cl sl o
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Overseers and Team Leaders who supervise workers must:

e demonstrate active and visible leadership in work health and safety

e identify hazards and work health and safety risks from jobs, tasks and projects under their
supervision;

e assess and control identified risks in consultation with those involved or affected,

o promptly address work health and safety issues raised, in consultation with those involved or
affected;

e [Investigate work related incidents, seeking to identify the causes and take steps to prevent
recurrence.

Workers while at work must:

e Take reasonable care for their own health and safety

e Take reasonable care that his or her acts or omissions do not adversely affect the health and
safety of other persons

e Comply with any reasonable instruction from Council so far as reasonably practicable

e Cooperate with any reasonable policy or procedures of Council relating to health and safety
A worker includes an employee, labour hire staff, volunteer, apprentice, work experience student, sub-
contractor, trainee, contractor, outworker and Councillor.

An elected member of the Council does not, in that capacity conduct a business or undertaking.
‘PQB' FFEEFE”EEF;EF EE:d EE'FEEIEl E'I:ESS E: EEIE:¥EIE':EII;

References

NSW Work Health & Safety Act, 2011
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