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Code of Meeting Practice

Date Adopted: 10 December 2024

Version: 27

Policy Objectives

This objective of this policy is 1o comply with section 380 of the Local Government Act 1993 (the Act)
and the Local Government (Generall Regulation 2021 (the Regulation)

Policy Scope

This palicy apglies to all meetings of councils and committees of councils of which all the members are
councillers (committeas of council). Coundcil committeas whose mambears inglude persons othar than
councillers may adopt their own rules for meetings unless the council determines otherwise

Policy Statement
1. Meeting Principles

1.1 Council and committes meetings should be
Transparant Decisions are made in a way that is open and aoccountabla
Decisions are made based on relevant, quality information.
sions respect the diverse needs and interests of the local commiuinity
isions are informed by the principles prescrioed under Chapter 3 of the Act

The community has confidence that councillars and statt act ethically and make
decisions in the interests of the whale community

Raspectiuf Councillors, staff ond meeting attendees treat egch other with respect,
Erfective Mestings are well arganised, effectively run and skiltully chaired.

Crferiy Councillors, staff and meeting affendees behave in a way that confributes 1o the
orderly conduct of tThe meeting,

2. Before the meeting
Timing of ordinary council meetings

Crchinary maatings of the council will B2 held ot least ten (10) fimeas per year, on the following
QCCOSions

The fourth Tuesday of each manth, aother than January and December;

On a date in Janwary defermined by The General Mandager, Il deemad necessary;

On o date in December determined annually by resolution of counc
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n the yveor of a general local government election, the holding of @ council meeting in
-L-pl—w ber will be at the discretion of the general manager. Depending on the timing of
ar | 'I'I_I'I:_'IJ:_" Moy SeTermine
not to hold o council meeting in
to hold o council meeting on a date in September determinaed and natified by the
ganaral manager.
caction JA45 of the Act,

_-'{ =S

All meetings of council will be held in the Council Chombers, Maitland Town Hall, High 51
Maitland, commencing at 5.30pm unless an alternate lacdtion and time are specified in the

notice of @ partic

Extraordingry meetings

If the mayor receivas a requeast in writing, signed by at least Pfwa (2) councillars, the may
must call on extroordinary meeting of the council 1o held as soon as practicable, but in any
, nomore than fourtean (14) 5 after receipt of the requeast. The mayor con be ane of

e Twd Councille

.
e Clguse |

Motica

2.4 The councill must give notice to the public of the time, date and place ol eo
cluding extraocrdinary meestings and of 2ach meating of committess of
Mole: Clause 2.5 refllects section 9(1) of tha Acl.
For the purposes of clowse 2.5, notice of g meeting of the council and of o committes of counci
shed before the meeting takes place. The notice must ublishad on the
council's website, and in s 1 nci atisfies ikely 10 bring notice
of the meeting to the attention of as many Z--|.-Z:J|:|i-." as |
s of clause 2.5, notice of more than one (1) meeting moy i n the same
notice.
to councillors of ardinary counc| meetings
eral manager must send to each councillor, ot b four (4] da
of the council, a notice specifying the rime, date and ple at which the meeating is to be held
and the business proposed fo be considered at the meetii
Note: Clguse 2.8 reffects section 36771) of the Act,

The notice and the agenda for, and the Busin relating I-'_. the meeting may be qm:n

to councillors in electronic form, but only If all o« cillors hove focilities o access the no
agenda and business papers in that form.

MNote: Clouse 2.9 reflects secfion 36773 of the Act,
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Motice to counclllors of extraordingry meetings
Maotice of less than three (3) days may be given to councillors of an extraordinary meeting of
the council in cases of emergency.
Note: Clause 210 reflects section J872) of the Act.

Giving notice of business to be considered at council meetings

27. A councillor may give notice of any business they wish to be considered by the council at its next
ordinary meefing by way of a notice of motion. To be Included on the agenda of the meeting,
the notice of motion must be submitted using the Motice of Motion form and be submitted
(midday, Friday) seven (7) business days before the meeting is to be held,

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

If the general manager considers that a notice of motion has legal, strategic, financial or policy
implications which should be tfaken Into consideration by the meeting, the general manager may
prepare a report in relation to the notice of motion for inclusion with the business papers for the
meeting at which the notice of motion is to be considered by the council.

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 a report on the availability of funds for implementing the motion if
adopted for inclusion in 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 submirted, defer consideration of the
matter by the council to such o dote specified in the notice, pending the
preparation of such a report.

The mayor or general manoger may approve the inclusion of late business in the meefing
agenda, of which due notice has not been given. However, such late business may only be
considered at a meeting of the council if:

a} a maotion is possed fo hove the business transacted at the meeting and the
business propesed fo be brought forward is ruled by the chairperson to be of
great urgency (as set out in douse 8.3), or

b} the matter is introduced by way of a mayoral minute (subject to clause 8.9).

‘where possible, late items proposed 1o be included on the meeting agenda will be supplied 1o
councillors via email as soon as possible prior to the meeting.

tions with i

A councillor may, by way of a notice submitted under clause 2.11, ask o question for response by
the general manager about the performance or operations of the council The guestion with
notice must submitted using the Question with MNotice form and be submitred (midday,
Wednesday) nine (%) business days before the meeting is fo be held.

A councillor is not permitted to ask o guestion with notice under cdlause 2.11 that comprises g
complaint against the general manager or a member of staff of the council, or a question that
implies wrongdoing by rhe general manager or a member of staff of the council.
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The r_;:—'n.‘—*'r'.l r*'-']":].'jr—" or Their naminese r“"l:'.l"?" respond o a guestion with notice s ibmitted under
clause Z.11 by way of a report included in the business papers for the relevant meeting of the
council or crally ar the meeting

Agendg and business papers for ordinary mestings

neral manager must cause the agendda far a meet ng of the council or a committee of the

cil to be prepared as soon as p efore the meeting

general manager must ensure thar the agenda for an erdinary meeting of the council states:

a) all matters to be dealt wirh arising out of the proceedings of previous meetings of the

council, and

fthe r is the chairperson = any matter or topic that the chairperson proposes,

at the time when the ager 15 pr red, to put to the meeting, «
all matters, including matters that are the subject of staff reports and reports of
committees, to be considered at the meeting,
d) any business of which due nofice has been given under clause 2
e} any lote business under clause 2.15.
Mathing Ir use 2.19 limits the powers of the mayor to put a mayeral minute to a meeting under
clause 8.6

nager must not include in the aogenda for a meeting of the council any business
of which due notice has been given if, in the apinion 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
where the -:J;;:-:ndu includes the ':-!."r-!ipt 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:
a) identifies the relevant iterm of business and indi g that it is o
(withaut disclosing details of the information 1
closed to the public), and
b) states the grounds under section 10A(2) of the Act relevant to the item of bus
Nare: Clause 223 reflects section 924 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 details
must not be induded in the business papers made available to the public, and must not be
di sed by a councillor or by any other person to anathe srson whao is not autho d to have

that information

Statement of ethical ob

iness papers for all ordinary and extraordinary meetings of the council and committees of
il must contain o statement reminding councillors of their cath or affirmation of office
r section 233A of the Act and their cbligations under the council’s code of conduct to

5 of i st
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Avgilabilitv of the ggendg gnd bysiness pgpers fo the public

Copies of the agendaa a

fer meetings of the council and committees of council, are to be |

website, and must be made available to the public for inspection, or for taking away by any
erson free of charge ot the offices of the council, at the relevant meeting and at such other

venues determined by the council.
Nare: Clause 225 reflects section #¢2) and (4) of the Act.

2.27. Clause 2.25 does not apply to the business papers for items of business that the genera
manager has identified under clause 2.23 as being likely to be considered when the meeting
is closed to the public.

Norer Clause 2.26 reflects section F(2ANE) of fhc
For the purposes of clause 2.25 copies of agendas and business papers must be puk
on the council's website and made availoble to the public at a time that is as close os
possible to the fime they are available te councillors.
e Clause 227 reflects section 9¢3) of the Act.

A copy of an agenda, or of an associoted business paper made available under clause 2.25,
may in addition be given or made available in electronic form.

Naote: Clause 227 reflects section %5) of the Act

Agenda and business papers for extraordinary meetings

2.50 The general manager must ensure that the agenda for an extraordinary meeting of the
council deals enly with the matters stated in the notice of the meeting
2.31. Despite clause 2.29, business may be considered at an extraordinary meeting of the council,
even though due notice of the business has not been given, if:
a motion is passed fo have the business considered at the meeting, and
the business to be considered is ruled by the chairperson to be of great
urgency on the grounds that it reguires a decisicn by the council before the
next scheduled ordinary meeting of the council
A motion moved under clause 2.30(a) can be moved without notice but only after the
business notified in the cgenda for the extraordinary meeting has been dealf with
Despite clauses 9.20=9.30, only the mover of a motion moved under clause 2.30{a) can speak
to the motion before it is put
A motion of dissent cannet be moved against a ruling of the chairpersen under ¢ 2.50(b)
on whether a matter is of great urgency

riefing sess| g
2.55 The general manager may arrange a briefing session to brief councillors on business to be
considered at future meetings. Pre=meeting briefing sessions may also be held for
extraordinary meetings of the council and meetings of commitrees of the council.

Briefing sessions are to be held in the absence of the public, and can be either face=to=-face
or via audio=visual link.

The general manager or a member of staff nominated by the general manager is fo preside
at briefing sessions.
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.58 Councillors must not use briefing sessions to debafe 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 commitree meering at which the item of business is o be considered.

Councillers {including the mayor) must declare 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 briefing
session, in the same way that they are required to do so at a council or committes meeting.
The council is to maintain a written record of all conflict of interest declarations made at
pre=meeting briefing sessions and how the conflict of interest was monaged by the councillor
who made the declaration.

3. Public Access

d, if required, at the start of each ordinary council meeting for
the purpose of hearing oral subm ons from members of the public on items of business to be

considered at the meeting. Public forums may also be held prior ro exfracrdinary council
1ings ir imittees of the council,

Speakers in pub 55 may attend by audic=visual link, Requests for publ -cess via audio-

visual will be determined by the general manager, based on merit and an appropriate means by

which any submission may be provided.

Items gddressed in pyblic

Speakers in public access may address council on any Item listed as an agenda item for the
council meeting other than ‘Items for Infermation’
Speakers in public access may not in their address raise matters or provide information which
involves:

a) personnel matters concerning particular individuals,

b)) personal hardship of any resident or ratepayer,

2} infermation that would, if disclosed, confer a commercial advantage on a person with whom
council is conducting (or proposes to conduct) business,

d) commercial information of o confidential nature that would, if disclosed:
m  prejudice the commercial position of the person who supplied if,
= confer a commercial advantage on a competitor of the council, or
= roveol o trode secret,
infarmation that would, if disclosed, prejudice the maintenance of law,
matters affecting the security of the council, councillers, council staff or council property,

advice concerning litigation or advice that would otherwise be privileged from production
in legal proceedings on the grounds of legal professional privilege,

information concerning the nature and locotion of a place or an item of Aboriginal
significance on community land, or

alleged contraventions of any code of conduct requirements applicable under section 440,
Speakers in ( 155 May not request reports from the mayor, councillors or Ing 1fF,
Speakers in public access may not address matrers in the minutes of an earlier council meeting.

Speakers in public occess may, with the approval of the general manager, use appropriate
materials fo support their address but may not table or distribute reports, submissions,
recommendations, calls for action or similar documents for consideration by council.
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Apolving fo spegk in public gooess

Persons wishing fo speak in public access must make application to council through
of the General Manager

Applications must be made by completing council's 'Public Access - Request to Speak’
Applications must be lodged by 12.00 noon on the day of the ardinary council meeting.

Applicants will be advised by 2.00pm on the day of the ordinary council meeting of the approval
or otherwise of their application.

A person may apply fo speak on no more than 2 items of business on the agenda of the cc
meeting.
Persons seeking to represent or speak on behalf of any other person, group or entity must satisfy

the cound I Lhrl:Zl..l;ZI"' their ¢ Nication that he or she hf,]ti 'I“.l’-" !']II"'I:Z:FI"-I.' to "E-'!F'.r.'—'*-il’-""l or speak on

behalf of that person, group or entity.

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 fo speak at the
public forum.
ations will be ferminad .':l"'?' the generﬁl "l:'.lg_].'-"' n c "-CI.I'UTICIF' with the ma
having regard to the following limitations:
a)y nomare than two speakers “for’ and two speakers ‘agains’ a matter will be permitfed,

approval will not be given for the sarme person and their representatrive to speak on the same
matter,

where a matter is deferred or carried over from one meeting to the next, the limitations on
speakers will apply such that speakers ar the previous meeting shall be deemed o have
spoken at the latter meeting,

speakers will be |imited to a three (3) minute address with a possible extension of one (1)
minute should a motion to that effect be moved and carried by the council,

the public occess session will close by &.30 pm or sooner, and

persons who have spoken in relation to a motion of the councll at a previous meeting may not
speak in public access on a motion to rescind that original maotion, other than in relation fo
nevw material that has been brought forward since the original motion.

=akers

When speaking in public access, speakers must clearly state:
a) their name,
k) their cddress,
c)  whether *for’ or ‘against” the recommendation on the matter in guestion, and
d) the name of the person, persons, group or entity they represent.

Speakers may not direct questions to the mayoer, councillors or counc I staff.

Councillors may not use public access for the purposes of addressing council on any matter,
Councillors may not direct gquestions to speakers in public occess

Councillers may, for the purposes of correction or clarification, direct questicns through the
or to the general manager in relation fo any statement made or matter raised in public access
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