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ITEM 5 POLICY REVIEW: CODE OF MEETING PRACTICE AND PUBLIC ACCESS FORUM 
  
Following the September 2017 local government elections, the Code of Meeting Practice and Public 
Access Forum policy were reviewed. This report outlines key amendments proposed for the Code and 
Policy, and recommends it being placed on Public Exhibition. 
 

RECOMMENDATION 

1 Council place the draft revised Code of Meeting Practice and Public Access Forum policy on public 
exhibition from 13 December 2017 to 14 February 2018, inviting submissions from the public. 

2 Council receive a further report following the conclusion of the public exhibition and submission 
period, with a summary of submissions received, to consider adoption of the revised Code of 
Meeting Practice and Public Access Forum policy. 

 

REPORT AUTHORISATIONS 

Report of: Clare  Phelan, Manager Governance and Information (Acting)  
Authorised by: Kylee Cowgill, Director Corporate Services - Connected and Engaged City (Acting)  

ATTACHMENTS 

1  Draft revised Code of Meeting Practice 
2  Draft revised Public Access Forum Policy 
  
 

BACKGROUND 

Section 360 of the Local Government Act 1993 allows councils to adopt a Code of Meeting Practice 
which incorporates the provisions for council meetings contained within the Local Government 
Regulations 2005. Council may also supplement those regulatory provisions with further provisions that 
are not inconsistent with them. In the attached draft Code of Meeting Practice, these supplementary 
provisions are referred to as “Council Protocols”. 

This section of the Local Government Act also states that Councils and Committees of the Council, of 
which all the members are Councillors, must conduct its meetings in accordance with the Code of 
Meeting Practice adopted by it. 

The Code of Meeting Practice does not apply to Committees where not all members are Councillors, or 
briefings or workshops attended by Councillors that are facilitated by Council staff. 

Section 361 of the Local Government Act 1993 states that before adopting a Code of Meeting Practice, 
Council must prepare a draft Code (such as that attached) and further, give public notice of the draft 
Code after it is prepared, with a period of public exhibition not less than 28 days. The public notice must 
also specify a period of not less than 42 days after the date on which the draft code is placed on public 
exhibition during which submissions may be made to the council. 

Code of Meeting Practice 
The Code of Meeting Practice was last reviewed and adopted by Council in August 2015.  

As part of this current review of the Code of Meeting Practice, consultation was undertaken with the 
Councillors from the previous term of Council, in order to identify what worked well and what areas of the 
Code could be improved.  

Comments received predominantly related to the Order of Business, with a view to dealing with Notices 
of Motion after staff reports had been considered.   
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Public Access Forum 
The Public Access Forum policy was last reviewed and adopted by Council in August 2015. At that time 
the Council added the “eligibility criteria” for acceptance of applications to the Forum. 

Addresses on matters not included on a Council agenda 

In reviewing the Public Access Forum policy, consideration was given to whether addresses should 
continue to be heard on matters not on the Council meeting agenda. In order to best achieve the 
objectives of the policy, the provision to address Council at an ordinary meeting relating to any matter 
falling within the jurisdiction and Charter of Council should remain. However, the draft Policy 
recommends that this provision only be retained for ordinary meetings of Council, and extraordinary 
meetings be exempted. 

Addresses on Lord Mayoral Minutes and Notices of Motion 

Further consideration was given to only allowing addresses on staff reports to Council, and not on either 
Lord Mayoral Minutes or Notices of Motion, as is the case at some other councils. It was not considered 
that excluding addresses on Councillor business would enhance the quality of, or assist in Council’s 
decision making processes, or portray Council as an open and accessible organisation. This draft 
recommends continuing to allow Council to hear addresses on Councillor Notices of Motion and Lord 
Mayoral Minutes, where they are included on an agenda. 

Acceptance of a Public Access Forum application outside scope of policy 

The draft Policy includes provisions to reinforce that Council has ultimate jurisdiction over the conduct of 
the Forum and that nothing within the policy precludes Council from allowing a Public Access Forum 
Application outside the scope of the policy. 

PROPOSAL 

Code of Meeting Practice - The proposed changes to the Code are outlined below: 

Proposed inclusion Current version Comment 

Distribution of agenda and 
business paper 

4.3(8)  Councillors will receive 
Agendas and Business 
Papers at least ten 
calendar days prior to an 
Ordinary Council 
meeting. 

Not included in current version of 
Code 

It has been Council’s practice to 
distribute Business Papers and 
agendas at least ten calendar 
days before a meeting, however 
this was never specified as part 
of any policy or procedure. 

4.3(9) Council will publish 
Agendas and Business 
Papers to Council’s 
website seven calendar 
days prior to an Ordinary 
Council meeting, except 
where that day is a Public 
Holiday. In such cases 
Council will publish the 
Agenda and Business 
Papers on the following 
working day. 

Not included in current version of 
Code 
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Proposed inclusion Current version Comment 

Order of Business - rename 
heading 

4.5(1) “Conflict of Interests 
Disclosures 

Heading currently reads 
“Disclosures of Pecuniary 
Interests” 

This section of the Agenda calls 
for any disclosures of a conflict 
of interests in any matter 
included on the Agenda, not only 
those of a pecuniary nature. 

Order of Business – re-
ordering of list of items 

4.5(1) move the Agenda items 
to before Notices of 
Motion, and Urgent items 
(in an Ordinary meeting) 
to after all other business 
has been dealt with. 

Notices of Motion are currently 
considered before staff reports on 
the Agenda. 

This proposed amendment was 
raised by Councillors to ensure 
that matters on the agenda, 
subject to staff reports, are dealt 
with prior to consideration of 
Notices of Motion.  

4.5(1) move Urgent items (in an 
Ordinary meeting) to after 
all other business has 
been dealt with. 

Matters without notice are 
currently listed following Lord 
Mayoral Minutes, which take 
precedence on the Agenda. 

The Local Government 
Regulation 2004  s242(2-3) 
require matters without notice 
(urgency motions) at an 
Extraordinary Council meeting 
may only be considered after all 
other business notified in the 
Agenda has been disposed of. 
This is not required for an 
Ordinary meeting, however this 
amendment brings consistency 
to both. 

Dealing with matters without 
notice at an Ordinary meeting  

4.7(1) Despite Clause 4.6 (1) 
business may be 
transacted at a meeting 
of Council even though 
due notice of the 
business has not been 
given to the Councillors.  
However this can happen 
only if: 

a a motion is passed to 
have the business 
transacted at the 
meeting; and 

b the business proposed 
to be brought forward 
is ruled by the 
Chairperson to be of 
great urgency. 

Such a motion can be 

4.7(1) Despite Clause 4.6 (1) 
business may be 
transacted at a meeting of 
Council even though due 
notice of the business has 
not been given to the 
Councillors.  However this 
can happen only if: 

a a motion is passed to 
have the business 
transacted at the 
meeting; and 

b the business proposed 
to be brought forward 
is ruled by the 
Chairperson to be of 
great urgency. 

Such a motion can be 
moved without notice. 

There is currently no 
requirement at an Ordinary 
meeting of Council to dispose of 
all other matters on the agenda 
before considering if Council will 
allow business without notice 
(urgent business) to be 
transacted. 

In contrast, matters without 
notice at an Extraordinary 
meeting may only be considered 
after all other business has been 
disposed of under the 
Regulations. 

Consistency is achieved with the 
addition of the words “but only 
after the business notified in the 
agenda for the meeting has 
been disposed of.” 
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Proposed inclusion Current version Comment 
moved without notice, but 
only after the business 
notified in the agenda 
for the meeting has 
been disposed of.  

 

6.4 Motions to be seconded 

Include list of all Procedural 
motions not requiring a seconder 

The current Code only lists two in 
the table. 

This inclusion is to provide a 
more comprehensive listing in a 
single location in the Code, of 
procedural motions that do not 
require a seconder. 

7.5 Table of Procedural 
Motions  

Not included in current version of 
Code 

The Table lists all Procedural 
Motions referred to tin the Code 
and each’s corresponding clause 
in the Code. 

Recording of Council and 
Committee meetings 

14.3(5) Video and audio of full 
Council meetings will be 
streamed live through 
Council’s website.  

 

5 Digital audio recordings of 
Council and Committee 
meetings may be made by 
Council staff for the 
purpose of: 

a assisting in the 
preparation of minutes; 
and 

b verifying the accuracy 
of minutes prior to their 
confirmation. 

This, and the following two 
amendments, bring the Code up 
to date with current practices 
since the introduction of live 
webcasting and publication of 
Council meetings on Council’s 
website. 

14.3(6) Copies of the video and 
audio recording of full 
Council meetings will be 
made available to the 
public for viewing on 
Council’s website, as 
soon as practicable 
following the date of a 
meeting. 

6 Audio recordings will be 
stored until the minutes 
from the meeting to which 
they relate have been 
confirmed by Council as 
required by State Records 
General Authority 39 
(GA39). 

 

 

 

 

 

 

 

 

 



 Ordinary Meeting of Council 11 December 2017 277 

 

 

Proposed inclusion Current version Comment 

Removal of 14.3(7) 7 Access to the audio 
recordings will only be 
provided for the purpose 
of: 

a preparing and verifying 
the accuracy of the 
minutes of meetings; 
and 

b complying with court 
orders, warrants, 
subpoenas or 
legislation where the 
recordings are still in 
existence. 

 

 

In late 2016, the Office of Local Government (OLG) advised councils that they had commenced work on 
a Model Code of Meeting Practice. To date, the Model has yet to be released, and the OLG have not 
provided any further formal indication of anticipated timing.  

The proposed changes outlined above are relatively minor in nature. It is recommended a further review 
of Council’s Code be undertaken once the OLG releases a Model Code of Meeting Practice.  

Public Access Forum Policy - The Public Access Forum policy supports the Code of Meeting Practice 
insofar as it informs how the Public Access Forums at Council meetings are to be conducted.  

Proposed inclusion Change Comment 

Objective 
2 Establish processes and 

to ensure consistency in 
relation to the procedures 
for determining 
applications for the 
Forum. 

Additional to current policy 
objectives outlined 

This inclusion does not change 
the way in which the Public 
Access Forums are conducted.  

Applications 
2.1 Applications may be made 

to address either Ordinary 
or Extraordinary meetings 
of Council. 

Not specified in the current policy Makes clear that both Ordinary 
and Extraordinary meetings may 
be addressed through a public 
access forum. 

2.2 Applications to address an 
Ordinary meeting of 
Council must  

i be made in writing on 
the application form 
attached to this policy 
and be received by 
Council, no later than 
12 noon on the working 

2.2 Applications to address an 
Ordinary meeting of Council 
must  

i be made in writing on the 
application form attached 
to this policy and be 
received by Council, no 
later than 12 noon on the 
working day prior to the 

Provides clarity around the 
timeframes for submitting an 
application to address Council in 
the Forum and those 
applications received after that 
time will not be accepted.  
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Proposed inclusion Change Comment 
day prior to the day of 
the meeting.  
Applications received 
after this time will be 
refused. 

day of the meeting.   

Removal of provision 2.2 ii  Wherever possible, a 
person or group who 
supports an opposite view 
to the applicant must be 
notified and given the 
opportunity to speak. 

This assumes that Council 
knows where a person or 
persons hold an opposing view 
on any matter. The removal of 
this provision does not prevent a 
person with an opposing view 
from making application to 
address Council in the Forum. 

Removal of provision 2.2 iii Any documentation to be 
provided to Councillors 
shall either accompany 
the application or be 
available for distribution 
to Councillors prior to the 
meeting. include any 
documentation to be 
distributed to Councillors.  
No written material is to 
be circulated during the 
presentation. 

The provisions are inconsistent 
with clause 4.4 where material to 
be distributed may be provided 
at a time prior to 
commencement of the Council 
meeting. 

2.3 Applications to address an 
Extraordinary meeting of 
Council, in addition to 
points (i) and (ii) above, 
must relate only to the 
business included in the 
Extraordinary meeting 
business paper. 

Not included in current policy The purpose of an Extraordinary 
Meeting is to address what is 
generally urgent business 
outside of the usual Council 
meeting cycle. It is 
recommended that addresses in 
Public Access Forum at 
Extraordinary meetings be 
restricted to matters on the 
agenda only. 

Exclusions 

3.1 Addresses will not be 
permitted on: 

vi  Procurement matters, 
such as formal tenders, 
quotations, 
expressions of interest, 
or calls for proposals. 

3.1 Addresses will not be 
permitted on: 

vi  All representations in 
respect of formal 
tenders and/or 
quotations 

Expands on the definitions to 
better represent the types of 
procurement activities that come 
before Council. 

Conduct of Public Access 
Forum 
4.1 The forum will be limited 

to a period of 30 minutes, 

4.1 The forum will be limited 
to a period of 30 minutes, 
with a maximum of six 
addresses per meeting 

Clarifies the intention of this 
provision is to allow both Council 
and the General Manager some 
discretion with the Public Access 



 Ordinary Meeting of Council 11 December 2017 279 

 

 

Proposed inclusion Change Comment 
with a maximum of six 
addresses per meeting 
subject to: 

i Council having 
discretion to extend the 
allocated Forum time at 
any meeting, where it 
is considered 
appropriate to do so, 
by way of a Resolution 
of Council; and 

ii the provisions of clause 
2.4 of this policy. 

unless extended by 
Council. 

Forum, when it is appropriate to 
do so. 

4.2 Each speaker will be 
permitted to address 
Council on one or more 
business paper items, for 
a maximum total time of 
five (5) minutes.  

4.2 Each address shall be 
limited to five (5) minutes. 

Clarifies the intention of this 
provision to limit each speaker’s 
total speaking time to five minutes 
only. This ensures that each 
speaker has an equal opportunity to 
address the Council. 

4.4 Due to time constraints, 
speakers cannot use 
technology as part of their 
address, however, can 
distribute hard copies of 
information prior to the 
commencement of the 
meeting.  The Minute 
Clerk can assist with the 
distribution of such 
information. Speakers are 
responsible for ensuring 
enough copies are 
provided for the Lord 
Mayor, each Councillor 
and the General 
Manager at a minimum.   

4.4 Due to time constraints, 
speakers cannot use 
technology as part of their 
address, however, can 
distribute hard copies of 
information prior to the 
commencement of the 
meeting.  The Minute 
Clerk can assist with the 
distribution of such 
information.  

With the removal of 2.2 iii it 
makes clear that speakers are 
responsible for ensuring 
adequate copies are provided 
for councillors, particularly where 
provided immediately before a 
meeting.  

6 Minutes 

 The Minutes will record 
the name of the speaker 
and group represented (if 
applicable), the subject 
matter of the address and 
where it relates to a 
matter on the Agenda, 
whether the speaker was 
in favour or against the 
recommendation/s made 

6  Minutes must include a 
brief synopsis of the 
presentation/s. 

 Wherever possible, 
speakers should provide 
the Minute Clerk with a 
written summary of their 
presentation, prior to 
commencement of the 
meeting. 

The current provision to include 
a synopsis, was introduced prior 
to the full Public Address being 
made available to the public via 
Council’s website. It is 
considered there is a risk of the 
synopsis mis-representing what 
a speaker has intended to 
convey as part of their address 
to the Council. The public 
availability of the actual address 
via the webcast adequately 
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Proposed inclusion Change Comment 
in the report. addresses this issue. 

Webcasting 
7.2 Video and audio 

recordings of full Council 
meetings, including 
addresses made in Public 
Access Forums, will be 
made available to the 
public for viewing on 
Council’s website, as 
soon as practicable 
following the date of a 
meeting. 

Not included This inclusion updates the policy 
in line with current technologies. 

Request for public access 
outside scope of policy 

Nothing in this policy prevents 
Council from resolving at a 
Council meeting to allow an 
application for Public Access 
Forum outside the scope of this 
policy. 

Not included This provision reinforces that 
Council has the discretion to 
determine any application 
outside of the scope of this 
policy. 

 

It is proposed that the draft policies be placed on Public Exhibition for an extended period of time,  
of at least 63 days, to make allowance for the Christmas and school holiday periods. This exceeds the 
minimum period for exhibition (minimum 28 days) and invitations of submissions from the public 
(minimum 42 days).  

CONSULTATION AND COMMUNICATION 

Community engagement is proposed for an extended period to account for Christmas and school holiday 
periods. 

The exhibition period will be promoted online through Council’s website, with notices placed in a local 
newspaper prior to Christmas, and during the first week of February 2018. 

PLANNING AND POLICY IMPACT 

This report contributes to the delivery of Wollongong 2022 goal “We are a connected and engaged 
community”.   

It specifically delivers on core business activities as detailed in the Governance and Administration 
Service Plan 2017-18.  

CONCLUSION 

The draft Code of Meeting Practice and draft Public Access Forum policy remain consistent with their 
objectives and the requirements of the Local Government Act 1993 and Local Government (General) 
Regulation 2005, and it is appropriate they are now placed on exhibition for an extended period of time. 
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