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MODEL CODE OF MEETING PRACTICE FOR LOCAL COUNCILS IN NSW
2021

ACCESS TO SERVICES

The Office of Local Government is 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: olg@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, Industry and Environment 2021
Produced by the NSW Office of Local Government, Department of Planning, Industry and Environment.
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Pre-meeting
briefing sessions

3.33

3.34

3.35

3.36

3.38

Prior to each ordinary meeting of the
council, the general manager may
arrange a pre-meeting briefing session

to brief councillors on 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.

Pre-meeting briefing sessions may be
held by audio-visual link.

The general manager or a member of
staff nominated by the general manager
is to preside at 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
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 pre-meeting briefing session,
in the same way that they are required to
do so at a council or committee 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
managed by the councillor who made the
declaration.

ATTACHMENT 1

2021

13

Attachment 1 - 2021 Model Code of Meeting Practice for Local Councils in NSW



Attachments for Council Reports Page 14

ITEM 6 (continued) ATTACHMENT 1

Attachment 1 - 2021 Model Code of Meeting Practice for Local Councils in NSW



Attachments for Council Reports Page 15

ITEM 6 (continued)

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

The council may hold a public forum 4.9
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 extraordinary council

meetings and meetings of committees of

the council.

Public forums may be held by audio-
visual link

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

4.10

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 councill 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.

4

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

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. ;
41

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

in writing for a decision to refuse an
application.

413

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

ATTACHMENT 1
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If more than the permitted number

of speakers apply 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,.

If more than the permitted number

of speakers apply to speak ‘for' or
‘against’ any item of business, the
general manager or their delegate may,
in consultation with the mayor or the
mayor's nominated chairperson, increase
the number of speakers permitted to
speak on an item of business, where they
are satisfied that it is necessary to do so
to allow the council to hear a fuller range
of views on the relevant item of business.

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 councill minutes
to address the council. This time is to be
strictly enforced by the chairperson.

15
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Model Code of Meeting Practice for Local Councils in NSW

414

4.16

417

4.18

419

4.20

Speakers at public forums must not 4.21
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 do so. 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,

Speakers are under no obligation to
answer a guestion put under clause 415,
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 their nominee
may, with the concurrence of the
chairperson, address the council for up te
[number to be specified by the councill
minutes in response to an address to

the council at a public forum after the
address and any subseguent 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.

4.22

4.23

ATTACHMENT 1

If the chairperson considers that a
speaker at a public forum has engaged
in conduct of the type referred to

in clause 4.20, the chairperson may
request the person to refrain from

the inappropriate behaviocur 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 4.21 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 4.20, 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 or their
delegate considers appropriate.

Councillors (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 an
address at a public forum, in the same
way that they are required to do so at

a council or committee meeting. The
council is to maintain a written record of
all conflict of interest declarations made
at public forums and how the conflict of
interest was managed by the councillor
who made the declaration.

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.
Whetre a public forum is held as part of
a council or committee meeting, it must
be conducted in accordance with the
other requirements of this code relating
to the conduct of council and committee
meetings.
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ATTACHMENT 1

Model Code of Meeting Practice for Local Councils in NSW

510 Clause 5.9 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 5.10 reflects section 368(2)
of the Act.

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

(a) at the commencement of the meeting
where the number of apologies
received for the meeting indicates
that there will not be a quorum for the
meeting, or

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

(c) at any time during the meeting.

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

(a) by the chairperson, or

(b) in the chairperson’s absence, by the
majority of the councillors present, or

(c) failing that, by the general manager.

513 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.

514 Where, prior to the commencement of
a meeting, it becomes apparent that
a quorum may not be present at the
meeting, or that the health, safety or
welfare of councillors, council staff
and members of the public may be
put at risk by attending the meeting
because of a natural disaster or a public
health emergency, the mayor may, in
consultation with the general manager
and, as far as is practicable, with each

20

councillor, cancel the meeting. Where
a meeting is cancelled, notice of the
cancellation must be published on the
council's website and in such other
manner that the council is satisfied is
likely to bring notice of the cancellation
to the attention of as many people as
possible.

515 Where a meeting is cancelled under
clause 5.14, the business to be
considered at the meeting may instead
be considered, where practicable, at the
next ordinary meeting of the council or
at an extraordinary meeting called under
clause 3.3.

Meetings held by audio-
visual link

516 A meeting of the council or a committee
of the council may be held by audio-
visual link where the mayor determines
that the meeting should be held by audio-
visual link because of a natural disaster
or a public health emergency. The mayor
may only make a determination under
this clause where they are satisfied
that attendance at the meeting may
put the health and safety of councillors
and staff at risk. The mayor must make
a determination under this clause in
consultation with the general manager
and, as far as is practicable, with each
councillor,

517 Where the mayor determines under
clause 516 that a meeting is to be held
by audio-visual link, the general manager
must:

(a) give written notice to all councillors
that the meeting is to be held by
audio-visual link, and

(b) take all reasonable steps to ensure
that all councillors can participate in
the meeting by audio-visual link, and

Attachment 1 - 2021 Model Code of Meeting Practice for Local Councils in NSW
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518

(c) cause a notice to be published on 5.22
the council's website and in such

other manner the general manager is
satisfied will bring it to the attention

of as many people as possible,

advising that the meeting is to be held

by audio-visual link and providing

information about where members of

the public may view the meeting. 523

This code applies to a meeting held by
audio-visual link under clause 5.16 in the
same way it would if the meeting was
held in person.

Note: Where a council holds a meeting
by audio-visual link under clause 5.16,
it is still required under section 10 of
the Act to provide a physical venue
for members of the public to attend in

person and observe the meeting. 5.24

Attendance by
councillors at meetings
by audio-visual link

5.19

5.20

5.21

Councillors may attend and participate in
meetings of the council and committees
of the council by audio-visual link with
the approval of the council or the relevant
committee.

A request by a councillor for approval to
attend a meeting by audio-visual link must

be made in writing to the general manager 5.25
prior to the meeting in guestion and must

provide reasons why the councillor will be
prevented from attending the meeting in

person. 5.26

Councillors may request approval to
attend more than one meeting by audio-
visual link. Where a councillor requests
approval to attend more than one meeting
by audio-visual link, the request must
specify the meetings the request relates
to in addition to the information required
under clause 5.20

ATTACHMENT 1

2021

The council must comply with the Health
Privacy Principles prescribed under the
Health Records and Information Privacy
Act 2002 when collecting, holding, using
and disclosing health information in
connection with a request by a councillor
to attend a meeting by audio-visual link.

A councillor who has requested approval
to attend a meeting of the council or

a committee of the council by audio-
visual link may participate in the meeting
by audio-visual link until the council or
committee determines whether to approve
their request and is to be taken as present
at the meeting. The councillor may
participate in a decision in relation to their
request to attend the meeting by audio-
visual link

A decision whether to approve a request
by a councillor to attend a meeting of

the council or a committee of the council
by audio-visual link must be made by a
resolution of the council or the committee
concerned. The resolution must state:

(a) the meetings the resolution applies to,
and

(b) the reason why the councillor is being
permitted to attend the meetings by
audio-visual link where it is on grounds
other than illness, disability, or caring
responsibilities.

If the council or committee refuses a
councillor's request to attend a meeting by
audio-visual link, their link to the meeting
is to be terminated.

A decision whether to approve a
councillor's request to attend a meeting
by audio-visual link is at the council's or
the relevant committee’s discretion. The
council and committees of the council
must act reasonably when considering
requests by councillors to attend meetings
by audic-visual link. However, the council
and committees of the council are under
no obligation to approve a councillor's
request to attend a meeting by audio-

21
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Model Code of Meeting Practice for Local Councils in NSW

visual link where the technical capacity
does not exist to allow the councillor to
attend the meeting by these means.

5.27 The council and committees of the council
may refuse a councillor’s request to attend
a meeting by audio-visual link where the
council or committee is satisfied that

the councillor has failed to appropriately
declare and manage conflicts of interest,
observe confidentiality, or to comply

with this code on one or more previous
occasions they have attended a meeting of
the council or a committee of the council
by audio-visual link.

5.28 This code applies to a councillor attending
a meeting by audio-visual link in the

same way it would if the councillor was
attending the meeting in person. Where a
councillor is permitted to attend a meeting
by audio-visual link under this code, they
are to be taken as attending the meeting
in person for the purposes of the code and
will have the same voting rights as if thoy
were attending the meeting in person.

5.29 A councillor must give their full attention
to the business and proceedings of the
meeting when attending a meeting by
audio-visual link. The councillor's camera
must be on at all times during the meeting
except as may be otherwise provided for
under this code.

5.20 A councillor must be appropriately
dressed when attending a meeting by
audio-visual link and must ensure that no
items are within sight of the meeting that
are inconsistent with the maintenance of
order at the meeting or that are likely to
bring the council or the committee into
disrepute.

22
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Entitlement of the
public to attend council
meetings

5.31

5.32

5.33

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 5.31 reflects section 10(1)
of the Act.

Clause 5.31 does not apply to parts of
meetings that have been closed to the
public under section 10A of the Act.

A person (whether a councillor ar 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:

(a) by a resolution of the meeting, or

() 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 5.33 reflects section 10(2)
of the Act.

Note: If adopted, clauses 15.14 and 15.15
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 15.14 authorises chairpersons to
expel any person, including a councillor,
from a council or committee meeting.
Alternatively, if adopted, clause 15.15
authorises chairpersons to expel
persons other than councillors from a
council or committee meeting.
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71 If the chairperson is the mayor, they are
to be addressed as ‘Mr Mayor’ or ‘Madam
Mayor’.

7.2 Where the chairperson is not the mayor,
they are to be addressed as either "Mr
Chairperson’ or ‘Madam Chairperson’

7.3 A councillor is to be addressed as
‘Councillor [surname]’.

7.4 A council officer is to be addressed by
their official designation or as Mr/Ms
[surname].

27
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131

13.5

13.7

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 resolves
to adopt multiple items of business on the
agenda together under clause 13.1, the
chairperson must list the items of business
to be adopted and ask councillors to
identify any individual items of business
listed by the chairperson that they intend
to vote against the recommendation
made in the business paper or that they
wish to speak on

The council or committee must not
resolve to adopt any item of business
under clause 13.1 that a councillor has
identified as being one they intend to
vote against the recommendation made
in the business paper or to speak on.

Where the consideration of multiple
items of business together under clause
131 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.

ltemns of business adopted under clause
13.1 are to be taken to have been
adopted unanimously.

Councillors must ensure that they declare
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

ATTACHMENT 1
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1712 Subject to clause 17.7, in cases of urgency,
a moticn 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 three
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 on the grounds that

it requires a decision by the council
before the next scheduled ordinary

meeting of the council

1713 A motion moved under clause 17.12(b) can
be moved without notice. Despite clauses
10.20-10.30, only the mowver of a motion

referred to in clause 1712(b) can speak to

the motion before it is put.

1714 A motion of dissent cannot be moved
against a ruling by the chairperson under

clause 17.12(c).
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1715

17.16

1717

1718

1719

17.20

solutions 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:

(a) to correct any error, ambiguity or
imprecision in the council's resolution,
or

(b) to confirm the voting on the resolution

In seeking the leave of the chairperson
to move to recommit a resolution for the
purposes of clause 17.15(a), the councillor
Is to propose alternative wording for the
resolution.

The chairperson must not grant leave to
recommit a resolution for the purposes
of clause 17.15(a), unless they are satisfied
that the proposed alternative wording

of the resolution would not alter the
substance of the resolution previously
adopted at the meeting

A motion moved under clause 1715 can
be moved without notice. Despite clauses
10.20-10.30, 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 1715.

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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181 Meetings of the council and committees
of the council are to canclude no later
than [council to specify the time].

18.2 If the business of the meeting is
unfinished at [council to specify the
timel, the council or the committee may,
by resclution, extend the time of the
meeting.

18.3 If the business of the meeting is unfinished
at [council to specify the time], and the
council does not resolve to extend the
meeting, the chairperson must either:

(a) defer consideration of the remaining
items of business on the agenda to the
next ordinary meeting of the council,
or

(b) adjourn the meeting to a time, date
and place fixed by the chairperson.

18.4 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.

18.5 Where a meeting is adjourned under clause
18.3 or 18.4, the general manager must:

(a) 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 in such other
manner that the general manager is
satisfied is likely to bring notice of the
time, date and place of the reconvened
meeting to the attention of as many
people as possible.
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A meeting of the Council or a Commitlee of the Council may be held by audio-visual link
where the Mayor determines that the meeting should be held by audio-visual link because of a
natural disaster, a public health emergency or other appropriate reasons. The Mayor may
only make a determination under this Clause where they are salisfied that any altendance at
the meeting may put the health and safety of Councillors and Staff at risk. The Mayor must
make a determination under this Clause in consultation with the General Manager and, as far
as Is practicable, with each Councillor

Where the Mayor determines under Clause 5.16 that a meeting is to be held by audio-visual
link, the General Manager must;

(a) give written notice to all Councillors that the meeting is to be held by audio-visual link, and

(b) take all reasonable steps to ensure that all Councillors can participate in the meeting by
audio-visual link, and

(c) cause a notice to be published on the Council’s website and in such other manner the
General Manager is satisfied will bring it to the attention of as many people as possible,
advising that the meeling is to be held by audio-visual link and providing information about
where members of the public may view the meeting

This code applies to a meeting held by audio-visual link under Clause 5.16 in the same way it
would if the meeting was held in person

Attendance by Councillors at meetings by audio-visual link

519

520

521

522

5.23

5.24

5.25

Councillors (excluding the Mayor/Chairperson) may attend and participate in meetings of the
Council and Committees of the Council by audio-visual link.

A request by a Councillor to attend a meeting by audio-visual link must be made in writing to
the General Manager prior to the meeting in question.

This code applies to a Councillor attending a meeting by audio-visual link in the same way it
would if the Councillor was attending the meeting in person. Where a Councillors is permitted
to attend a meeting by audio-visual link under this code, they are to be taken as attending the
meeting in person for the purposes of the code and will have the same voting rights as if they
were attending the meeting in person

A Councillor must give their full attention to the business and proceedings of the meeting when
attending a meeting by audio-visual link. Councillors must be in attendance on-screen with
their camera on at all times during the meeting except as may be otherwise provided for under
this code. Unless Councillors are physically visible on-screen, they are taken as having left the
meeting.

If Councillors do not have their camera on during voting, they will be marked as not being
present for the vote.

A Councillor must be appropriately dressed when attending a meeting by audio-visual link and
must ensure that no items are within sight of the meelting that are inconsistent with the
maintenance of order at the meeting or that are likely to bring the Council or the Committee
into disrepute.

All Councillors attending a meeting by audio-visual link that require amendments to be put
forward to a meeting should, wherever possible, forward the amendments in writing to the
administrator (HelpDesk email) preferably before the commencement of the meeting.

Code of Meeting Practice
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