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Public Health Emergency: Electronic Participation in Council Meetings 
On 15 March 2020, the Chief Executive of the Department for Health and Wellbeing in the 
State of South Australia, pursuant to section 87 of the South Australian Public Health Act 2011, 
declared that an emergency which threatens to cause the death of, or injury or other damage 
to the health of any person is occurring or about to occur in relation to the transmission of 
COVID-19, and declared the emergency to be a public health emergency. 
On 22 March 2020, the State Co-ordinator for the State of South Australia declared, pursuant 
to section 23 of the Emergency Management Act 2004, that a Major Emergency is occurring 
in respect of the outbreak of the Human Disease named COVID-19 within South Australia. 
On 30 March 2020 the Minister for Transport, Infrastructure and Local Government issued a 
notice pursuant to section 302B of the Local Government Act 1999 (Notice No 1) varying or 
suspending the operation of the specified provisions of the Local Government Act 1999 as set 
out in Schedule 1 to Notice No 1. Notice No 1 commenced operation on 31 March 2020. 
For the period Notice No 1 has effect (as provided for in Notice No 1), this Code of Practice is 
altered as set out below and those alterations have effect notwithstanding any other provision 
in this Code of Practice to the contrary. 
For the avoidance of doubt, save for the alterations to the Code of Practice as set out below, 
this Code of Practice otherwise applies to all meetings of the Council. 
 
 
Alterations to this Code of Practice to Facilitate Electronic Participation 
Definitions 
Act means the Local Government Act 1999. 
electronic means includes a telephone, computer or other electronic device used for 
communication. 
regulations means the Local Government (Procedures at Meetings) Regulations 2013. 
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disconnection of the electronic includes: 

(a) ending a telephone connection such that the discussion and voting at the meeting 
cannot be heard;  

(b) ending a video conferencing connection such that the discussion and voting at the 
meeting cannot be seen or heard;  

(c) logging out of a virtual meeting room or space such that the discussion and voting at the 
meeting cannot be seen or heard; 

(d) signing out of a virtual meeting room or space such that the discussion and voting at the 
meeting cannot be seen or heard; or 

(e) disconnecting any other electronic means such that the discussion and voting at the 
meeting cannot be seen or heard. 

Attendance at Council Meetings 
Members of the Council may participate in a meeting of the Council by electronic means. 
 
A member of the Council participating in a Council meeting by electronic means is taken to be 
present at the meeting provided that the member: 
(a) can hear all other members present at the meeting;  

 
(b) can be heard by all other members present at the meeting; and 

 
(c) can be heard by the person recording the minutes of the meeting.  
 
Quorum  
A member of the Council participating in a Council meeting by electronic means is taken to be 
present at the meeting provided that the member: 
(a) can hear all other members present at the meeting;  
(b) can be heard by all other members present at the meeting; and 
(c) can be heard by the person recording the minutes of the meeting. 

 
A quorum is taken to be present even if 1 or more Council members constituting the quorum 
is present by electronic means. 
 
Leave of the Meeting  

A vote on whether leave of the meeting is granted may be conducted by: 
(a) a show of hands; or 
(b) where a member is participating in a meeting by electronic means which has audio only, 

a verbal indication of voting in the affirmative or voting in the negative.  
A division may be called in relation to the vote. 
Adjourned Meetings 
If a meeting is adjourned to another day, the Chief Executive Officer must: 
(a) give notice of the adjourned meeting to each member of the Council setting out the date, 

time and place of the meeting; 
(b) give notice of the adjourned meeting to the public by causing a notice setting out the 

date, time and place of the meeting to be published on a website determined by the chief 
executive officer. 
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Minutes  
On confirmation of the minutes the presiding member may initial or sign the minutes in 
hardcopy or electronically. 
The minutes of the proceedings of a meeting must include in relation to each member present 
at the meeting the method of attendance by the person.  

Example: 
The following are examples of methods of  attendance: 
(a) physical attendance; 
(b) by an audio-visual link; 
(c) by an audio link; 
(d) by telephone. 

 
Petitions  
A petition must be addressed to the Council and delivered to the Council by means determined 
by the Chief Executive Officer as follows:  
By email to dce@elliston.sa.gov.au 
 
Deputations 
A person or persons wishing to appear as a deputation at a meeting must deliver (to the 
Council by means determined by the Chief Executive Officer as set out below) a written 
request to the Council. 
By email to dce@elliston.sa.gov.au 
A person or persons wishing to appear as a deputation at a meeting may appear by electronic 
means.   
The Chief Executive Officer will (with respect to a request that has not been refused), when 
informing the person or persons who requested the deputation of the outcome of their request, 
indicate the method by which the person or persons are to appear at the meeting. 
 
Voting 
A vote in relation to a question for decision before the Council may be taken: 
(a) a show of hands; or 
(b) where a member is participating in a meeting by electronic means which has audio only, 

a verbal indication of voting in the affirmative or voting in the negative. 
 
The presiding member, or any other member, may ask the chief executive officer to read out 
a motion or amendment before a vote is taken. 
In relation to a member participating in a Council meeting by electronic means, a member is 
not permitted to vote in circumstances where there has been a disconnection of the electronic 
means. 
 
Divisions 
A division is taken as follows: 
(a) except for a member participating in a meeting by electronic means which has audio 

only: 

(i)  the members voting in the affirmative will, until the vote is recorded, stand in their 
places; 

(ii) the members voting in the negative will, until the vote is recorded, sit in their seats; 
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(iii) the presiding member will count the number of votes and then declare the 
outcome; 

(b) where a member is participating in a meeting by electronic means which has audio only, 
the member will provide a verbal indication of voting in the affirmative or voting in the 
negative. 

Form of Participation by Electronic Means  
Where: 

(a) a Council member is to participate in a Council meeting by electronic means; and 
•  

(b) the electronic means has the functionality to allow the Council member to participate in 
the meeting by being heard but not seen or by being both seen and heard; and 

•  
(c) the electronic means of the Council has the functionality to allow the council member to 

be heard but not seen or to be both seen and heard, 

the member must participate by being both seen and heard. 

 
Suspension of other Inconsistent Provisions 
To the extent that any other discretionary provision of this Code of Practice or specific 
procedure adopted by the Council in this Code of Practice could be read as being inconsistent 
or incompatible with the ability of a member of the Council to participate in a meeting of the 
Council by electronic means, the provision is suspended in respect of the member while they 
are participating in the meeting by electronic means. 
In circumstances where a provision is suspended under this paragraph, the presiding member 
may give directions to a member of the Council in respect of an alternative method of 
compliance with the suspended provision.  

Any member who disagrees with a direction of the presiding member under this paragraph 
may move a motion that the direction not be adhered to.  Such a motion must be moved 
immediately following the issuance of the direction. In the event such a motion is successful, 
the meeting may give directions to a member, by resolution. 

INTRODUCTION 
The Local Government Act 1999 (the Act) is the primary legislation for the operation of Local 
Government in South Australia. The provisions of the Act are supported by the Local 
Government (Procedures at Meetings) Regulations 2013 (the Regulations). The provisions for 
the conduct of meetings of Councils and Council committees and the decision-making 
processes at those meetings are prescribed by the Act and the relevant Regulations.  

The combined provisions of the Act and Regulations form the basis of how Local Government 
Council and Council committee meetings must be conducted in South Australia. These 
requirements must be observed at all times. Every Councillor should be aware of and 
understand the provisions of the Act and the Regulations in relation to the conduct of Council 
and Committee meetings and their participation in those meetings. 

This Code of Practice is to provide information for the Mayor, Elected Elected Members and 
those officers supporting the Council in the conduct of Council and Council committee 
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meetings in the performance of the principal role of a Council s6(a), being ‘to act as a 
representative, informed and responsible decision-maker in the interests of its community’. 
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1 Council Meetings   
1.1 Ordinary meetings of Council  
Council meetings will normally be held in the Council Chamber on the third Tuesday of every 
month, commencing at 9am. Council may resolve to alter the timing of meetings to 
accommodate any specific occasion or public holidays that may occur. 

1.2 Special meetings of Council  
Special meetings of Council may be held at any time. At least four hours’ notice is required for 
a Special meeting of Council.   

A request for a Special meeting must be made to the CEO. The request may be made by: 

• the Mayor of the Council;  
• at least three Elected Members of the Council; 
• a Council Committee at which three Elected Members of the Council vote in favour of 

making the request. 

1.3 Informal Gatherings 
Informal gatherings provide a valuable opportunity to enhance Council decision-making 
processes by providing opportunities for Elected Members to become better informed on 
issues and seek further clarification.  

Informal gatherings, however, should not be used, or be seen to be used, as a replacement 
for full debate and decision-making at Council meetings or Council Committee 
meetings.  Open and transparent Council meetings and Council Committee meetings 
underpin representative democracy and ensure public confidence in Council's decision-
making processes. 

Refer to the District Council of Elliston Informal Meeting Policy for full details. 

1.4 Workshops and briefings  
Workshops and briefings on a variety of topics relevant to the business of Council are arranged 
as necessary by the CEO. Workshops are open to the public for observation. Briefings are not 
open to the public, although specific Elected Members of the public may be invited to attend 
by a resolution of the Council or by invitation of the CEO.  

These gatherings are not a decision making forum but rather an opportunity for Elected 
Members to obtain more detailed information than is possible in a formal meeting.  

Elected Members are provided with a ‘briefing or workshop notification’ within three days of 
the session which incorporates an outline of the matters for discussion.  

Where possible workshops and briefings will be held at the Council Chambers, Elliston.  

A record of workshops and briefings conducted since the previous Ordinary meeting of Council 
will be included in the Mayor’s report to Council. 
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1.5 Notice of meeting  
Elected Members will be advised of meetings of Council and Council Committees (of which 
they are an Elected Member) by a notice of meeting, usually included with the agenda. The 
notice of meeting advises the name, date, time, venue of the meeting and contact details for 
apologies. It is signed by the CEO. 

The CEO must give each Elected Member of Council at least three clear days notice of an 
ordinary Council meeting or at least four hours notice of a special meeting. 

1.6 Attendance at meetings, apologies and leave of absence  
Elected Member attendance at meetings is recorded formally in the minutes of each meeting 
and is reported to Parliament annually through the Annual Report.  

1.7 Attendance at meetings  
Elected Members will be advised of meetings of Council by a notice of meeting. Elected 
Members will be invited to workshops and briefings via a workshop or briefing notification.  
Email appointments will also be sent to Elected Members for Council meetings, briefings and 
workshops. 

1.8 Apologies  
Apologies for non-attendance at a Council meeting should be forwarded to the CEO (or the 
Rates & Revenue/Administration Officer) before the time of the meeting and will be recorded 
in the minutes.  

1.9 Leave of absence  
If an Elected Member intends being absent for more than three consecutive ordinary Council 
meetings in a three-month period, he/she should seek a ‘leave of absence’ from the meeting.  

An Elected Member may seek permission of the Council for a ‘leave of absence’ during the 
agenda item ‘Leave of Absence’. Notice can also be provided in advance to the Rates & 
Revenue/Administration Officer for inclusion in the Council agenda.  

1.10 Non-attendance at meetings  
An Elected Member who does not attend a Council or Committee meeting, without the benefit 
of a formal Leave of Absence or an Apology, will be recorded in the minutes as absent. 

1.11 Quorum  
The quorum for a meeting is ascertained by dividing the total number of Elected Members by 
2, ignoring any fraction resulting from the division and adding one. The Mayor is included in 
the count at the time of the meeting. 

If a quorum is not present 30 minutes after the meeting’s notified commencement time the 
Mayor will adjourn the meeting to a specified day and time.  

If the number of apologies received by the CEO before the meeting indicate that a quorum will 
not be present, the CEO may adjourn the meeting to a specified day and time.  
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If a quorum is lost because an Elected Member cannot participate in a particular matter 
pursuant to Section 74 of the Local Government Act 1999 (disclosure of interest), the matter 
must be adjourned so that the remainder of the meeting may proceed.  

If a meeting is adjourned for want of a quorum, the CEO will record in the minutes the reason 
for the adjournment, the names of any Elected Members present, and the date and time to 
which the meeting is adjourned.  

1.12 Leaving a meeting  
An Elected Member who leaves a meeting should indicate this to the Mayor by standing, facing 
the Mayor and making eye contact before leaving. This will also allow the Minute Secretary to 
note the absence.  

1.13 Short term suspension of proceedings 
If the Mayor considers that a meeting would benefit from suspending its operation for a period 
of time in order to allow or facilitate informal discussions, the Mayor may suspend operation 
of the meeting, with the approval of at least two thirds of the Elected Members present. 

The minutes must record the period of and reasons for any suspension. A quorum must be 
maintained during the suspension. No motions may be moved, seconded, amended or voted 
on, other than a motion that the suspension should be brought to an end. The period of 
suspension comes to an end when the Mayor determines or at least two thirds of the Elected 
Members present resolve that the suspension be brought to an end.  

Council may be suspended for the operation of a ‘workshop’ relevant to the purpose and 
decision making processes of the meeting. When known in advance, a notice of the 
suspension will be included in the meeting agenda. 

1.14 Adjournment of meetings or items of business 
Business may be adjourned by a formal motion. An adjournment may either be to a later hour 
of the same day, to another day, or to another place. A formal motion for adjournment must 
include the reason for the adjournment and the details for resumption. If a meeting is 
adjourned to another day, the CEO must:  

• give notice of the adjourned meeting to each Elected Member setting out the date, time 
and place of the meeting  

• give notice of the adjourned meeting to the public by causing a notice setting out the date, 
time and place of the meeting to be placed on display at the principal office of the Council. 

Business adjourned from a previous meeting must be dealt with before any new business at 
a subsequent meeting. On resumption of adjourned business, the debate will continue from 
the point at which it was adjourned. A meeting may be adjourned because a quorum was not 
present or was lost during a meeting. 

 Where further information on an item is required to assist with the decision making process, 
rather than adjourning the item of business a resolution should be passed requesting that a 
further report be presented with additional information. This would allow for the item to be 
considered with any new information in the additional report, rather than at the commencement 
of the next meeting.  
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1.15 Closure of meeting  
Ordinary meetings of Council should finish at 1.00pm with an extension of time only when 
necessary to conclude the business of the meeting.  

 

2 Agenda & Order of Business   
2.1 Order of business  
All items on the agenda should be given equal consideration and importance to ensure 
informed decision making. The Mayor may bring forward items for debate and resolution 
where for example:  

• a large gallery is present for the item; 
• contractors or consultants are present to make presentations.  

The Council may also, by resolution, amend the order of business as set out in the agenda.  

The Order of Business as adopted by Council at its first meeting held November 2019 is: 

1 Opening of Meeting 
2 Apologies 
3 Questions from Elected Members of the Public 
4 Confirmation of Minutes – Previous Meeting 
5 Business Adjourned 
6 Declaration of Interest 
7 Reports by Elected Members (Including Chairman) 
8 Questions With or Without Notice 
9 Petitions 
10 Deputations 
11 Motions on Notice 
12 Recommendations from Committees 
13 Reports from Officers 
14 Other Urgent Business 
15 Closure 

2.2 Declaration of Interest  
Elected Members  
It is an Elected Member’s responsibility to make sure they are aware of and understand the 
provisions of Sections 73, 74, 75 and 75A of the Local Government Act 1999 in relation to a 
material, actual or perceived conflict of interest. 

An Elected Member who has an interest in a matter before the Council must verbally disclose 
the interest to the appropriate meeting and on each occasion that the item is debated.  

A declaration of interest form is included with each Council agenda for Elected Member’s use. 
Elected Members are requested to fill in the form (where possible) prior to the meeting and 
provide it to the Rates & Revenue/Administration Officer to allow for accurate recording of 
declarations. This practice will limit unnecessary delays during the meeting.  
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If an Elected Member wishes to seek advice about a possible conflict of interest before a 
meeting they should contact the CEO or the Manager Corporate & Community. If necessary, 
staff will refer the matter to the Council’s lawyers for advice. 

Staff Members 
It is a staff member’s responsibility to make sure they are aware of and understand the 
provisions of Section 120 of the Local Government Act 1999 in relation to conflict of interest.  

Consideration by the Council of a conflict of interest declared by the CEO must occur during 
a meeting open to the public.  

A staff member (who has declared a conflict of interest to the CEO) who remains entitled to 
act in the matter, when providing advice or making recommendations to a meeting on the 
matter must also disclose the relevant interest to the meeting 

2.3 Reports of officers  
Each Council agenda includes an item for reports of officers. All reports include a 
recommendation/s, these recommendations are not a resolution, they have no status until 
moved and seconded by the meeting. Elected Members may reject the report 
recommendation altogether and move a new motion with their own words. Authors of reports 
will ensure that:  

• reports contain recommendations which are complete statements and which may form 
part or all of a resolution able to be adopted at the meeting;  

• recommendations are outcome orientated providing clear direction;  
• requirements such as signing and sealing of documents and the appropriate delegations 

and authorisation are clearly identified. 

Where information is to be provided to Council, and a decision of Council is not required, the 
information may be provided to Council via email. 

2.4 Urgent business  
The use of ‘urgent business’ during a meeting is for the purpose of raising a matter of urgency 
that was not present at the time of the agenda preparation.  

The raising of new matters in urgent business is not encouraged due to the lack of public 
notification and transparency.  

Elected Members intending to raise items in urgent business should provide the information 
to the Mayor and the CEO prior to the meeting. 

2.5 Petitions 
Petitions are an important part of community participation in the decision-making process. A 
petition is a formal tool that provides individuals or groups in the community with an opportunity 
to present their opinions to the meeting. 

In accordance with the Local Government (Procedures at Meetings) Regulations 2013 
Division 2 (10) a petition to the council must—  
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(a) be legibly written or typed or printed;  

(b) clearly set out the request or submission of the petitioners;   

(c) include the name and address of each person who signed or endorsed the petition; and 

(d) be addressed to the council and delivered to the principal office of the council. 

Petitions received shall be listed on the next Ordinary Council meeting agenda and shall 
include a statement on the number of signatories and a summary of the main issues outlined 
in the header of the petition. A copy of the petition will be included in the Council agenda, 
unless it is vexatious, libellous or defamatory. If a Petition is received regarding a past or 
present Development Application, it shall be referred to the Council Assessment Panel for 
consideration via the representation process.  

The Chief Executive Officer shall determine what is considered a petition and what is 
considered general correspondence or customer service requests. Generally, a petition is 
considered to be a document with a number of signatories, with names and addresses with a 
statement outlining the concerns or issue which residents/interested parties want addressed 
by Council. It is preferred that each signatory is identified as to whether they are a ratepayer 
or resident of the District Council of Elliston. The document must have a heading statement 
on each page for it to be considered by Council as a petition. 

At least fifteen (15) individual signatures should be listed on the document for the document 
to be recognised as a petition. Each petition must have a head petitioner and clearly state who 
the head petitioner is and must include the name and address of each person who signed or 
endorsed the petition. This will ensure that any communication or correspondence made to 
petitions will be via the head petitioner.  

Council will accept electronic petitions. However, each petition, whether they are electronic or 
handwritten, must have the first name and surname of each petitioner and must have either 
an email address or residential address as a minimum.  

When the petition is submitted to Council, the person submitting the petition will be informed 
that the petition will become a public document. 

2.6 Deputations 
A deputation is a person or group of persons who wish to appear personally before a Council 
or Council committee in order to address the Council or committee. 
 
A deputation is also an important opportunity for community participation in the decision-
making process of a Council. A deputation allows individuals or groups in the community to 
personally address the Council and present their opinions to the meeting. 
 
In accordance with the Local Government (Procedures at Meetings) Regulations 2013 
Division 2 (11): 
 
(1) A person or persons wishing to appear as a deputation at a meeting must deliver (to the 

principal office of the council) a written request to the council.  
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(2) The chief executive officer must transmit a request received under sub-regulation (1) to 
the presiding Elected Member.  

 
(3) The presiding Elected Member may refuse to allow the deputation to appear at a 

meeting.  
 

(4) The chief executive officer must take reasonable steps to ensure that the person or 
persons who requested a deputation are informed of the outcome of the request.  

 
(5) If the presiding Elected Member refuses to allow a deputation to appear at a meeting, 

the presiding Elected Member must report the decision to the next meeting of the council 
or council committee (as the case may be).  

 
(6) The council or council committee may resolve to allow a deputation to appear despite a 

contrary ruling by the presiding Elected Member.  
 

(7) A council may refer the hearing of a deputation to a council committee. 

 
A written request for a Deputation must: 

• Include a clear outline of the topic that is to be addressed; 
• Ensure that the topic is relevant to matters for which the Council has responsibility; 

and 
• Agree to comply with meeting protocol. 

 
A deputation may comprise of one or a number of persons, however, speakers will be limited 
to two during the meeting, except to respond to questions from Elected Members.  

Deputations are limited to a maximum of two per scheduled Council meeting. Additional 
deputations may be accepted by the Mayor.  

The spokesperson leading the Deputation will be invited by the Mayor to come forward and 
make the deputation on the nominated topic.  

The spokesperson must state their name, which will be recorded in the minutes to the meeting.  

In the interests of fairness, deputations are limited to fifteen (15) minutes.  

Additional time will be allocated for Elected Members to direct questions to the 
spokesperson(s) if desired. Elected Members may ask questions of all persons appearing.  

Council may request that the Deputation presentation or notes be included in the minutes of 
the meeting. 

Those seeking to appear before Council with a Deputation must be aware that Council 
meetings are open to the public.  There is unlikely to be any legal protection or other privilege 
in relation to any statements that they make in the meeting.  This means that anything that is 
said would be subject to the normal laws of defamation.  
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2.7 Tabling of information  
An Elected Member may require the CEO to table any documents of the Council relating to a 
motion that is before a meeting. The CEO must then table the documents within a reasonable 
time, or at a time determined by the Mayor after taking into account the wishes of the meeting. 

If the Elected Member who has made the request is unwilling to vote on the motion until the 
documents are tabled, then the matter must not be put to the vote. Requests for the tabling of 
information must be reasonable and:  

• accurately specify the document(s) being sought to enable them to be identified and 
located;  

• establish the relevance of the document(s) to the motion that is before the meeting.  
 

If an Elected Member is unable to satisfy these criteria, the Mayor will be acting within their 
power to refuse to accede to the request to defer the vote on the motion.  

2.8 Personal explanations by Elected Members  
A personal explanation may be offered by an Elected Member with the leave of the meeting.  

Once given, the subject matter of a personal explanation may not be debated.  

Personal explanations must be provided to the Mayor in writing prior to the meeting. A copy 
of the personal explanation will be recorded in the minutes.  

Personal explanations should not be made in relation to personal grievances with other 
Elected Members, staff or members of the community. Council may choose to move into 
confidence by resolution when considering personal explanations.  

2.9 Points of order  
A Point of Order takes precedence over all other business of a meeting once called.  

The Mayor may ‘call to order’ an Elected Member who is in breach of the Local Government 
Act 1999 or the Regulations. Any Elected Member may call a ‘Point of Order’ to draw the 
Mayor’s attention to an alleged breach and must briefly state the nature of the breach. The 
Mayor will rule on a Point of Order.   

If Elected Members object to the ruling of the Mayor, a motion ‘that the ruling not be agreed 
with’ must be moved immediately. The Mayor is entitled to make a statement in support of the 
ruling before the motion is put to the vote. If the motion is carried, the ruling has no effect and 
the Point of Order is annulled. 

 

3  Minutes  
Minutes are a formal record of decisions made at Council and Council Committee meetings. 
They are not a transcript of the meeting. The Minutes of a meeting should include:  

• the names of the Elected Members present at the meeting  
• the time of commencement of the meeting  
• the names of apologies, leave of absence and absent Elected Members  
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• the time and the point in proceedings at which an Elected Member entered, left or re-
entered the meeting  

• each motion or amendment and the names of the mover and seconder  
• any variation, alteration or withdrawal of a motion or amendment 
• whether a motion or amendment is carried or lost  
• any disclosure of interest made by an Elected Member  
• an account of any personal explanation given by an Elected Member  
• details of the making of any confidential order  
• details of any adjournment of business   
• a record of any request for documents to be tabled at the meeting  
• a record of any documents tabled at the meeting 
• description of any oral briefing given to the meeting on a matter of Council business  
• the time of closing of the meeting  
• other matters may be recorded if requested by the meeting.  

Where resolutions include amendments to documents, they should, where possible, record 
the details of those amendments in the wording of the resolution.  

Personal explanations by Elected Members require the leave of the meeting and are recorded 
in the minutes.  

The minutes of Council Committee meetings are placed on the next available Council agenda 
in accordance with the Council Committee terms of reference. An accompanying report 
highlighting matters for Council to note and/or adopt is also included.  

 

4 Questions  
4.1 Informal questions – pre-meeting process  
Elected Members are encouraged to contact the Manager of the relevant area prior to 
meetings to clarify matters appearing on the agenda.  

The preferred method of contact is email. All emails should include a copy to the CEO. 
Requests for responses to informal questions must be received no later than 12noon on the 
Monday prior to the meeting to allow time for an informed response and the additional reading 
required by other Elected Members.  

Requests for responses to informal questions must be received no later than 12 noon on the 
Friday prior to the meeting when the meeting is held after a public holiday.  

A copy of any informal questions and their response (non-confidential report items only) will 
be attached to the public agenda in the gallery. A response to the query will be provided via 
email to all Elected Members.  

The relevant report author will update the meeting that informal questions have been received. 
Hard copies of the question and response will be provided for each Elected Member at the 
meeting.  
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If staff consider that the number of informal questions has resulted in significant additional 
reading, notification will be sent to Elected Members via email.  

4.2 Questions on notice  
A Question on notice:  

• must be received by the CEO at least 5 clear days before the meeting;  
• may be ruled by the Mayor that a question with or without notice not be answered if it is 

vague, irrelevant, insulting or improper; 
• will be placed on the agenda and, if time permits, an answer will be provided in the agenda 

by the relevant officer; 
• will be entered in the minutes with the reply; and 
• should generally relate to an operational, strategic or policy matter of the Council. 

4.3 Questions without notice  
Elected Members may ask questions without notice at a meeting. Questions should be concise 
and not used as a means to extend debate. Questions are to be directed to the Mayor who 
will determine how the question will be answered. The Mayor may rule that the reply be 
provided to the next meeting.  

Questions without notice are not a recommended practice as they do not generally allow for 
informed decisions, can cause lengthy explanations and create subsequent questions during 
a meeting.  

A question without notice and the reply will not be entered in the minutes unless the Elected 
Members present at the meeting resolve that an entry should be made.  

4.4 Questions from the Public 
An opportunity for members of the public to ask questions at Ordinary Meetings is allowed 
during the Agenda item “Questions from Elected Members of the Public”.  

The length of time allocated to Public Question Time is ten (10) minutes and two (2) minutes 
per speaker or an appropriate timeframe allocated at the discretion of the Mayor if there are 
only a few, brief public questions. At the conclusion of Public Question Time, the Ordinary 
Meeting will resume. 
 
Refer to the District Council of Elliston’s Public Question Time Procedure for full details. 
 

5 Motions  
A motion is a formal proposal and usually results in an action. It should be presented clearly 
and unambiguously.  

A motion, once moved, lapses if it is not seconded at the appropriate time.  

The Mayor may refuse to accept a motion if the subject matter is (in his/her opinion) beyond 
the powers of the Council or Council Committee.  
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5.1 Motions with notice  
Elected Members may bring forward any business in the form of a written notice of motion. A 
notice of motion requires written notice from the Elected Member to the CEO at least 5 clear 
days before the date of the meeting at which the motion is to be moved. A notice of motion 
form is available from the Rates & Revenue/Administration Officer for this purpose .   

Notices of motion will be dealt with whether or not the Elected Member who submitted it is 
present at the meeting.  

The meeting may resolve to defer consideration of the notice of motion until the Elected 
Member is present. 

5.2 Motions without notice  
A motion without notice may be presented during the item ‘motions’ at a meeting, at the 
discretion of the Mayor.  

The Mayor may refuse to accept a motion without notice if they consider that the motion should 
be dealt with as a written notice of motion or is beyond the power of the Council or Council 
Committee.  

5.3 Rescission motions  
A rescission motion is a motion which, if carried, would revoke or amend a resolution passed 
since the last general election of the Council.  

A rescission motion must be brought forward by written notice of motion and will be treated in 
the same manner as any other notice of motion.  

Prior to listing a rescission motion on the agenda, the CEO will give consideration to whether 
or not the decision is capable of revocation. The Council may be stopped from revoking 
decisions that have already been officially communicated and acted upon.  

If a rescission motion is put to the meeting and lost, a notice to the same effect cannot be 
brought again for a twelve (12) month period or until after the next general election, whichever 
is the sooner.  

5.4 Recommendation by the CEO for revocation or amendment of Council 
decision  

The CEO may submit a report recommending the revocation or amendment of any resolution 
passed since the last general election. The CEO must ensure that the report is placed on the 
agenda for the meeting at which the report is to be considered. 

5.5 Formal motions  
Formal motions are procedural and if carried either interrupt debate or adjourn the business.  

If moved and seconded, a formal motion takes precedence and must be put to the meeting 
without discussion (discussion is allowed for adjournment – only in relation to the details for 
resumption). 

A ‘formal motion’ is a motion that the:  

• meeting proceed to the next item of business; 
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• question be put;  
• question lie on the table; 
• question be adjourned; 
• meeting be adjourned.  

A formal motion is not an amendment to a substantive motion.  

When Elected Members contemplate moving a formal motion, it is Council practice to provide 
the current speaking Elected Member the opportunity to finish their address.  

If a formal motion is lost during debate, at least one Elected Member must make a contribution 
to the debate on the substantive motion before another formal motion can be moved.  

Only Elected Members who have not already spoken in the debate on a question may move 
a formal motion. The motion may be seconded by any Elected Member (whether they have 
spoken or not).  

If a formal motion to adjourn is carried the debate will, on resumption, continue from the point 
at which it was adjourned.  

Items of business that are adjourned must be recorded with a reason for the adjournment and 
a trigger of either a date or a set of circumstances for resumption. Staff will list the item on a 
Council meeting agenda when the date or set of circumstances is reached.  

Items of business that are ‘laid on the table’ require a resolution of Council to be lifted from 
the table.  

Any question lying on the table will lapse at the next general election. The CEO must report 
on each question that lapses to the Council at its first ordinary meeting after the general 
election.  

5.6 Speaking to motions  
The contribution of Elected Members must be relevant to the subject matter of the debate.  

An Elected Member seconding a motion may speak to the motion at the time of seconding the 
motion or they may reserve their right to speak later in the debate by indicating this intention 
to the Mayor. The mover of the motion must not commence their address until a seconder is 
identified.  

An Elected Member may only speak once to a motion except:  

• to provide an explanation, but not to introduce any new matter;  
• with leave of the meeting;  
• as the mover in reply (‘closing debate’).  

The Elected Member who moved the motion may ‘close the debate’ by replying to those who 
have spoken to the motion. The reply should not introduce new material to the debate. After 
that right is exercised, the debate is closed and the motion must be put.  

An Elected Member must not speak longer than four (4) minutes at any one time without leave 
of the meeting. When an Elected Member requests leave of the meeting for an extension to 
this time limit, the question is put to the meeting, if the majority vote in favour, leave is granted.  
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5.7 Amendments to motions  
An amendment to a motion is an alteration to the wording of a motion - it is not a motion in its 
own right.  

The amendment should neither substantially change the intent of the motion nor contradict it 
(‘a direct negative’). An amendment which goes beyond this is not an amendment and must 
be rejected by the Mayor.  

An Elected Member who has spoken to a motion may not at a later stage of the debate move 
or second an amendment to the motion. An amendment will lapse if it is not seconded at the 
appropriate time.  

An Elected Member who moves or seconds an amendment will, in so doing, be taken to have 
spoken to the motion to which the amendment relates (whether or not they speak).  

If an amendment is either lost or carried, only one further amendment may be moved to the 
original motion.  

The mover of an amendment does not have the right of reply before the amendment is voted 
upon. 

5.8 Variations to amendments and motions  
The mover of a motion or amendment, with leave of the seconder, may vary, alter or withdraw 
the amendment or motion (with the leave of the meeting). 

The Mayor must immediately put the question for leave to be granted and no debate will be 
allowed on that question. 

 

6 Voting  
A question (motion, amendment, leave, etc) arising for a decision at a meeting is decided by 
a majority of votes cast by the Elected Members present at the meeting and entitled to a vote.  

Any Elected Member may request that the CEO reads out the motion before a vote is taken.  

The Mayor will ask for the votes of those Elected Members in favour of the question and then 
for votes of those Elected Members against the question and will then declare the outcome 
(carried, lost or tied).  

When voting, Elected Members must be in the Chamber and raise their hand in an indicative 
manner. Each Elected Member of Council or Council Committees present at a meeting must 
vote. 

Elected Members are not entitled to abstain from voting. 

6.1 Tied votes  
When a vote on a motion is tied at a Council meeting, the Mayor has a deliberate vote.  

When a vote on an amendment is tied at a Council meeting, the amendment lapses (and that 
amendment (or the intent thereof) cannot be put again). 



 

CODE OF PRACTICE 

COUNCIL MEETING PROCEDURES 

 

20 
 

6.2 Divisions  
A division is a new vote on the question which requires that Elected Members voting in the 
affirmative stand in their places whilst those voting in the negative remain seated.  

The minutes will record the names of each Elected Member, the way in which they voted and 
the result of the vote. A division will be taken at the request of any Elected Member.  

Where a division is called it is taken immediately and the previous decision is set aside. There 
is no obligation upon an Elected Member to vote in a division in the same manner that he/she 
voted on the immediately preceding decision. 

If the meeting has moved on to the next agenda item, a division cannot be called. 

 

7 General 
 

7.1 Meeting Conduct for Elected Members and Staff  
Elected Members and staff are expected to abide by the principles of the Codes of Conduct 
for Council Employees and Elected Members as gazetted from time to time by the State 
government.  

During the Council meeting and Committee meetings, Elected Members and staff should: 

•  be respectful in their language and behaviour;  

• be appropriately attired, at a minimum of neat casual dress;  

• speak clearly for the benefit of Council members and the public gallery;  
 

• limit the amount of distracting activities such as passing of notes, speaking to other 
members;  

 
• acknowledge the Mayor and respond to questions from the floor only at the request of the 

Mayor;  
 

• not consume food in the Council Chamber during meetings; and  
 

• acknowledge the Mayor when leaving the meeting by standing, facing the Mayor and 
making eye contact. 

7.2 Mobile Phones, Electronic Devices 
As a matter of courtesy, all mobile phones are to be turned off or, in an emergency, placed on 
vibrate or silent prior to the commencement of any meeting. A phone call taken on a mobile 
phone during a meeting can be an unwanted distraction and is generally considered 
disrespectful. 
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