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SECTION 1:SCOPE AND ROLES

1.1 Purpose

The Councillor Protocol (Protocol) further defines roles and responsibilities of
Councillors and Council offic ersin areas relating to decision-making structures
and city representation roles.

The Protocol provides greater clarity and guidance on areas such as the role
and support provided to the Mayor as civic leader, Portfolio Councillors,
media, spokesperson and other city representationroles. It also provides
enhanced guidance on preparation of reports for Council, and the separation
of a Councillor’s individual communication activity and the expression of
Council’s official position.

1.2 Scope

The Protocol supports, and is incorporated by reference in, the Councillor
Code of Conduct (Code). This Protocolappliesto aCouncillor of Brimbank
City Council. Forthe purposes of this Protocol, the term ‘Councillor’ includes
the Mayor,the Deputy MayorandallotherCouncillorsof Council.

Section 1.1 and 1.2 not substantive content
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1.3 Roles and Responsibilities

1.3.1  Mayor

The Mayor’sroleis to lead the Council in its culture and decision-making, act as
key spokesperson to represent the views of Council and its community; and
actas ceremonial head at events and other civicengagements.

Rolle of the Mayor is captured in para 2.4 of the Councillor Code of Conduct:

2.43 Role of the Mayor

Section 18 of the Act provides that the role of the Mayor is to:
« Chair Council meetings.
= Be the principal spokesperson for Council.
+ Lead engagement with the municipal community on the development of the Council Plan.

« Report to the municipal community, at least once each year, on the implementation of the
Council Plan.

« Promote behaviour among Councillors that meets the Standards of Conduct set out in the
Councillor Code of Conduct.

* Assist Councillors to understand their role.
« Take a leadership role in ensuring the regular review of the performance of the CEO.
+ Provide advice to the CEO when the CEO is setting the agenda for Council meetings.

« Perform civic and ceremonial duties on behalf of Council.

1.3.2  Deputy Mayor

The Deputy Mayor has a leadership and representational role in conjunction
with the Mayor. Duetothe large number of Mayoralengagementsand
commitments, the Deputy Mayor is expected to assist in representing the
Mayor atvarious functions and meetings.

Inline with Council resolution, the Deputy Mayor willassume the role of Acting
Mayor during periods of absence of the Mayor, oratthe request of the Mayor.

Role of the Deputy Mayor has been added as new paragraph 2.3 in the Councillor
Code of Conduct:

DUNCINDT LDO0E LT LONauCT

E.E Role of the Deputy Mayor

The Deputy Mayor has a leadership and representational role in conjunction with the Mayor. Due to
the large number of Mayoral engagements and commitments, the Deputy Mayor is expectad to
assist in representing the Mayor at various functions and meetings,

In line with Council resolution, the Deputy Mayor will assume the role of Acting Mayor during periods
of absence of the Mayor, or at the request of the Mavor.|
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1.3.3  Councillors

-1.3.3.1 General

In fulfil the legislative role of Council, all Councillors shall be guided by the
principlesinthe Code. In carryingout theirrole, Councillorsshall:

° Provide civic leadership and contribute effectively to the interests and
advancement of Brimbank City Council and its community

e  Contribute to the strategic vision for the City

° Participate in deliberations of Council.

Role of the Councillors is captured in para 2.2 of the Councillor Code of Conduct.

The role of Councillors is also captured in the Roles and Responsibilities section
of the Councillor and Council Officer Interaction Protocol.

2.2 Role of Councillors

Section 28 of the Act provides that the role of a Councillor is:
* To participate in the decision-making of Council.
* To represent the interests of the municipal community in that decision-making.

+« To contribute to the strategic direction of Council through the development and review of key
strategic documents of the Ceouncil, including the Council Plan.

In performing the role of a Councillor, a Councillor must:
« Consider the diversity of interests and needs of the municipal community.
* Support the role of Council.
» Acknowledge and support the role of the Mayor.
+  Act lawfully and in accordance with the cath or affirmation of office.
* Actin accordance with the Standards of Conduct.
» Comply with Council procedures required for good governance.

The role of a Councillor expressly excludes the performance of any responsibilities or functions of the
Chief Executive Officer (CED).

1.3.3.2 Councillor - Representing the Mayor
Councillors may represent the Mayor at functions and meetings where the
Mayor and Deputy Mayor are unavailable. Allocation of representation
roles will be made by the Mayor based on representative tiers hierarchy at
Table 2 (see section 4.1 for protocol).

Para 1.3.3.2 regarding Councillors representing the Mayor in certain
circumstances has been added in section 2.2 of the Councillor Code of Conduct.

are unavailable. Allocation of representation roles will be made by the Mayor

1.3.4 Portfolio Champions

1.3.4.1 Overview

Council will determine the creation of Committees of Council to reflect the

Portfolio responsibilities are captured in the Portfolio Policy and Terms of
Reference document. These two documents (PP and Tor) are proposed to be
merged into one single document.
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policy and strategic direction of the City. Portfolio Champions and Councillor
representatives will be appointed to these Committees.

A Portfolio Champion shall play a key role in the representation of Council
in areas covered under the terms of reference of their Portfolio, and in
accordance with the Councillor Portfolio Policy. The representational role of
a Portfolio Champion is carried out in line with spokesperson and
representational protocols outlined in section 4.1.

1.3.4.2 Portfolio Champion

In line with the Councillor Portfolio Policy and Terms of Reference, and protocols
outlined insection4.1that acknowledge the precedence ofthe role ofthe
Mayor and Deputy Mayor, a Portfolio Champion will also play akey rolein
representing Brimbank City Council.

A Portfolio Champion has anintegral role in communicating an agreed Council
position and sharing of information and insight leading to that position.

If a Portfolio Champion has a individual view which differs from an agreed Council
position, they will ensure that clarity between the two is provided when making
comment.

When commenting or engaging on matters of upcoming, but yet to be
determined, Council business, a Portfolio Champion will play a facilitation role
by providing information about the process and encouraging input without
prejudginganoutcome.

Community Leadership and Engagement: Leadership in liaison and
consultation is an important part ofa Portfolio Champion’s role.

Assuch, a Portfolio Championshall:

e  Advocate on community views on issues relating to the portfolio and
provide recommendations on waysto better inform and engage the
community on issues related to the Portfolio

e Beengaged by Council offic ers when significant meetings —including
with stakeholders - are planned in order to betterjudge whether
Councillorinvolvementis desirable.

MediaSpokespersonRoles:A PortfolioChampionwillbethe authorised
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spokespersoninlinewiththe Portfolios Terms of Reference and media protocols
outlined in section 4.

Events,FunctionsandDelegations:APortfolioChampionwill,inlinewith
representationprotocoloutlined insection 4.1, be given the opportunity of
representing Council at a range of cultural, community, business and
sporting events, in accordance with the Councillor Support Major Policy.
These willinvolve those organised or sponsored by the Brimbank City
Council and those being staged by external groups or organisations. Some of
these may involve speaking opportunities.

A Portfolio Champion may also be required to represent Council at
forums, meetings or conferences on key issues relating to portfolio
responsibilities. Such representation will be in accordance with the
Councillor Support Major Policy.

Advisory Committees and External Committees: The Councillor
representing Council on an advisory committee or external committee
shall generally be the Portfolio Champion who has portfolio
responsibility forthe issue or subject matter.
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SECTION 2: PROTOCOLS - COMMUNITY
FIRST

2.1 Councillor And Council Offic er Interaction Protocol

The purpose of this protocolis to provide a transparent and consistent process
forrespectful and clear communication between Councillors and Council
offic ers, to enable everyone to fulfil their duties and maintain good
governance.

Brimbank City Council consists of two parts: the representative armis the
Council (formed by the Councillors); and the operationalarmisthe
organisation (formed by the Chief Executive Offic er and the Council offic ers
they appoint).

Good governance is dependent on effective, trusting relationships between the
Councillors and the organisation, and an understanding of the distinction
between the roles and responsibilities of Council and the organisation.

Council employs the Chief Executive Offic er. The Chief Executive Offic er is
responsible for the organisation. A Councillor’s ' primary points of contact will
be with the Chief Executive Offic er and Directors. Contact with other Council
officerswillbein accordancewith this protocol.

Councillors seeking information, or wishing tocommenton or raise an issue,
can contactthe relevant Director. Councillorscan also contact Council offic er/s
inaccordance with Table 1.

In accordance with the Code, Councillors and Council offic ers willaim to be
respectfuland courteousin theirinteractions, including form of address.

Council offic ers will maintain a service approach when referring a matter raised by a
Councillor. A Council offic er willinform their Managerand Director of any direct
contact by a Councillor, including if the Council offic er believes the contact may be
outside protocol. The Director will refer any relevant matters to the Chief Executive
Officer.

Communication between Councillors and Council Officers is covered in detail in
the Roles and Responsibilities section of the Councillor and Council Officer
Interaction Protocol.

4. Roles and Responsibilities

Section 2 of the Councillor Code of Conduct sets out the roles and responsibilities of Council and the
organisation. Brimbank City Council consists of two parts: the representative arm is the Council
(formed by the Councillors); and the operational arm is the organisation (formed by the Chief
Executive Officer and the Council officers appointed by the Chief Executive Officer).

Good governance is dependent on effective, trusting relationships between the Councillors and the
organisation, and a clear understanding of the distinction between the roles and responsibilities of
Council and the organisation.

Council employs the Chief Executive Officer. The Chief Executive Officer is responsible for the
administrative management of the organisation and managing interactions between Councillors and
Council staff. A Councillor’s primary points of contact will be with the Chief Executive Officer and
Directors. Contact with other Council officers will be in accordance with this protocol or by
authorisation of the Chief Executive Officer or relevant Director.

Councillors

In their capacity as elected representatives of the community, Councillor will have a need to request
action, advice and/or information on matters pertaining to the day-to-day running of Council
business. When interacting with members of Council staff, Councillors will adhere to the provisions
under the Local Government Act 2020, the Councillor Code of Conduct, and other relevant Council
policies.

Councillors will avoid behaving in a way that might contribute to a perception of improper direction.
Compliance with this prohibition includes:

¢« Behaving courteously and respecting the professional opinion, skill or expertise of staff;

+ Following the formal processes when seeking information.

+ Accepting that staff are required to adhere to formal processes when making decisions and
providing information, services and assistance.

* Respecting the normal business timeframes associated with the making of a decision, or the
taking of action; and allowing staff to make decisions under delegated authority within the
formal reporting and decision making processes.
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Matter Chief Relevant |Relevant |Governance | Media&
Executive |Director |Manager |Manager Comms
Officer (EA) (with Manager

Director (*team)
approval)

Policy and strategy X X X

direction,and

advocacy issues

Service and project X(App)

information

(Information

Request)

Service request X(App)

Routine mediaand X X*

communications

Complex or X X X

strategic media and

communications

Counciland X X

community events

Councillorsupport X

services

Phone/ICT support X

Portfolios and X X

Committees
administration

This Table is included in the Councillor and Council Officer Interaction Protocol.
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Governanceadvice X

Enforcement
matters

Planning (Planning
and Environment Act
1987) matters

5. Protocol

Councillors seeking information, or wishing to comment on or raise an issus, can contact the Chisf
Executive Officer or relavant Director. Refer to the Councillor Reguest for Service Protocal,

Councillors can also contact Council officer/s in accordance with Tabla 1.

Table 1: Councillor and Council Officer Contact/Response on Issues

Chief |Relevant|Relevant|Governance | Media & | Customer |[CEQ's Office
Executive | Director | Manager & Risk Comms Support & Council
Matter . Managarf .
Officer g Manager Manager Business
Coord Legal | (*Co-
Gov & ordinator)
Integrity
Policy direction and
gaps, advocacy issues X X
— including Council
committees
'TSEI'\"ICE a.und project % ¥ ¥
infarmation
Operational service ¥ X x
reguests
Routine rnec!ia and % % W *
communications
Counclllor and Cowncll Officer Interaction Protoon| 2024 Fage 3 of 7

Camplex or strategic
media and X X ®
communications

Council a.m:l % % % X
community events

Courl'lcillor support % % X x
services

Phone/IT support X X X ®

Committees

X x X
administration
Gowvernance advice X X X
Enforcement matters A

Planning {Planning
and Environment Act X X X
1937) matters
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2.1.1 Description of Matters (Table 1)

Policyandstrategydirectionandadvocacyissues:lssuesthatrelateto
existingornew policyorstrategydirection, advocacy issues, consideration of
alternatives, impact analysis, forward scheduling, budget proposals, priority
timetables

Serviceand projectinformation:RefertoRequestforInformation Protocol
section3.4

Servicerequests:Refertothe Councillor Request forService Protocol section 2.2

Mediaand communications:Mediaandcommunicationsactivityissetoutin
section4.Routinemediaandcommunication includes mediaand
communications approvals, classification of scheduling, and media opportunity
logistics.

Complex or strategic media and communications includes messaging,
communications strategies and plans, protocols, launches, and conduct.

Councilandcommunity events:Planningand protocolsfor Counciland
communityeventsissetoutinsection4.6. Councillorsupportservices:
ResourcesandsupportavailabletoCouncillorsaresetoutintheCouncillorSupport
MajorPolicy Phone/ICT services:Resourcesandsupportavailableto
Councillorsaresetoutinthe CouncillorSupportMajorPolicy

Portfolios and Committees administration: Details that relate to scheduling,
logistics and attendees, minutes and delegates and Council representative
reports.

Governanceadvice:Advicerelatingtolegislation, statutory requirements,
decisionmakingand meeting procedure,conduct andprobity.

Enforcementmatters:Includesenforcementand appeals processesand updates
(noinfluence ordirectionis permitted).

Planning matters (Planning and Environment Act 1987): Includes
planning applications and appeals processes and updates (no influence or

Description of matters section is included in the Councillor and Council Officer
Interaction Protocol.

6. Description of Matters

Policy direction and gaps, advocacy issues — including Council committees

Issues that relate to policy direction, gaps or contradictions in policy, advocacy issues, consideration
of alternatives, impact analysis, forward scheduling, budget proposals, priority timetables, and the
role, function and terms of reference of Council committees.

Service and project information

Project or service information, including project updates, issues that relate to interpretation of a
policy, service levels, a perceived service failure, management response to emerging trends,
information on priority of services, or scheduling of works within a project plan.

Operational service requests

Refer to the Councillor Request for Service Protocol.

Media and communications

Media and communications activity is set out in the Councillor Code of Conduct and in the Media
Protocol. Routine media and communication includes media and communications approvals,
clarification of scheduling, and media opportunity logistics.

Complex or strategic media and communications includes messaging, communications strategies and
plans, protocols, launches, conduct and coverage.

Council and community events

Planning and protocols for Council and community events is set out in Section 3 of the Councillor
Support Major Policy.

Councillor support services

Resources and support available to Councillors are set out in Parts 2 and 4 of the Councillor Support

Major Policy.

Phone/IT services
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directionis permitted), and planning scheme classification. Conduct relating to
Council Meetings, decision makinginthe community interestand planning
forumsis set out in the Code and Governance (Meeting Procedure) Local Law
2015.

Resources and support available to Councillors are set out in Section 5 of the Councillor Support
Major Policy.

Committees administration

Details that relate to scheduling, logistics and attendees, minutes and delegates and Council
representative reports.

Governance advice

Advice relating to legislation, statutory requirements, decision making and meeting procedure,
conduct and probity.

Councillors and Council staff who interact in a personal capacity are to refrain from discussing Council
business.

Members of Council staff who are residents and wish to speak to a Councillor/s may contact the
Councillor outside of Council in their private capacity, not using Council equipment. To mitigate
potential risks and unintended consequences, advice may be sought from Governance or their
Manager to maintain the integrity of the Councillor and the staff member.

Access to Council Building

Councillors are provided access to all public meeting rooms.

Councillors are also provided access to the Councillors’ office and facilities, along with internal
meeting rooms as required from time to time. Access to any other non-public areas require the
approval of the Chief Executive Officer.

Enforcement matters

Councillors are prohibited from any invelvement in any stage pertaining to matters of investigation or
enforcement for any reason, pursuant to s 123(3)(c) of the Local Government Act 2020. This includes
enforcement and appeals processes and updates (no influence or direction is permitted).

Planning matters (Planning and Environment Act 1987)

Includes planning applications and appeals processes and updates (no influence or direction is
permitted), and planning scheme clarification. Conduct relating to Council Meetings, decision making
in the community interest and planning forums is set out in the Councillor Code of Conduct and the
Councillor Support Major Policy.

Requests for viewing Council files

A Councillor viewing a Council file must do so in the presence of the relevant Director, or Manager
nominated by the Director.

Documents cannot be removed from files or the Council premises (other than copies made available
by the Chief Executive Officer/Director). Councillors be unable to access Council's electronic
document management system, however copies of approved documents may be made electronically
available (email or portal) by the Chief Executive Officer/Director. A Councillor requesting to view a
public register must do so through the statutory process (filling out a form and viewing the register in
the presence of a Council officer).

2.2 Councillor Request For Service Protocol

Para 2.2 is now incorporated into the Councillor Support (Major Policy):
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The purpose of this protocol is to provide a consistent and equitable process
for Councillors requesting operational actions or services on behalf of
community members. This process also applies when a Councillor identified
operational orservice issues that they would like to see addressed. The
protocol ensures responses will provided in accordance with Council’s service
standards.

2.2.1  Service standards

In the interests of equity and transparency, a Councillor is unable to influence
operational processes, or direct a particular outcome. Service requests by
Councillors will be addressed through Council’s established processes, and
responded to within the set service standards (based onthe resources
available).

2.2.2 Process

Councillors may be contacted by community membersin relationtoan
operational matter or service complaint. They may also identify areas for action
(such as graffiti, potholes etc) as they travel around the municipality.

If a Councillor receives a request from a community member, it is recommended
they provide the community member with the Customer Service contact details
to log their own request, as this can often be the most expedient method
(phone: 9249 4000, email: info@brimbank.vic.gov.au, website
www.brimbank.vic.gov.au).

A Councillor has the option of logging the request using the Councillor Service
Request function in the Councillor Portal.

The online request form will be directed to Customer Support Enhancement
Officers, who will enter the request into Council’s customer request system and
allocate to the relevant department for investigation and response. They will also
email

the Councillor and community member (if applicable) a request number for
reference. To help officers respond efficiently, Councillors are asked to
provide as much information as possible, including details of the matter,
time/date, location, and contact details of the community member (if
applicable).

If a Councillor receives an email from a resident with a request for service, they

6.3 [Councillors requesting operational actions or services on behalf
of community members

6.3.1 Service reguest management

Councillors often receive inguiries or complaints from community members about
operational matters or service issues. They may also identify problem areas, such as
graffiti or potholes, while traversing the municipality. When a Councillor receives a
request, they can inform the community member that there is a process in place to handle
service requests, and the request will be logged in the Council's customer request system.

Once logged, the service request is directed to the appropriate department for action,
supervised by the relevant Director. The Director ensures that the Councillor is updated on
actions taken and coordinates with them on who will inform the community member.

For the sake of faimess and transparency, a Councillor cannot influence operational
processes or dictate a specific outcome. Service requests from Councillors are handled
through the Council's established processes and are addressed within the set service
standards, depending on available resources. Regular updates on the status of Councillor
senyice requests are coordinated by the Customer Support department.

6.3.2 Service request process

A Councillor who receives or identifies an operational action request should email the
details to crreguest@brimbank.vic.gov.au. Customer Support officers will then input the
request into the Council's customer request system and assign it to the appropriate
department for investigation and response. They will also provide a request number for
reference to the Councillor and to the community member, if applicable.

To ensure an efficient response, Councillors are encouraged to provide as much
information as possible. This includes details of the issue, time/date, location, and contact

information of the community member, if applicable.

Councillors can also specify whether they prefer to respond directly to the community
member (informing them that they have referred the complaint to Council officers for
action), or if they would rather have the relevant department do so.

In line with the Victorian Ombudsman Good Practice Guide, once a resolution is reached, a
Council officer should be in charge of sending and signing an outcome letter/email
particularly in response to a service complaint.|

Councillors will be provided with a fortnightly report that provides information about all
open service requests (requests in progress), including investigation status, and any
updates to the anticipated timeframe for resolution.

All requests will be actioned in accordance with Council's service standards.
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can forward the email to communityrequests@brimbank.vic.gov.au. A Customer
Support Enhancement Officer will enter the requestinto Council’s customer
request system directly.

Councillors can also indicate if they preferto respond directly to the
community member (to advise them they have referred the complaintto
Council officers forresponse/action), or if they would prefer the relevant
departmenttodoso.

Once entered in Council’s Customer Support System, the service request will be
directedtothe appropriate area foraction, with oversight by the relevant
Director. Updates on progress will be provided to Councillors through a weekly
progress report.

SECTION 3:PROTOCOLS-INFORMED
DECISION MAKING

3.1 ChiefExecutive Officer -Meetings With Mayor

In recognition of the leadership roles of the Chief Executive Officer and the
Mayor, regular meetings may be held. These meetings shall provide the
opportunity of raising emerging issues (including stakeholders issues), that
have the potential toimpact on Council position or policy. Discussion shall
seek toidentify the most appropriate strategy or way forward in progressing
such matters through Council.

The Chief Executive Officer shall provide advice in relation to progressing
matters within budgeted resources and Council Plan priorities and actions.
This includes advice in respect of any operational issues raised by the Mayor.

Para 2.2 is now incorporated into the Councillor Support (Major Policy):

8.2 In recognition of the leadership roles of the Chief Execubive Oficer and the

Mayor, regular meetings may be held. These meetings shall provide the opportunity of
raising emerging issues (including stakeholders issues), that have the potential o
mpact on Council positon or policy. Discussion shall seek fo identify the most
spproprate strategy or way foravard in_progressing such matters through Council.

The Chief Executive Officer shall provide advice in relation to progressing matters
within budgeted resources and Council Plan__ priorifies and actions. This imcludes
agdvice in respect of any operational isswes raised by the Mayor]

3.2 Multi-Member Ward Representation

Councillors will share information and work collaboratively with their fellow

No longer relevant under single Wards.
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ward Councillor(s) on high level community or strategic, ward based issues and
initiatives. In relation to sharing information, a Councillor will inform fellow ward
Councillor(s), the Mayorand the Chief Executive Officer,and thenthe
remaining Councillors if appropriate.

3.3  Preparation Of Council Reports

3.3.1 Reports from the organisation

The organisation will provide professional advice and recommendations to
Councillorsin the form of reports to Council. The organisation will maintain a
forward plan of proposed Council business for the upcoming fortnight and this
shall be available toall Councillors onthe Councillor Portal (updated weekly). A
Portfolio Champion will be keptinformed on upcomingissues  through
Portfolio meetings.

The preparation and submission of such reports shall generally be based on:

e Council Plan and Budget: Reports necessary to implement actions of
the adopted Council Plan and Budget, and related policies, strategies,
and plans.

e Publicinterest: The proposal raises an issue of significant public
interest.

¢ Policy change: The proposal raises an issue of policy or process not covered
by existing policy or practice.

e Consultation: The proposal is considered to require community
consultation to seek feedback from affected and interested
communities and stakeholders

e Publicobjection: The proposal has given rise to substantial public objection
or appearslikelytodo so.

e Consistency: The Chief Executive Officer or delegate recommends
approval of the proposal, but such approval would be, orcould
reasonably appearto be, inconsistent with a previous decision or decisions
by or on behalf of the Council.

e Unbudgeted expenditure: Implementation of the proposal would

Para 3.3.1 is now incorporated into the Councillor Support (Major Policy). The
language had been revised for clarity.

6.4 eports from the Organisation

The organisation will provide professional advice and recommendations to Councillors via
Council reports. A forward plan of proposed Council business for the upcoming fortnight
will be maintained and made available to all Councillors on the Councillor Portal {updated
weekly). Portfolic Champions will be updated on upcoming issues through Portfolic

meetings.

The preparation and submission of these reports will generally be based on:

+  Council Plan and Budget: These reports are necessary to implement actions of the

adopted Council Plan and Budget, as well as related policies and strategies.

Public Interest: The proposal brings up an issue of significant public interest.

¢ Policy Change: The proposal introduces an issue of policy or process not covered by
existing policy or practice.

s+ Consultation: The proposal is deemed to require community consultation to receive

feedback from affected communities and stakeholders.

Public Objection: The proposal has caused substantial public objection or is likely to do so.

+  Consistency: The Chief Executive Officer or delegate recommends approval of the proposal,
but such approval would be, or could reasonably appear to be, inconsistent with a previous
decision or decisions.

+__ Unbudgeted Expenditure: Implementation of the proposal would require expenditure of
Council funds not specifically provided for in the budget.

s Decision by Council: The Chief Executive Officer or delegate believes that the proposal or
any issue arising from it should be decided by the Council rather than the organisation.

+ Call-in of Proposal: &ny Councillor has expressed a desire to call in the proposal for
Council consideration.

#__ Transparency: Appropriste reporting as determined by legislation, policy, plan, and

strateqgy.
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require expenditure of Council funds, and such funds have notbeen
specifically provided forinthe budget.

e Decision by Council: The Chief Executive Officer or delegate
believesitis more appropriate the proposal oranyissue arisingin
connection with it should be determined by the Council rather than
the organisation.

e Call-in of proposal: Any Councillor has indicated a desire to callin the
proposal for Council decision.

e Transparency: Appropriate reporting as determined by legislation, policy,
plan and strategy.

3.4 Individual Councillors seeking the preparation of a report to Council can
submita Notice of Motion in accordance withthe Governance (Meeting
Procedure) Local Law No. 1. In the interests of good governance, a Notice of
Motion should generally callfora reportto Councilon a matterrelevantto
the Council Plan, and should not commit action or resources without due
assessment. It should also not be used to set Council agenda outside of the
Council Plan and Budget, and adopted policies, strategies and plans.

Suggest not including this content because it aligns with the Governance
(Meeting Procedure) Local Law No. 1 which has been revoked.

3.4 Councillor Request For Access To Information Protocol

The purpose of this protocol is to provide a transparent and consistent process for
Councillors to be provided with relevant information by the organisation, to help
them make informed decisions and fulfil their duties.

A Councillor’s primary points of contact for requesting information will be with
the Chief Executive Officer and Directors (refer toTable 1). Itisthe responsibility
of the Chief Executive Officer and Directors to coordinate timely and relevant
information to Councillors via the Councillor Portal or appropriate
meeting/briefing.

Councillor Access to Information Protocol is recommended to be revoked.
Relevant content from that protocol to be included in the Councillor Support
(Major Policy), Councillor Code of Conduct and Governance Rules.

3.4.1 Councillor Request for Information

A Councillor will request information through the Chief Executive Officer or
relevant Director through the Councillor Information Request functioninthe
Councillor Portal. If a request s raised during a phone or in person conversation,

As above.
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itwillbe loggedbythe Councillororthe Directorthrough the Councillor Portal.

If the informationis public, it will be made available on the Councillor Portal. If
the informationis Confidential or potentially restricted, the Councillor will also
provide the purpose they require the information for. The Chief Executive Officer
/Director will contact the Councillorto discuss the matter, and if the
information is able to be disclosed, will organise a response as soon as possible
viathe Councillor Portal or appropriate meeting/briefing.

Provisions relating to Confidentiality are set out in section 3.5. Councillors will
not be able to access information thatis protected by legislation (including the
Protected Disclosure Act 2012, and Privacy and Data Protection Act 2014),
designated as‘commercial inconfidence’, is privileged legal advice, or contains
Council officer records or details.

A Councillormayrequestinformationunderthe Freedom ofInformationAct
1982.Requestswillbe processedinaccordance with Council policy and statutory
procedure.

Councillors are unable to access Council’s electronic document management
system, however copies of approved documents may be made electronically
available (via the Councillor portal) by the Chief Executive Offic er/Director. A
Councillor requesting to view a public register must do so through the
appropriate statutory process.

- 3.4.1.1 Background/update briefing

In some instances, it may be appropriate for the Chief Executive
Officer/Directorto organise a verbal briefing for a Councillor/son
a matter. This may be offered as a one-on-one briefing small group
briefing open briefing or strategic briefing as determined as
appropriate by the Chief Executive Offic er/Director. The matter
may alsobe referredto the relevant Portfolio, if appropriate.

- 3.4.1.2 Councillor requests for briefing

Individual Councillors seeking a briefing on a matter to Council
should convey the request to all Councillors for discussion at
Councillor Only Time (COT) or via email request to the Mayorand
Chief Executive Officer.The Chief Executive Officer may only
proceed with preparation of a briefing following advice fromthe

As above.
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Mayorthata

consensus view was reached on the need for a briefing or if the Chief
Executive Officer considers it aligns with the strategic priorities of
the Council Plan and/or policy.

The Chief Executive Officer will assess the request, and if fulfil such
a request requires use of significant resources, proposes substantial
unplanned work or has a budgetimpact, will liaise with the Mayorto
determinea suitable and timely response to the request, which
may include reasons for declining the request for a briefing. In
instances where a briefing is approved, all Councillors will be invited
to attendthe briefing orif more appropriate, abriefing item will be
scheduledfora Councillor Briefing session or a written update will
be provided throughthe Councillor Information Bulletin/Portal.

- 3.4.1.3 Equityand no surprises

Any written information (confidential or background), such as briefing
notes prepared ahead of time fora Councillor, will be
circulated/made available on the Councillor Portal to all Councillorsif
relevant, toensure everyone has access to the same information.

3.5 Dealing With Confidential Information

Inthe course of conducting Council business, information of a confidential
nature may be brought to the attention of Councillors or management.
There will be occasions, where due to factors such as timing and sensitivity
of a matter, the information may notbe ableto be shared more broadly by
Councillorsor management.

Councillors and management will work within the statutory requirements
and provisions guiding access to confidential information as part of the
decision-making process. These are referenced in section 2.4.2 of the Code
and elsewhereinthe Councillor Protocol.

Itis the responsibility of the Councillor to confidentially store and
appropriately dispose of any confidential information receivedinthe
course of their official duties.

As above.




Councillor Protocol content

Where will this content be captured if this document is revoked?

3.6 Councillor Conflict Of Interest

Conflict of interest is captured in Chapter 5 of the Councillor Code of Conduct.

Section 2.4.4 of the Code references Councillors conflict of interest obligations
underthe Act. Section 2.1 of the Councillor Transparency Policy specifically
setsoutrequirements, as providedinthe Local GovernmentAct 1989 (the
Act),forthetypes of conflict of interest that must be disclosed.

This protocol provides a transparent and consistent process for Councillors to
assess their connections with matters coming before Council, and disclose
any conflict of interestin accordance with the Actandthe Code.

Transparent decision making is underpinned by the trust the community has
in its decision makers. Councillors uphold that trust by ensuring their
participation in the decision making process is unbiased, and by avoiding both
real and perceived conflict of interest.

The decision about whether a conflict of interest exists can only rest with the ind

Councillors will avoid the perception of, and/or actual conflict of interest that
may be created by the acceptance of gifts and hospitality.

ividual Councillor.

Councillors will consider if they have any connection to a matter thatis, or likely




to become, the subject of Council consideration and assess whether they have
a EOnflickWriiterBetesdidPRfed by the Act, or a conflicting personal interest that
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General guidance regarding conflict of interest may be provided by the Chief
Executive Officer, Director Advocacy Partnershipsand Community, or
Manager Governance, however Councillors are advised to seek independent
legaladvice abouttheirspecific circumstances, if required.
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3.6.1 Council, Special Committee, Audit

Committee and Section 223/Major Policy

(Hearing of Submissions) Committee

Meetings
If a Councillor has a conflict of interest in a matter that is to be considered or
discussed at a Council, Special Committee, Audit Committee or Section
223/Major Policy (Hearing of Submissions) Committee meeting, they will
formally disclose the interest  for recording in the minutes. This applies even if
the meetingis closed to the public.
The disclosure will be made immediately before the matteris considered and will
include:

The type of interest - direct interest or one of the six types of indirect interest as
defined by the Act, and a brief description of the nature of the interest.

The Councillor will need to leave the meeting, prior to the commencement of any
discussion, and not remainin anareawhere theycansee orhearthe
proceedings of the meeting, until the matter has been concluded.

If a disclosure would include information that is confidential or private
(particularlyifitinvolves another person), a Councillor may make a full
disclosure to the Chief Executive Officer in writing before the meeting. If a
written disclosure is made, the Councillor will only disclose the type of
interest (not the nature) at the meeting.

Procedure for disclosing conflicts of interest is captured in Chapter 5 of the
Governance Rules. This content is also out of date and reflects the old conflict of
interest regime that was replaced in 2020.

Chapter § — Disclosure of Conflicts of Interest

2.

Disclosure of a Conflict of Interest at a Council Meeting

A Councillor wiho has a conflict of interest in & matter being considered at a Councl meeting
at which they:

2.1

2.2

are in affendance must disclose thet conflict of interest by explaining the nature of
the conflict of interest to those in attendance at the Gouncil meeting immediately
before the matter is considered, indicating whether it is & general conflict of interest
or & material conflict of interest or

intend to atfend must disclose that conflict of interest by prowviding to the Chisf
Executive Officer before the Council meeting commences a written notice:

221 advising of the conflict of imterast;

222 explaining the nature of the conflict of interest, and indicating whether it is
a general conflict of interest or & material conflict of interest; and

223 detailing, if the nature of the conflict of imterast involves a Councillor's
relationship with or & gift from ancther person, the:

(8} name of the other person;

(b}  mature of the relationship with that other person or the date of
receipt, value and type of gift received from the other person; and

{c)  mature of that other person's interest in the matter,
g .then immediately before the matter is considered st the meeting announcing to

those in sitendance that they have a conflict of interest and that a written notice
has been given to the Chief Execufive Officer under this sub-Rule.

The Councillor must, in either event, leave the Council meeting immediately after giving the
explanation or making the announcement (as the case may be) and not return to the meeting
umtil after the matter has been disposed of.

Disclosure of Conflict of Interest at a Delegated Committee Meeting

A Member of 3 Delegafed Committee who has a conflict of interest in a matter being
considered at a Delegated Committee meeting at which they:

3.1

3.2

are in affendance must disclose that conflict of interest by explaining the nature of
the conflict of interest o those in sftendance at the Delegated Committee mesting
immediately before the matter is considered, and indicating whether it is a general
conflict of interest or 8 material conflict of imterest; or

intend fo affend must disclose that conflict of interest by providing to the Chief
Executive Officer before the Delegated Commiftes mesting commencas a written
niotice:
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3.6.2 Assemblies of Council

An Assembly of Council means a planned or scheduled meeting involving at least
half of the Councillors and one Council officer, or an Advisory Committee with at
least one Councillor in attendance, which considers matters intended or likely to be
the subject of a Council decision, or subject to the exercise of a function, duty, or
power of the Council under delegationbya special committee or a Council officer.

If a Councillor attending an Assembly of Council realises they have a conflict of
interest in relation to a matter to be (or being) considered, the Councillor must
disclose the conflict of interest to the Assembly, and leave the Assembly while
the matteris beingdiscussed. Itis not necessary todisclose the type and nature
of a conflict of interest at an Assembly of Council.

Assemblies of Councils are now dealt with as Meetings under the auspices of
Council and conflicts managed in the same way as other meetings.

3.6.3  Conflicting Personal Interests

If a Councillor believes that a friendship or connectionis too close to allow
them to vote impartially at a Council or Special Committee Meeting, or if
thereis a reasonable likelihood that it will be perceived as a conflict with public
duties (butitis not aconflict of interest as defined

by the Act), they may, immediately before the matteris considered,
request thatthe Council exemptsthem from voting on the matter.

The Councillor must give reasons in support of their request. If the meeting
exempts them from voting, the Councillor must -leave the meeting (as if they
had a conflict of interest) and the conflict personalinterest will be recordedin
the minutes. The Council/Special Committee must vote to exempt, and will not
unreasonably deny a request to be exempt from votingon the grounds ofa
conflict personal interest.

Procedure for disclosing conflicts of interest is captured in Chapter 5 of the
Governance Rules. This content is also out of date and reflects the old conflict of
interest regime that was replaced in 2020.

3.6.4 Exemptions

There are certain situations when a Councillor is not considered to have a conflict
of interest. The exemptions include whena Councillor has an interestin
common with a large class of persons, an interest is very remote or insignificant,
orifa Councillor has no knowledge of the

conflict. Additionally, there are exemptions for matters
where Councillors would normally be expected to vote as a matter of Council
business, such as when appointing delegates or representatives or electing the
Mayor. Thefulllist of exemptionsis providedinthe the Act.

As above.
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3.6.5 Accountability and Reporting

Conflict of interest will be recorded in accordance with the Councillor Transparency
Policy.

As above

3.7 Councillor Gifts And Hospitality

The purpose of this protocol is to provide a transparent and consistent process
for Councillors accepting and declaring gifts that will assistin demonstrating
their fair and impartial conduct, including avoiding conflict of interest and/or
perceptions of conflict of interest.

Councillorswillaimto be ethical, fairand honestin the conduct of official duties
and not seek, solicit or use their position, to gain gifts, benefit or hospitality. It
is the responsibility of a Councillor to disclose the receipt of a gift in accordance
with the Act, the Code, the Councillor Gifts and Hospitality Policy, the
Councillor Transparency Policy and this protocol.

The giving and receiving of civic gifts will be determined in accordance with the
Councillor Gifts and Hospitality Policy.

Councillor Gifts and Hospitality is covered in detail in the Councillor Gifts,
Benefits and Hospitality Policy.

3.7.1 Acceptance and declaration of gifts

A Councillor offered a gift or hospitality will carefully consider the purpose of

the offer, whether it relates to the official business of Council, the

proportionality of the gift or hospitality offered and the impact on public

trustif the offeris to be

accepted. A Councillor will declare all offers, and acceptance, of a gift or hospitality
by completing a declaration of gift form and submitting this to the Manager
Governance for inclusion in Council’s Gifts and Hospitality Register. The form will
be submitted within one (1) month of the acceptance of the gift.

Reasonable hospitality received by a Councillor at an event or function they
attend in their official capacity does not needtobe declared as a gift. Strategic
advocacy hospitality will need to be declared using the declaration of gift form.

As above.
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3.7.2 Civicgifts

The giving of a civic gift by, or on behalf of, Council, should be madeina
consistent and equitable mannerin accordance with the Councillor Gifts and
Hospitality Policy in order to avoid perceptions of improper relationships, and to
ensure the properuse of Council resources.

A Councillor proposing to give a civic gift will circulate the recommendation to all
other Councillors. The Mayor will referany proposed civic gifts to the Chief
Executive Official to make arrangements for the purchase or supply of the gift.

As above.

3.8 Councillor Reimbursement Of Support Expenses

The protocol for Councillor reimbursements of support expensesis setoutinthe
Councillor Support Major Policy.

Councillor expenses are covered in the Councillor Support (Major Policy).

SECTION 4: PROTOCOLS -
REPRESENTATION

CITYy

4.1 Representation Overview

Opportunitiesfor the Mayor, Deputy Mayor and Councillors torepresentthe
City will arise through a range of mechanisms including advocacy, media
activity, event attendance and contribution to external publications.

The hierarchy for determining the appropriate Council spokesperson or
representative, is at Table 2. The Mayor and Deputy Mayor may, by mutual
agreement at the commencement of their term, allow the Mayor to request
the appropriate Portfolio Champion represent the Mayor (instead of the
Deputy Mayor) for certain spokesperson and representative opportunities.

All of Section 4 has been incorporated into the Councillor Code of Conduct:

7 [CITY REPRESENTATION |

7.1 Representation Overview

Oppartunities hor the Mayar, Depuly Mayor and Councillars o represent the City will erige throwgh

ncluding advecacy, media sctivity, evanl sllendance and contribulbion Lo

4 range of machanisms

external publtatians

The hiererchy for determining the apprapriate Council spakesperson or representative, is sk Table
2.

The Mayor and Depuly Mayor may, by mubusl sgreament ab the commencement aof thair larm
allow the Mayor bo request the apprapriate Partfolio Chempion epresenl the Mavar (ingbead &f Bhe

Crepuly Mayor) for certain spokesperson snd représentative opportunities.

Table 2 — Spokesperson of Representative Tiers

Tier Spokesperson Or Bepresentakive
1 Mayor f DeEpuky Rayor
2 A propriate Portfolio Champlon {subect matber expert)

[ [E8]

Ward Councilars, aperating anarotatianal hasis

(this is just a section not the whole Chapter).
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Tier Spokesperson Or Representative

1 Mayor / Deputy Mayor

2 Appropriate Portfolio Champion (subject matter expert)
3 Ward Councillors, operating on a rotational basis

Table2 -SpokespersonOrRepresentativeTiers

Where requested by a community group/organisation, and as appropriate,
Councillors with culturally and linguistically diverse backgrounds may be invited
by the Mayorto speakin their community language atan event, in additionto
the nominated Councillorspokesperson (Table 2).

The following protocols outline the processes by which opportunities will be
progressed and allocated. As a general rule, when making an allocation, the key
message or subject matter associated with an opportunity will dictate which
Portfolioitfalls within.

Where there is potential Portfolio overlap, an opportunity will be referred to
relevant Portfolio Championsfora decision.Ifno agreementcan be reached, or
if the Mayor is unable to be contacted within deadline, or where the decision of
the Media and Communications team or the Councillor Support Teamis (or is
likely tobe) disputed, the Director Advocacy, Partnershipsand Communityshall
be the referral point and final decision maker.

Representations to/by Members of Parliament will be dealt with in accordance
with section 2.4.6 of the Code. Styleand naming conventionsin relationto
Council plaques will be in accordance with the Place Naming Policy.

4.2 General Principles

The following protocol acknowledges the Mayor is the principal spokesperson
forthe Council and that exceptions will only be made as specified below oron
the basis of the professional judgement of the Media & Communications
Department(Media Team).

In particular, the Mayoris the official media spokesperson on behalf of

As above.
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Council, where Council has an official position on the matterand where the
matter is of a political, controversial, sensitive or emergency nature.

These include:
¢ Issues relating to the strategic direction of Council and Brimbank City Council
¢ |ssuesrelating to policy and Council decisions
e State-wide or Federal political issues affecting local government

e Localissuesthatimpact the community that do not relate directly to Council
services and functions

e Announcements or commentary relating to premier events, major
projects or key community infrastructure being undertaken by
Brimbank City Council

If the Mayor is unavailable as spokesperson or has a conflict of interestin relation
tothe matter, the Deputy Mayor will becomethe primary spokesperson.ifthe
Deputy Mayoris unavailable or has a conflict of interest in relation to the matter,
the appropriate Portfolio Chair will be become the primary spokesperson. See
Table 2 forfurtherinformation on Spokesperson tiers.

A Councillor acting as an authorised spokesperson in line with this protocolhas
a responsibility to represent Council position in relation to a matter. If that
Councillor wishes to express a personal view which differs from an adopted
position, they are obliged to identify that the opinionor view is their own,
and does not represent the position of Council; nor should thatview be
expressed in the context of a spokesperson opportunity facilitated by
Brimbank City Council.

4.3 ChiefExecutive Officer

The Chief Executive Officer is the official spokesperson forall operational matters
relating to Brimbank City Council, including:

e  Staffing and structure of the

organisation

e  Corporateissues relating to service provision or the day-to-day business of

As above.
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Council. The Chief Executive Officer may delegate their media authoritytoa

Council Officer.

4.3.1 Delegations

Council Officers delegated to make statements to the media or authorise the issue
of mediareleases are:

e Chief Executive Officer
e Directors

e Manager Media & Communications

4.4 Media Enquiries As above.

Forthe purposes of this section, approaches from the media are categorised into
three types:

¢ Wherethe mediacontactsa Councillor directly

¢ Where the media contacts Brimbank City Council requestinga comment
specifically fromthe Mayororanindividual Councillor

e Where the media contacts Brimbank City Council requesting general
comment or information without specifying the preferredrespondent.

Allmediaenquiries, whether received by the Mayor, other Councillors or Council
officers, should be directed to the Media Team. Media enquiries should be
treated as a priority, with requests passed onto the Media Team as soon as is
practicable after receipt, and conducted in accordance with this policy.

The Media Team will deal with media inquiries and the delegation of media
enquiries/comment in accordance with this policy. It will provide appropriate
advice on how to respond to media enquiries and draft official comments.

Where the media contactsthe Mayoror a Councillor directly (type A), they should
make nocomment on behalf of Council, advisethe mediathatthe MediaTeam
will make contact, and inform the Media Team as soon as practicable.

Where the media contacts Brimbank City Council requestinga comment from,
oraninterview with, the Mayor or a particular Councillor (type B), the Media

Team will determine who should be spokesperson, advise the appropriate
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mediaoutletand actaccordingly (either through providing an approved
written response such as a media statement or quote, or producing materials
such as FAQsin preparation for an interview with spokesperson).

4.5 Where the media contacts Brimbank City Council requesting a response from
an unspecified spokesperson or is otherwise seekinga commentfrom
Brimbank City Council (type C), the Media Team will establish the most
appropriate spokesperson accordingtothe order of priorities specified in Table
2 such thatif and when the first priority for a spokesperson is reasonably
determined by the Media Team to be unavailable or otherwise declines to be the
spokesperson, the second priority for spokespersonwillbe approached, andso
on.

Table 2 only applies to situations which are not related to operational matters. In
operational matters, the spokesperson willbe the CEO or a Council official
delegated to act as spokesperson by the CEO.

Table 2 also assumes two circumstances in which a graduation to the next tier
would occur:

¢ Unavailability ofthe Mayororappropriate Councillor

e A conflict ofinterest where itis inappropriate forthe Mayor or appropriate
Councillorto speakontheissue
e Onoccasion and at the discretion of the CEO or delegate, the tier process

may be supplanted by a decision to nominate a particular Councillor as
spokesperson on the basis of newsworthiness, an acknowledged
association with the issue or other factors.

An example may be in a case where a conflict of interest prevents the
Mayor from being a spokesperson, in which case the appropriate Portfolio
Chair may supersede the Deputy Mayor. In such cases, approval fromthe
standard protocolwould be soughtfromthe Mayor.

As above.

4.4.1 Photo opportunities

Where the request from mediais fora photo opportunity, the same protocols
and tiered approach willapply. Only the Mayor can participate in a formal,
scheduled photo opportunity with media except for reasons of unavailability or

As above.
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conflict of interest.

Atthediscretion of the CEO or appropriate Council Officer (Director, Manager
Media & Communications), other Councillorsmay participatein a photo
opportunity as well, subject to the Mayor’s approval, including for cultural
publications.

Itis acknowledged that photo opportunities at events will often be of an informal
and unscheduled nature in which participation by multiple Councillors will be
inevitable and encouraged. The protocol above applies only to scheduled photo
opportunities as requested by media.

4.4.2 Generating media

Media Releases will be proactivity issued by the Brimbank City Councilon a
regular basis to assist media and community understanding of a Council position
in relation to any matter. In creating and issuing Media Releases, the following
protocol will apply:

e The Media Team will determine who is to be quoted, in accordance with
Table 2.

e The Media Team will determine key quotes in consultation with the
appropriate Directorate and then seek approval from theMayorand/orany
Councillorbeingquoted.

e The Media Team will circulate final copies of all Media Releases to all
Councillors.

As above.

4.4.3 MediaTeam supportto Councillors

If a Councillor wishes to express a personal view to media which differs from
an adopted position, they are not actingas the authorised spokespersonon
Council matters or positions as described in this protocol, and therefore the
MediaTeam’s resourcesare notavailable tothem.

The Media Team aims to ensure that all Councillors are kept informed and
updated on media issues relating to Brimbank City Council. In doing so, a
Brimbank Council Media Report will be issued each week, and other ad hoc

As above.
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updateswillbe providedas extraordinarycircumstancesrequire.

A member ofthe Media Team will generally accompany the Mayor or other
Councillor, if required, when interviews or photo opportunitiesare being
conducted.

Opportunities to contribute to publications produced by external sources (e.g.
articles) will entail preparation of appropriate contentby the Media Team under
the byline of the Mayor or, if appropriate, the relevant spokesperson as indicated
inTable 2.

4.5 Social Media Use By Councillors

Social media provides opportunities for dynamic and interactive two-way
communication between Councillors and their constituents. Social media is not
considered any different from existing personal communications (eg, email,
letter, facetoface conversation)that Councillors engagein.

Brimbank City Council acknowledges that Councillors will have and manage their
own social media accounts. These communications activities do not require
approval from Council officers. However, the following broad principles will apply
to personalsocial mediause:

[ ]

ouncillors must not represent their views and opinions on personal social
media accounts as being the official views of Brimbank City Council,
unlessin accordance with agreed and published Council policy.

[ ]
ouncillors should not use personal social media accounts tocomment
on Council matters which are confidential in nature.

e Councillorsshould not use personal social media accounts to publicly
dispute or rebuke the views of other Councillors or Council Officers.

e Councillors should not use personal social media accounts to
indicate their disagreement with agreed and published Council policy.

Where Councillors publish social media content in a personal capacity from
personal accounts that makes referenceto Brimbank City Council, its staff,
policies or services, its suppliers or other stakeholders, or any Council-related

As above.
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issues, that contentwill consideredto be bound by the requirements of
Brimbank City Council in regards to social media use.

In such instances, the following contentis not permitted under any circumstances
nor limited to:

e Abusive, profane or sexual language

e Content not relating to the subject matter of that blog, board, forum or site

Content which is false or misleading
o Confidential information about Council or third parties
e Copyrightortrademark protected materials

¢ Discriminatory material in relationto a person or group based on age,
colour, creed, disability, family status, gender, nationality, marital status,
parental status, political opinion/affiliation, pregnancy or potential
pregnancy, race or social origin, religious beliefs/activity,
responsibilities, sex or sexual orientation

¢ lllegal material or materials designed to encourage law breaking

e Materialsthat could compromise Council, employee or system safety

aterialswhich would breach applicable laws (defamation, privacy, trade
practices, rules and regulations, fair use, trademarks)

e Material that would offend contemporary standards of taste and decency
¢ Material which would bringthe Councilintodisrepute

¢ Personal details or references to Council staff or third parties which may
breach privacy laws

e Spam, meaning the distribution of unsolicited bulk electronic messages

e Statements which may be considered to be bullying or harassment.

4.6 Forthe purposes of this policy, social media encompasses but is not limited to As above.
the following digital spaces where people may comment, contribute, create,
forward, post, upload and share content:

e Websites
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e Emails

¢ Blogs

e Bulletin boards

e (Citizen journalism and news sites

e Forums and discussion boards

¢ Instant messaging facilities

e Microbloggingsites (e.g. Twitter)

e Online encyclopaedias (e.g. Wikipedia)

e Podcasts

e Social networkingsites (e.g. Facebook, MySpace, Bebo, Friendster, LinkedIn)
¢ Video and photo sharing sites (e.g. Flickr, YouTube)

o Wikis

e Any other websites that allow individuals to use simple publishing
tools or new technologies emerging from the digital environment.

As the personal views of Councillors are usually likely to be associated by external
audiences with the views of Council, Councillorswillbe held toa high degree of
responsibility in regards to personal use of social media.

Council social media sites that have been set up by Council offic ers are
considered official

channels of Council, and current conventions appliedto existing
communications channels apply. These conventions include the Mayor being
the nominated spokesperson of Council, except where the tiered approach
in Table 2 is utilised.

4.6 RepresentingTheCityatCivicEvents,Functionsand
Delegations

4.6.1 Opportunities generated through Council organised,
partnered and sponsored events*

As above.
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As chief representative and spokesperson for Council, the Mayor is given
first opportunity to formally represent Councilat functionsand events
organised, partnered or sponsored by Brimbank City Council.

An eventorganised by Council is one that is a designated Brimbank City Council
event—e.g. the opening of a facility, a policy announcement, a culturalor
community event.

An event partnered by Council would usually be one that has been instigated by a
State of Federal Government Department or Minister’s offic e forthe purpose of
ajoint media announcement or one with particular relevance to Brimbank City
Council.

An event sponsored by Council is one with Brimbank City Council funding or in-
kind support towards the staging of an event or function. This does include
funding provided through the purchase of tickets or seating at events and
functions once the eventhasbeenannouncedand promoted.

Forfunctions and events organised, partnered or sponsored by Brimbank City
Councilwhere the Mayoris unavailable, the invitationis first forwardedtothe
Deputy Mayor, then the relevant Portfolio Chair if the Deputy Mayoris also
unavailable, then viathe same tiered process outlined in Table 2.

On occasion and at the discretion of the CEO, the tier process may be supplanted
by a decision to nominate a particular Councillor as an event representative on
the basis of newsworthiness, an acknowledged association with the event or
other factors.Insuch casesthe Mayor’s approval would be sought.

4.6.1.1 Speeches

All civicevents commitments are placed in the appropriate representative’s diary
by Councillor Support, which then submitsaspeechrequesttoMedia &
Communications.

A speech requestis required, in normal circumstances, six weeks prior to the
event taking place. Additionaltime will be required if translations are needed.

Speechwriting support is only offered for events where the Mayor has accepted to
speak.

If a Councillor attending an event in their official role is invited to speak ad hoc at

As above.
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the event, they areabletodo so, butmustinformthe Mayorand Manager
Governance afterwards.

Speechwriting supportis not able to be provided for Councillors who wish to
speak at functions outside of their official role as a Brimbank City Council
representative.

4.6.1.2MCRole

A distinction is made, for the purposes of Council organised, partnered and
sponsored events, between the Mayor ora Councillor providing formal
representation, and anotherindividual serving as the Master of Ceremonies (MC)
forthe event.

An MCmay be the CEQ, a Council officer (e.g. a Director) or a non-Council
individual servinginthe role forreasons of professional experience and
appropriateness (e.g. a professional entertainer or speaker at a cultural event).
Therole ofthe MCwillinclude introducing the Mayor or relevant Councillorto
conducttheirceremonialrole and/or provide a speech. The role of MCis not
intended to supplant any of the formal or ceremonial aspects of a Mayor or
Councillor, nor would it be represented as such.

As above.

4.6.1.3 Running Sheet

All Councillors formally attending an event where Council’s participation
includes the preparation of a Running Sheet should familiarise themselves
with that Running Sheet prior to the event and be familiar with:

- The protocols that will apply at the event

- Therestrictions that may apply on participation in photo opportunities—i.e.
an event partnered with the State Government may require thatonlythe
Mayor participate in a photo or video opportunity with the relevant Minister

- Theformal or ceremonial roles that Councillors may be requested to play.

As above.

4.6.2 Opportunities received directly by Councillors and Council
from external sources

- 4.6.2.1Invitationsreceived bythe Mayor

As above.




Councillor Protocol content

Where will this content be captured if this document is revoked?

Asthe chief representative of Council, the Mayor will be approached
by stakeholders to participate in events, functionsand activities
important and relevant to Brimbank. Such requests will be considered
by Councillor Supportin the fi instance.

Councillor Support will liaise with the appropriate Directorate to
assess the importance and relevance of the event, and the
appropriateness of formal Council attendance, participation and
contributions (e.g. speech or ceremonial role). It will be at the
discretion of the appropriate Director, with reference to the CEO
as appropriate, to determine if Council should play such a role.

If the nature of the event suggests it may be valuable to have
Brimbank City Council participation and the Mayor is unavailable,
the event organiser will be approached by Councillor Support
regarding representation by another Councillor. If the event
organiser agrees, the opportunity will be referred to the Deputy
Mayor in the fi instance. If unavailable, the opportunity
will be offered to other Councillors via the same tiered process
outlined in Table 2.

- 4.6.2.2 Invitations received by the Deputy Mayor and Councillors

The Deputy Mayor and Councillors will receive invitations in an
individual capacity to represent Council. These may be received in
acknowledgement of portfolio or cultural responsibilities or in
response to established relationships with city stakeholders.

If the event is one in which the Councillor would not be formally
representing Council, but attending on the basis of personal
relationships with stakeholders or within the community, there
would be no formal Council involvement or contribution. The
Councillor should not represent themselves as attending or
participating in the event on behalf of Brimbank City Council.

If the event is one in which the Councillor would be formally
representing Council, Councillors will forward the details to
Councillor Support, which will liaise with the appropriate Directorate
to assess the importance and relevance of the event.

As above.
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If a Councillor receives an invitation to a cultural or specific interest
event, they will send the invitation to Councillor Support. Councillor
Support will liaise with the appropriate Directorate to assess the
relevance of the event, and appropriateness of formal Council
attendance.

Councillor Support will provide all invitations to the Mayor for their
assessment and/or approval, in accordance with the Councillor
Support Major Policy requirements. If approved, Councillor Support
will advise the Councillor. If not approved, the Mayor will discuss
their decision with Councillor directly.

If the event is deemed appropriate for that Councillor’s attendance
and contribution (e.g. speech), Councillor Support will confirm the
commitment with the event organiser on behalf of the Councillor. If
the opportunity is transferable, Councillors should consider referring
the invitation to the relevant Portfolio Councillor.

4.6.2.3 Invitations received by Council

Where an external source approaches Council directly with a view to
seeking representation by a Councillor, Councillor Support will first
liaise with the appropriate Directorate to assess the importance and
relevance of the event. If it is deemed suitable, the Mayor will first be
approached. If the Mayor declines the invitation and an alternative
Councillor is considered acceptable to the organising body, the
opportunity will be offered to other Councillors via the same tiered
process outlined in Table 2.

As above.

4.6.2.4 Support for Councillor Representation

In representing Council at events, functions and delegations,
Councillors may require supportin the form of speech notes,
presentations and background information. This support shall be
arranged through Councillor Support, who will forwardthe relevant
requests tothe Media Team.

As above.
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4.6.2.5 Access to tickets for Council organised or sponsored events

As the organiser or sponsor of a number of key cultural, community,
business and sporting eventsin Brimbank, there will be ticketing
opportunities for Councillors, the administration and stakeholders.

Itis important to have a transparent and accountable system of
allocation of tickets. The process supporting allocation allows Council
to use tickets in a strategic way to maximise the profit and relationship
opportunities for Brimbank City Counciland shallbe guided by the
following principles:

- The need to ensure Council is appropriately represented at all sponsored and
organised events

- ThatCity representation involves participation of Councillors and senior Council

offic ers

- Thatwherelimitedtickets are available in the proposed allocation to
Councillors, priority shall be giventothe Mayor, Deputy Mayorandrelevant
PortfolioChampion

- Ticketing should be used for the primary purpose of further developing and
enhancing Council relationships with stakeholders, and so Council offic er
representation may also occur

- Allocated tickets should be used. Unused tickets represent a loss in profit and
stakeholder relationship opportunities

All other event attendance and ticketing in relation to procuring a ‘table’ for

Council willbe dealt within accordance with section 3 of the Councillor Support

Major Policy.

As above.

4.6.2.6RequestsforCouncilsupportorfundingforevents

Councillors approached for Council support or funding for events and
activities must first raise the matter with the relevant Director for
consideration in accordance with Council policy and guidelines under
specific programsand projects. These policies and guidelines ensure
that assessment processes are fair, transparent and accountable.

As above.

4.1 Mayoral Robe and Chain

As above.
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The Mayoral robe and chain signify the office of the Mayor. The Mayor may
choose to wear one or both at official functions of the Council. The Mayor will
act as custodian of the robe and chain, and liaise with Councillor Supportto
make any necessary security arrangements.

Given its significant value, the chainis only able to be worn at functions
held at the Brimbank Council Offices, Citizenship ceremonies, school visits,
or where appropriate security measures are in place.
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Brimbank City Council

Telephone 9249 4000
Email info@brimbank.vic.gov.au
Post PO Box 70,Sunshine, VIC3020

Hearing or speech impaired?
- TTYdial 133677

- Speak & Listen 1300555 727
- www.relayservice.gov.au, then enter 03 92494000

Find us on Facebook, Twitter and YouTube
0 www.facebook.com/brimbankcouncil
o www.twitter.com/brimbankcouncil

www.youtube.com/br ycouncil

1y 1314

e Local call costs apply

Brimbank Chat
FEeCK

www.brimbank.vic.gov.au




