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About this code 

This Code of meeting of practice has been developed under the provisions of Section 360 of The 
Local Government Act 1993.  It sets out the way Mid-Coast Council will, in accordance with 
relevant legislation, prepare for, carry out and record its official Council meetings. 
 
Objectives 

The objectives of Mid-Coast Council’s Code of meeting practice are to: 

1.  Set standards for the calling, conduct and recording of Council meetings in such a way that 
the public is aware of the business to be conducted at all Council meetings and the results of 
Council’s determination of those matters. 

2.  Provide clear rules and practices for the orderly conduct of Council meetings. 

3.  Ensure maximum transparency and openness of Council meetings. 
 
References and related documents 

There are several reference documents that frame how council will conduct its meetings.  These 
include: 

• The Local Government Act 1993 (the Act) 

• The Local Government (General) Regulation 2005 (NSW) (the Regs)  

• The NSW Office of Local Government Meeting Practice Note No. 16 (MPN16) 

• The Mid-Coast Council Code of Conduct (COC) 

• The Environmental Planning and Assessment Act 1979 

• Code of Conduct 

The relevant requirements of these reference sources have been included in this document.  The 
reference (s) relates to a Section of the Act, the reference (cl) to a Clause of the Regulation and 
the reference (COC) to a section of the Model code of conduct. 

The legislation provides general guidance but does not cover every aspect of the meeting 
procedures. Under Section 360 of the Act, Councils can develop their own Code of Meeting 
Practice to provide these details.  Once adopted, councillors and staff must comply with the Code.  

Under the terms of s360, the Code of Meeting Practice must be consistent with the requirements of 
the Act and the Regulation.  If there is inconsistency, the provisions of the Act and Regulation take 
precedence over the Code of meeting practice, which must be amended to reflect the legislative 
requirements. 
 
Council charter 

The Local Government Act comprises a set of principles that are to guide a council in the carrying 
out of its function. This Charter as appears in the Local Government Act (s 8) is reprinted in 
Appendix 2. 
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Coverage of this code 

This policy applies to Councillors and all employees of Council. 
 
Definitions 
 

Amendment means a motion moving an amendment to an original motion 

Chair a) in relation to a meeting of Council means the person presiding at the 
meeting as provided by section 369 of the Act; and 

b) in relation to a meeting of a committee of the Council means the 
person presiding at the meeting as provided by clause 267 of the 
Regulation. 

Committee in relation to a Council, means a committee of the council in accordance 
with clause 260 of the Regulation or when Council has resolved into a 
committee of the whole. 

Councillor means a member of Council, including a person elected as Mayor. 

Deputy Mayor means the Deputy Mayor of Mid-Coast Council. Under s 231 (3) of the Act 
the Deputy Mayor may exercise any function of the Mayor at the request of 
the Mayor or if the Mayor is prevented by illness, absence or otherwise 
from exercising the function or if there is a casual vacancy in the office of 
Mayor. 

OLG the Office of Local Government 

The Regulation means the Local Government (General) Regulation 2005 (NSW) 

The Act means The Local Government Act 1993 (NSW) 
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Section One – Preparing for Meetings 
 
1  How often are Council meetings held? (s 365) 

1.1 Councils are required to hold at least 10 meetings per year each in a different month 
(s 365).   

1.2 Elected Counillors will be required to take an Oath or Affirmation prior to the first 
meeting of a newly elected Council in accordance with Section 233A of the Local 
Government Act 1993 

1.3 The first meeting of each newly elected Council will include the election of a Mayor 
and a Deputy Mayor (should Council determine to elect one, refer s231). 

1.4 At the first meeting of the newly elected Council the schedule of meetings will be 
confirmed and can only be varied by a resolution of Council, subsequently 
advertised to the public. 

 
2 Extraordinary meetings (s 366, cl 242) 

2.1 At least two councillors are required to make a written request to the mayor to hold 
an extraordinary meeting. 

2.2 The Mayor may call extraordinary meetings of the Council. Addition 
 
  If the Mayor receives a request in writing signed by at least 2 Councillors, the Mayor 

must call an extraordinary meeting of the Council to be held as soon as practicable 
but in any event within 14 days after receipt of the request. (s 366) 

2.3 The mayor must then ‘call’ the meeting, which is to be held as soon as practical but 
within fourteen (14) days after the request is made. 

2.4 Extraordinary meetings may be held to deal with special business or where so much 
business is required to be dealt with that an additional meeting is required. 

2.5 The agenda for an extraordinary meeting of a council must deal only with the 
matters stated in the notice of the meeting other than in circumstances where 2.6 
below applies. 

2.6 Business may be transacted at an extraordinary meeting of a council even though 
due notice of the business has not been given to the councillors. However, this can 
happen only if: 

(a)  a motion is passed to have the business transacted at the meeting, and 

(b)  the business proposed to be brought forward is ruled by the chairperson to be 
of great urgency. (cl242)      

 
3 What is discussed at meetings? 

3.1 Council meetings provide for the highest level of decision-making in a Council, 
including, but not limited to: 

• determining Council’s policies; 
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• setting long-term strategic direction; 

• dealing with significant matters that affect the whole community; 

• considering development proposals that are outside Council’s existing 
guidelines or staff delegations; 

• deciding on major capital works; 

• entering into major contracts or legal agreements; 

• monitoring the Council’s performance; 

• monitoring the Council’s finances; and  

• setting rates and charges 

3.2 Other levels of decision-making take place under delegation, with the General 
Manager empowered to make decisions about the day to day running of the 
organisation.  These matters do not come before Council meetings, but councillors 
receive information about them through memos, reports, workshops and briefing 
sessions. 

 
4 How is the Agenda determined? (cl 240) 

4.1 The Agenda (commonly referred to as “council’s business papers”) sets out the 
matters to be discussed at, and the order of business for, the meeting.   

4.2 The General Manager is responsible for preparing the Agenda and ensuring due 
notice is given of the business before Council (cl 240 (3)).  The General Manager 
must also ensure the Agenda does not include business which is unlawful, or may 
be unlawful in its implementation.  If an item is excluded for this reason, the 
exclusion must be reported to the next meeting of the Council, however there is no 
requirement to provide details of the excluded item (cl 240(2)). 

4.3 Once the Agenda has been circulated to councillors no changes can be made 
unless it is by resolution of Council. 

 
5 Following the Agenda (cl 241) 

5.1 Generally, a Council must not transact any business at its meeting that is not listed 
on the Agenda (cl 241). 

5.2 Exceptions to this rule include where a matter: 

• is already before the Council, or a matter relates directly to business which is 
already before the Council (cl 241 (2)(a)) 

• is included in a mayoral minute (cl 241 (2)(c)) 

• is resolved by the Council to be of great urgency (cl 241 (3)(b)), such as a late 
report presented by staff  
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• relates to the election of a Chairperson to preside at the meeting (cl 241 
(2)(b)). 

 
6 Statutory requirements 

6.1 The Act requires that certain Council business is dealt with at specific times of the 
year e.g. setting of rates and charges, approval of the annual report, financial 
reviews, tabling of declarations of interest forms etc. 

6.2 Each year, the OLG circulates a timetable listing key compliance dates and, to 
ensure that the statutory reports come forward at the appropriate times. 

 
7 Staff reports 

7.1 Staff provide information and professional advice to councillors via technical reports 
prepared for each meeting in: 

• response to a previous request by councillors; 

• relation to an ongoing program or activity of the Council; or 

• response to an urgent matter requiring the attention of councillors 

7.2 Each staff report shall contain a recommendation (or series of recommendations) for 
councillors to consider.  The General Manager is responsible for managing staff 
reports and presenting them to Council (cl 241).   

7.3 The professional advice provided by staff to Council must be written in plain English, 
provide clear, comprehensive and accurate information, be independent and offered 
in good faith.   

7.4 Councillors may not direct staff on the specific content of a report, nor the 
recommendations to be presented (COC 6.7(g)). 

 
8 Mayoral minutes (cl 243) 

8.1 The mayor may put to a meeting (without notice) any matter that the Council is 
allowed to deal with or which the Council officially knows about. 

8.2 Mayoral minutes can cover matters that relate to Council’s functions and 
responsibilities or with issues that have been officially brought to council’s attention 
(e.g. by letter to the Mayor or the General Manager). 

8.3 The power to make mayoral minutes recognises the special role of the Mayor. 

8.4 A mayoral minute will always be the first item of business at a Council meeting.   

8.5 The mayor may move that the minute be adopted without the motion being 
seconded. 

8.6 Mayoral minutes must not be used to introduce, without notice, matters that need 
research or detailed consideration by councillors prior to arriving at a decision.  Such 
matters must be placed on the Agenda, with the usual period of notice being given. 
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8.7 With the agreement of the Mayor, mayoral minutes may be altered. Changes to 
mayoral minutes should avoid introducing without notice, matters that need research 
or detailed consideration. 

8.8 If the Deputy Mayor is officially acting in the Mayor’s role the right and entitlements 
in relation to mayoral minutes shall apply.  

 
9 Notice of motion (cl 241) 

9.1 Notice of motion serves two purposes: 

(a)  It enables a Councillor to bring to the attention of the Council, matters which 
may not otherwise be included in the business of a Council meeting. 

(b)  It also provides opportunity for other councillors to consider the form and 
content of the motion before a matter is presented at the meeting. 

9.2 Councillors can have items placed on the meeting agenda via a notice of motion.   

9.3 Notice of motions must be lodged with the General Manager via email or in writing 
and signed by councillor a minimum of two weeks prior to the meeting at which the 
item will be considered. 

9.4 If a notice of motion is seeking an immediate determination on a matter, it should be 
accompanied by appropriate notes or comments from council staff which are 
included as part of the agenda. This will assist councillors in making an informed 
decision and ensure members of the public understand the reasons for and effects 
of the decision. 

9.5 Notices of motion may be received as late as 9:00 am on Wednesday a week before 
an ordinary meeting when dealing with matters: 

• of extreme urgency 

• that do not require an immediate determination (i.e. calling for a report to be 
presented at a later Council meeting) 

• that require Council to note information, or extend congratulations  

9.6 In the absence of a councillor who has placed a notice of motion on the agenda for a 
meeting of a council: any other councillor may move the motion at the meeting, or  
the chairperson may defer the motion until the next meeting of the Council at which 
the motion can be considered (cl 245) 

9.7 If the business put forward in a notice of motion is, or would be, unlawful, the 
General Manager must not include the business in the agenda (cl 240). 
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10 Questions on notice 

10.1 Councillors may submit questions on notice to be included on the Agenda for the 
next Council meeting to the General Manager at least two weeks in advance of the 
Council meeting.  

10.2 Questions on notice should relate to business that would normally be discussed at a 
Council meeting.   

10.3 Questions relating to general operational matters should be submitted via the 
electronic councillor request system. 

 
11 What can be discussed at an extraordinary meeting? (cl 242) 

11.1 The Agenda for an Extraordinary Meeting should contain only those matters for 
which the meeting was called.  Unless it is deemed by the Chairperson to be of an 
urgent nature no other business must be discussed at the meeting (cl242). 

 
12 What is included in the Agenda of an ordinary meeting? 

12.1 The Agenda (or business paper) provides information on the business to be dealt 
with at the Council meeting.  It includes: 

• the Order of Business; 

• Notices of motion; 

• Staff reports on matters before Council and other information relevant to the 
report, such as photographs, maps, public submissions or previous reports on 
the matter; and 

• Questions on notice. 

 
13 The order of business (cl 239, cl 240) 

13.1 The legislation does not provide specific direction on the order of business, which 
sets out how and when items will be dealt with during the Council meeting.  For Mid-
Coast Council, the following order shall apply: 

1. Call to Order 

2. Prayer 

3. Acknowledgement of traditional custodians  

4. Special Activity [if required] 

5. Apologies and Leave of Absence 

6. Confirmation of minutes of previous meeting 

7. Disclosures of Interest 
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8. Notices of Motion and/or Mayoral Minutes 

9. Late Correspondence 

10. Notice of Public Speakers 

a) Public Addressing Council on matters not on the agenda 

b) Public Addressing Council on matters on the agenda 

11. Staff Reports 

12. Questions on Notice 

13. Matters of urgent business 

14. Closed part of the meeting for confidential matters (if required) 

13.2 Notwithstanding provisions relating to mayoral minutes (cl 243), the order of 
business can only be altered if a motion to that effect is carried at the meeting.  
Such a motion can be moved without notice.  Only the person who moves this 
motion may speak to it before it is put (cl 239). 

13.3 Urgent business may be transacted at a meeting of a Council even though due 
notice of the business has not been given to the councillors. However, this can 
happen only if: 

(a)  a motion is passed to have the business transacted at the meeting, and 

(b) the business proposed to be brought forward is ruled by the chairperson to be 
of great urgency. 

Such a motion can be moved without notice (cl 241(3)). 

 
14 Special activities 

14.1 The Council meeting program may also include special activities, such as 
presentations to or acknowledgement of local residents for their achievements.  
Where a special presentation is included in the program, it will take place as item 4 
of the meeting. 

 
15  Privacy considerations 

15.1 While Council aims to provide as much public information as it can in relation to 
matters before its meetings, it is also bound by the provisions of the Privacy and 
Personal Information Protection Act 1998, as well as copyright and defamation laws.   

15.2 Because of these requirements, the following items will not be included in business 
papers available to the public: 

• copies of development applications; 

• copies of petitions submitted to Council; 

• copies of public submissions that contain defamatory material; 
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• copies of legal opinion supplied to Council; or 

• confidential staff reports, as defined in Section 10A of the Local Government 
Act. 

15.3 Where submissions are received from the public in relation to an item, the 
individual’s personal information may be provided if the provisions of Council’s 
Privacy Management Plan have been met.  

15.4 A full copy of all submissions will be provided confidentially to councillors. 

15.5 Where a petition is received, the business paper will identify the nature of the 
petition, a summary of the issues raised and the number of signatures received.  A 
full copy of the petition will be provided confidentially to councillors. 

 
16 Confidential matters 

16.1 The General Manager is responsible for determining which items on the Agenda are 
likely to come under the provisions of Section 10A(2) of the Act and deemed 
confidential.   

16.2 Where the subject of a report is likely to be discussed in the closed part of a Council 
meeting, the General Manager must ensure that at least the following information is 
provided on the business paper available to the public: 

• the title of the report (which should identify the general nature of its content – 
eg Annual tenders for goods and services); and 

• the reason why the matter is considered confidential, under the provisions of 
Section 10A of The Act 1993. 

 
17 How much notice must be given of a Council meeting? 

17.1 The General Manager must send each councillor a notice of the time, place and 
business on the agenda of an ordinary Council meeting at least three (3) days 
before the meeting is due to take place (s 367, cl 262).   

17.2 In general, Councillors will be provided with their business papers on the 
Wednesday before each ordinary meeting.  The papers will be delivered in hard 
copy or electronically depending on each councillor’s stated preference. 

17.3 Council must advertise the meeting to the public by placing a notice in the local 
newspaper (cl 232) and also on its website www.midcoast.nsw.gov.au 

17.4 There is no statutory timeframe for when business papers are to be made available 
to the public for ordinary meetings however, Council will ensure business papers are 
available on Council’s website no later than the Friday before the meeting. 

17.5 Where “in an emergency” an extraordinary meeting is called, councillors may 
receive less than 3 days notice, but will receive at least 24 hours notice of the time, 
place and agenda for the meeting (s 367).   

17.6 Public notice of an emergency extraordinary meeting will be provided by radio 
announcement and publication on Council’s website. 

http://www.midcoast.nsw.gov.au/
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17.7 The legislation does not define “an emergency”.  It may include occurrences such as 
natural disasters, significant public events, or urgent deadlines for contracts or grant 
notifications.  The General Manager is responsible for determining what constitutes 
an “emergency” in this situation. 
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Section Two – Conducting the Meeting  
 
18 What time and where should Council meetings start? 

18.1 The Act does not specify when a Council should hold its meetings. Council will 
adopt a meeting schedule which will define the location, date and commencement 
time of the meeting. 

 
19 Who can sit at the meeting table? 

19.1 The Act does not specify who can sit at a meeting table during a Council meeting, or 
where people should sit.  It is up to each Council to determine.   

19.2 Mid-Coast Council has determined that the following people may sit at its meeting 
tables: 

• the Mayor; 

• Councillors; 

• the General Manager; 

• Directors; 

• the Administration officer recording the Minutes; and 

• a member of the public who has the Chairperson’s permission to address 
Council. 

19.3 The Act provides for the General Manager to attend, but not vote at a Council 
meeting.   

19.4 The only exception to this is when the meeting is dealing with the General 
Manager’s employment or standard of performance – then Council may resolve to 
exclude the General Manager from the meeting (s 376). 

19.5 Those who may be present in the Council chambers during the open sessions of a 
meeting include: 

• members of the public; 

• Council staff; 

• special guests eg representatives of government agencies; and 

• representatives of the media 

 
20 How are reports introduced at meetings? 

20.1 Councillors must wait until the Mayor has read the summary of the report and the 
Chairperson has recognised their request to address the Council before rising to 
speak. 
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21 Presence at Council meetings 

21.1 A councillor may not participate in a meeting unless they are personally present at 
that meeting (cl 235).   

21.2 While ever the councillor is within the Council Chamber during the meeting they are 
considered to be “present” for the purposes of voting.  If the councillor does not vote 
on an issue, but remains in the Chamber, his or her vote will be taken as being 
against the motion (cl 251 (1)). 

21.3  A civic office becomes vacant if the holder (councillor) is absent from 3 consequent 
ordinary meetings of Council (unless the holder is absent because he or she has 
been suspended from civic office under s 482) without: 

(a) prior leave of Council, or 

(b) leave granted by Council at any of the meetings concerned (s 234 (1)(d)) 

21.4 Acceptance of an apology is a positive acknowledgement of the courtesy of the 
person who tendered it. It does not constitute a formal leave of absence. 

  
22  Application for leave of absence 

22.1 A leave of absence is a formal permission granted by way of council resolution 
excusing the attendance of a councillor at a particular meeting or for a series of 
meetings. It is sought by way of application to the council. It is recognised in both 
the Act and in the Regulation (s234 (2), cl 235A).   

22.2 A councillor’s application for leave of absence from a Council meeting/s should, 
where practicable, be made in writing, including by electronic means, and identify 
(by date) the meetings from which the councillor intends to be absent and reason 
the absence is sought. This application is to be lodged with the General Manager 
and submitted to the next meeting of Council for determination (cl 235A) 

22.3 A councillor applying for a leave of absence from a meeting of a council does not 
need to make the application in person and the council may grant such leave in the 
absence of that councillor (s 234(2)). 

22.4 If the holder of a civic office attends a council meeting (whether or not an ordinary 
meeting) despite having been granted leave of absence, the leave of absence is 
taken to have been rescinded as regards any future council meeting (s 234(3)). 

22.5 Leave of absence can only be granted prior to, or at, the meeting concerned and 
cannot be granted retrospectively. 

 
23 Quorum (s 368) 

23.1 A Council meeting may only be conducted if there is a quorum present.  The quorum 
is a majority of the councillors who hold office for the time being and are not 
currently suspended from office (s 368).  For Mid-Coast Council, the quorum is six. 
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24 What happens if a quorum is not present? (cl 233) 

24.1 If a quorum is not present within half an hour after the time designated for the 
meeting to start (cl 233 (1) (a)) or at any time during the meeting (cl 233 (1) (b)) the 
meeting must be adjourned. 

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

• the Chairperson (cl 233 (1) (a)); or 

• in the absence of the Chairperson, by the majority of councillors present (cl 
233 (1) (b)); or 

• failing that, by the General Manager (cl 233 (1) (c)) 

24.3 The General Manager must record in the minutes of the meeting the circumstances 
and reasons relating to the absence of a quorum, together with the names of the 
councillors present (cl 233 (3)). 

 
25 Leaving the Council Chamber 

25.1 Where a Councillor temporarily leaves the Council Chamber during the debate, his 
or her absence will be recorded in the minutes, noting the time of departure and the 
time of return.   

25.2 If the councillor’s temporary absence results in the meeting failing to have a quorum, 
then the Chairperson must call a recess until such time as the councillor returns. 

 
26 Adjourning meetings 

26.1 A meeting may be adjourned to a later time, date and venue where: 

• there is a lack of a quorum; 

• time constraints apply; or  

• special circumstances arise.   

Except in the absence of a quorum, the decision to adjourn should be by resolution 
of the Council. 

26.2 If a meeting is adjourned, a new set of business papers will not be issued as the 
adjourned meeting is a continuation of the previous business before Council. 

26.3 If a meeting is adjourned to a different date, time or place, each councillor and the 
public must be notified of the new date, time or place. 

 
27 Business at adjourned meetings  

27.1 Generally only business already on the Agenda may be dealt with at an adjourned 
meeting, however councillors may raise matters of urgency in the same manner as 
per other Council meetings (cl 241 (3)). 
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27.2 If an adjourned meeting is held on the same date as the next ordinary meeting of 
Council, the meetings must be kept separate, with separate agendas and business 
papers.   

27.3 Council may decide which meeting will be held first, depending on the 
circumstances. 

 
28 How should people be addressed at Council meetings? 

28.1 Regardless of their gender or any additional titles they may hold councillors should 
be addressed as “Councillor (surname)” during the meeting,  

28.2 When as the chairperson, the Mayor must be addressed as “Mr Mayor” (or Madam 
Mayor) during the meeting.  If the person chairing the meeting is not the Mayor, they 
should be addressed as Mr or Madam Chair, as appropriate. 

28.3 The General Manager should be addressed as “Mr or Ms General Manager” during 
the meeting, as appropriate. Council staff other than the General Manager may not 
address the meeting unless requested to provide comment or answer a question.  
Councillors should direct their questions to staff via the General Manager.   

28.4 Council staff should initially be acknowledged by the Mayor by their position title and 
thereafter by their normal salutation and surname during the Council meeting.   

28.5 Members of the public should be addressed by their salutation and surname. 

 
29 Who chairs the meeting? (s 369, cl 236) 

29.1 The Mayor will generally act as the chairperson for Council meetings.  Where the 
Mayor is absent, or requests the Deputy Mayor to do so, the Deputy Mayor may act 
as the Chairperson (s 369(1)). 

29.2 If circumstance arise where neither the Mayor nor the Deputy Mayor are present at 
the meeting, then the councillors present must elect someone to preside at the 
meeting (s 369(2)).   

The election must be conducted by the General Manager, or, in his absence, an 
employee of the Council designated by the General Manager (cl 236 (2) (a)).  If the 
General Manager, or his delegate, are not present, then the person who called the 
meeting, or a person acting on their behalf, must conduct the election (cl 236 (2) 
(b)). 

29.3 The candidate receiving the most votes will act as the Chairperson.  If there is a tie 
for the winning position, the Chairperson will be chosen by lot.   

To do this, the person conducting the election must write the names of the 
candidates on similar slips of paper, fold the slips so the names cannot be seen, mix 
the slips and select one at random.  The candidate whose name is on the drawn slip 
will be the Chairperson (cl 236). 
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30 Rights of the Chairperson 

30.1 The Chairperson has precedence over the proceedings.  When the Chairperson 
rises or speaks during the Council meeting, every Councillor present must be silent 
and resume their seat (cl 237). 

 
31 Role of the Chairperson (cl 238) 

The Chairperson retains all the functions and powers of a councillor and more. They: 

31.1 shall insist upon the proper conduct of debate.  

31.2 should be impartial and consistent in rulings on all occasions regardless of their 
personal views and beliefs on the subject being discussed whether or not they have 
made their view known.  

31.3 shall receive and put to the meeting any motion which is brought before the meeting 
in accordance with the Act, Regulation and Code of Meeting Practice.  

31.4 should not permit discussion unless there is a motion before the meeting.  

31.5 shall have the right to rule out of order motions that do not relate to the business 
before Council. If the Chairperson believes a motion is unlawful (or the 
implementation of it would be unlawful) then they must rule it out of order.  Any 
motion, amendment or other matter which has been ruled as out of order is taken to 
have been rejected (cl 238). 

31.6 may refuse to put motions and amendments that are not clear.  

31.7 shall preserve order and endeavour to prevent interference with speakers by private 
talk or heckling remarks, offensive statements and the imputation of improper 
motives. In the event of such occurrences, the Chairperson may call upon speakers 
to withdraw and apologise. (Refer to clause 255 of the Regulation – Questions of 
Order). 

31.8 shall have the right to exercise a casting vote. 

  
32 Minutes of the meeting 

32.1 Council must keep full and accurate minutes of all the proceedings at a Council 
meeting.  The minutes are evidence the meeting was duly convened and held and 
that the business recorded in the minutes was transacted at the meeting (s 375).   

32.2 The minutes must include the following: 

• Details of each motion moved at a meeting and any amendments to the 
motion (cl 254); 

• Amendments are numbered in order of them being moved and seconded.  

• The names of the mover and seconder of the motion or amendment (cl 254); 

• Whether the motion or amendment was carried or lost (cl 254); 
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• A proposal moved by a councillor is only considered a motion or amendment if 
it has a seconder.  Any proposal moved and not seconded is not regarded as 
part of the record of Council minutes; 

• The names of the councillors who voted in support of the motion and the 
names of any councillors who opposed (or are taken to have opposed) the 
decision put to the meeting shall be recorded in the minutes (s 375, cl 254); 

• The dissenting vote of a councillor, if he or she has requested that it be 
recorded (cl 251 (2)); 

• The names of councillors who voted for and against a motion in the 
circumstance where a division is called (cl 251 (4)); 

• The grounds for closing part of a meeting to the public (s 10D); 

• Declarations of pecuniary or non-pecuniary interests made by a Councillor at 
the meeting (s 453); 

• Where a quorum was not present, the circumstances and reasons relating to 
the absence of a quorum, together with the names of the councillors present 
(cl 233 (3)); and 

• Where Council resolves to go into Committee of the Whole, a report of the 
proceedings of the committee and any recommendations of the committee (cl 
259 (3)). 

 
33 Confirming the minutes 

33.1 The minutes must be included in the business paper and presented to the next 
meeting of the Council for confirmation.  Once they are presented, discussion will be 
limited to whether they are a complete and accurate record of the proceedings. 

   
34 Making the minutes available to the public 

34.1 Copies of the minutes shall be available to the public within one week of the 
meeting.  As a general practice, copies of the minutes will be placed on the Council 
website by the Friday after the meeting. 

 
35 Tabling documents 

35.1 The following documents may be tabled at a Council meeting: 

• The register of Returns of Interest (s 449); 

• Reports of a Department of Local Government s 430 investigation; 

• Petitions received by the Council; and 

• Late correspondence 
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36 Returns of interest 

36.1 The Act (s 449) requires councillors and designated Council staff to complete a 
return of interest form to the General Manager by 30 September each year (except 
in an election year where other timeframes apply).  The form lists properties owned 
by the person and sources of income, or expected income.  These returns must be 
tabled at the first ordinary meeting of Council after 30 September (s 450A). 

 
37 Office of Local Government (OLG) Reports 

37.1 The Act (s 430) empowers the Chief Executive Officer of the OLG to investigate any 
aspect of a Council, its work or activities.  The Chief Executive Officer must report 
the findings to the Minister for Local Government and provide a copy of the report to 
the Council (s433).   

37.2 The Act (s 433) requires the report be tabled at the next meeting of Council after the 
report is received.  After the report is tabled it will be available for the information of 
councillors and members of the public (cl 244). 

 
38 Petitions 

38.1 When a petition is received by Council it should be tabled at the next ordinary 
meeting.  A “petition” is deemed to be a document signed by more than one person, 
from more than one household. 

38.2 In tabling the petition, the General Manager should inform council of: 

• the nature of the petition; and  

• the number of signatories to the petition. 

and provide a confidential copy to each councillor. 

38.3 At the time the petition is tabled no debate will be entered into on the issues raised 
in the document and members of the public may not address Council on the matter.  

38.4 Councillors may resolve to consider the matters raised in the petition at a later 
meeting. At this stage members of the public may address Council on the issues.  

  
39 Late correspondence 

39.1 Although not obliged by legislation to do so Council may resolve to accept late 
correspondence.  In presenting the correspondence, the Mayor will provide a 
summary of the matters raised and the action sought by the correspondent. 

39.2 In deciding whether or not to receive the correspondence Council should consider: 

• whether the correspondence relates to a matter on the Agenda for that 
meeting; 

• whether the issues raised in the correspondence are of a sufficiently urgent or 
important nature that they should be considered during Council’s debate on 
the Agenda item; and  
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• if the matter does not relate to an item on the Agenda, whether it is of 
sufficient urgency or civic importance that it should be considered at the 
meeting. 

39.3 Where the correspondence raises significant new issues regarding an Agenda item, 
and Council deems those issues are of sufficient importance to accept the 
correspondence, then the relevant Agenda item should be deferred to a future 
Council meeting to allow a report to be prepared on the issues raised. 

 
40 Confidential correspondence 

40.1 Where available, at least one day prior to the meeting, councillors are to be provided 
with confidential advice on any matter included in the business paper for a Council 
meeting.   

40.2 After meetings, councillors must not retain confidential documents, in either hard or 
soft copy 

.   
41 Disclosures of interests 

41.1 Private interests of councillors fall into two categories i.e. pecuniary or non-
pecuniary.  It is the personal responsibility of each councillor to determine whether 
or not they hold an interest in a matter. 

41.2 Before debate can begin at the Council meeting, councillors must declare when they 
become aware of a conflict. 

41.3 Conflicts should be declared prior to the meeting, and where possible, in writing to 
the General Manager advising any conflicts of interest that they may have in the 
matters listed on the Agenda  

41.4 Declarations of interest must be recorded in the minutes (s 442).   

41.5 If councillors become aware of a conflict during the meeting, they must immediately 
declare to the meeting the nature of the conflict so appropriate action can be taken. 

   
42 Pecuniary interests 

42.1 A pecuniary interest is defined in the Act (s 442) as: 

“ .  .  an interest that a person has in a matter because of the reasonable likelihood 
or expectation of appreciable financial gain or loss to the person”. 

42.2 A person may also hold a pecuniary interest in a matter if a member of their family 
or a close associate has a reasonable likelihood or expectation of appreciable 
financial gain or loss.  This may include but is not limited to the person’s spouse, de 
facto partner, relatives, business partners and employer, or a company or other 
body in which the person, or a nominee partner or employer of the person, is a 
member.  (s 443). 
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42.3 A person does not have a pecuniary interest in a matter if: 

• The interest is so remote or insignificant that it is unlikely to influence that 
person’s decision-making; 

• The person is not aware of the relevant pecuniary interests of family and 
associates; or 

• The interest is of a kind described in Section 448 of the Act (see Appendix 2). 

42.4 A person is also not considered to have a pecuniary interest simply because they 
are a member of, or employed by a council, a statutory body or the Crown (s 443).  
This principle also applies to someone who is a member of a council, a company or 
other body that has, or may have, a pecuniary interest in the matter, so long as that 
person has no beneficial interest in any share of the company or body (s 443). 

 
43 Disclosing pecuniary interests 

43.1 Councillors present at the meeting who have a pecuniary interest in a matter listed 
on the Agenda must declare their interest at the appropriate time in the order of 
business.  If a matter arises in the meeting and a councillor thinks they may have a 
conflict, they must declare the interest immediately (s 451).   

43.2 The declaration must include the: 

• fact that a pecuniary interest exists; and  

• nature of the interest  

43.3 The declaration, including the nature of the interest, must be recorded in the minutes 
(s 453). 

 
44 Exclusion from debate 

44.1 Having declared a pecuniary interest, a councillor must not be present at or in sight 
of the meeting at any time while the matter is being discussed (s 451).   

This includes all discussion, such as public addresses on the issue and questions 
prior to the debate commencing.   

44.2 If a councillor has declared a pecuniary interest in a matter they may not stand down 
from the meeting table and then seek to address the meeting as a “resident” or 
“ratepayer”. 

   
45 Non-pecuniary interests 

45.1 Non-pecuniary interests are private or personal interests that do not involve the 
likelihood of appreciable financial gain or loss, but may have potential to influence a 
person in his or her decision-making due to loyalties or affiliations.  These commonly 
arise out of family or personal relationships, or involvement in sporting, social or 
other cultural groups and associations, sponsorship, dealings with former council 
officials and political donations. 
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45.2 There are three types of non-pecuniary interests:  

• Significant 

• Less than significant and  

• Political donations. 

45.3 It is the personal responsibility of each councillor to determine whether or not they 
hold a non-pecuniary interest in a matter and to take the appropriate action. 

 
46 Significant non-pecuniary interests (COC 4.15) 

46.1 As a general rule, a non-pecuniary conflict of interest will be significant where a 
matter does not raise a pecuniary interest but it involves: 

(a) a relationship between a Council official and another person that is particularly 
close, for example, parent, grandparent, brother, sister, uncle, aunt, nephew, 
niece, lineal descendant or adopted child of the person or of the person’s 
spouse, current or former spouse or partner, de facto or other person living in 
the same household  

(b) other relationships that are particularly close, such as friendships and 
business relationships. Closeness is defined by the nature of the friendship or 
business relationship, the frequency of contact and the duration of the 
friendship or relationship 

(c) an affiliation between the council official and an organisation, sporting body, 
club, corporation or association that is particularly strong. 

 
47 Political donations 

47.1 Councillors are required to take all reasonable steps to ascertain the source of any 
political contributions that directly benefit their election campaigns and to declare an 
interest if the campaign donor or related entity has a matter before Council (COC 
4.21). 

47.2 A councillor must declare a non-pecuniary conflict of interest where the councillor or  
the councillor’s “official agent” has received ‘political contributions’ or ‘political 
donations’, as the case may be, within the meaning of the Election Funding Act 
1981 exceeding $1,000 which directly benefit their campaign: 

(a)  from a political campaign donor or related entity in the previous four years; 
and 

(b)  where the political or campaign donor or a related entity has a matter before 
Council 

47.3 It is the personal responsibility of each councillor to determine whether or not they 
consider such conflicts as significant and to take the appropriate action. 
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48 Disclosing non-pecuniary interests 

48.1 Councillors who are present at a meeting and have a non-pecuniary interest in a 
matter listed on the Agenda must declare their interest at the appropriate time in the 
order of business. (COC 4.12).  

48.2 If a matter arises later in the meeting where a councillor may have a conflict, they 
must declare the interest immediately (COC 4.12). This requirement applies to all 
non-pecuniary interests.  The action taken in response to the declaration will vary 
depending on the nature of the interest. 

48.3 The declaration must include: 

• the fact that a non-pecuniary interest exists;  

• the nature of the interest (e.g. “I am a long-standing member of the sports club 
and have previously been an office bearer” or “The applicant and I have been 
good friends for the past 20 years”  or “My niece attends this particular day-
care centre” etc); 

• whether the interest is considered “significant” or “less than significant” and 
the reasoning behind that decision (e.g.“I consider the interest to be significant 
because of the long-standing nature of our friendship and the close 
relationship to my family - the applicant is godfather to my son” or “I consider 
the interest to be less than significant because I only have a casual 
acquaintance with the applicant – we attend the same fitness classes at our 
gym and work at the school canteen occasionally) (COC 4.17); and 

• the action the councillor intends to take in relation to this matter (COC 4.16 & 
4.17) 

48.4 The full declaration must be recorded in the minutes (COC 4.13). 

 
49 Exclusion from debate 

49.1 Where a councillor has declared a significant non-pecuniary interest they must not 
take part in any debate or voting on the issue, in the same way as the Act prescribes 
for a pecuniary interest (COC 4.16).  The councillor may however take part in a 
decision to delegate Council’s decision-making role to council staff, or appoint 
another person or body to make the decision in accordance with the law (COC 
4.19). 

 
50 Failure to reach a quorum due to conflict of interest 

50.1 Where the number of councillors excluded from the debate due to conflict of interest 
means a quorum cannot be achieved, the matter must be deferred until an 
alternative arrangement is made.   

50.2 Under the provisions of Section 458 councillors concerned may apply to the Minister 
for Local Government to allow them to participate in the discussion and vote on the 
matter. 
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51 Discussing confidential matters 

51.1 If it chooses to do so, Council may close part of its meeting to the public to discuss 
only the following confidential items, as specified in Section 10A of the Act: 

 
a) personnel matters concerning particular individuals (other than councillors), 
b) the personal hardship of any resident or ratepayer, 
c) information that would, if disclosed, confer a commercial advantage on a 

person with whom the council is conducting (or proposes to conduct) 
business, 

d) commercial information of a confidential nature that would, if disclosed: 
i. prejudice the commercial position of the person who supplied it, 

or 
ii. confer a commercial advantage on a competitor of the council, 

or 
iii. reveal a trade secret, 

e) information that would, if disclosed, prejudice the maintenance of law, 
f) matters affecting the security of the council, councillors, council staff or 

council property, 
g) advice concerning litigation, or advice that would otherwise be privileged 

from production in legal proceedings on the ground of legal professional 
privilege, 

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

i) alleged contraventions of any code of conduct requirements applicable 
under section 440. 

51.2 If a matter arises during the meeting, the councillor raising the matter must specify 
why they regard it as confidential and identify which of the above criteria applies. 

 
52 Procedures for closing the meeting 

52.1 The public has the right to make representations to Council about whether or not a 
meeting should be closed (cl 252). 

52.2 Once a motion to close the meeting for consideration of an item is moved and 
seconded, the Mayor will read out a general description of the item and the reason it 
is considered confidential.   

52.3 If there are any, the Mayor will then read out the written representations.   

52.4 The Chairperson will invite members of the public to make representations if they 
wish to do so.   

52.5 Each person will have two minutes to speak in regard to each item proposed to be 
heard in closed council and must confine themselves to speaking only about 
whether the meeting should be closed.  

52.6 After representations have been heard, the motion to close the meeting may be 
debated. 
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53 Closed Council meeting conduct 

53.1 While the Council meeting is closed, the same rules of debate apply as in open 
Council, with the exception that councillors may, at the discretion of the 
Chairperson, remain seated when they are addressing the meeting.   

53.2 If it wishes to do so Council may resolve into committee of the whole during closed 
sessions, but the same requirements apply as in an open meeting. 

53.3 Discussions should be restricted only to the matters identified in Section 10A of the 
Act.   

53.4 Resolutions made during a closed part of a Council meeting must be made public by 
the Chairperson as soon as practical after the closed part of the meeting has ended 
(cl 253) and be recorded in the Minutes of the meeting. 

53.5 Resolutions should be worded in such a way as to ensure the public can understand 
the general intent of the decision without revealing confidential information.   

53.6 Once Council has finished business in a closed meeting, it must formally resolve 
that the meeting is open to the public. 
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Section Three Participating in the Debate  

Part 3 of The Mid-Coast Council Code of Conduct (General Conduct Obligations) and Part 10 of 
The Local Government (General) Regulation 2005 (Meetings) are two key source documents that 
govern the rules of debate.  

Mid-Coast Council will not tolerate any act of intimidation, harassment or verbal abuse at its 
meetings. 

 
54 Motions and amendments 

54.1 A motion is a proposal to be considered by Council at a meeting.  It is a request for 
Council to do something, or to express an opinion about something. 

54.2 An amendment is a change to the motion before the Council and takes place while 
that motion is being debated.  It should be put forward in the same format as a 
motion i.e. “I move an amendment, “That .  .  .  .” 

54.3 It is possible to advise the Council of an intention of a foreshadowed motion or 
amendment that relates to the business currently before Council. 

54.4 The chairperson cannot accept the foreshadowed motion or amendment until the 
current motion of amendment has been considered. 

54.5 A resolution is a motion that has been passed by a majority of councillors at the 
meeting.  It becomes a decision of the Council to be enacted by delegation to 
General Manager and in turn, to the appropriate officers. 

54.6 More detail surrounding motions and amendments is provided below and a flowchart 
is included in Appendix 4. 

54.7 The only motion that can be moved resulting from a member of the public speaking 
to a matter not on the agenda (See 13.1 10a) is to move that a report be brought to 
the next meeting. Matters of extreme urgency will be dealth with in accordance with 
13.3 of this code. 

 
55 Wording of motions 

55.1 Motions should be clear, brief and accurate. Subsections and numbered paragraphs 
may be used to ensure the motion is easy to understand. 

55.2 Motions should generally be written in the positive sense, so that a “yes” vote 
indicates support for an action and a “no” vote indicates no action should be taken. 

55.3 The Councillor moving the motion is responsible for determining its wording.  Where 
there may be some uncertainty or complexity of the wording the councillor may, with 
the Chairperson’s consent, briefly explain the meaning of the motion.   Any 
explanation as to meaning should be limited to making clear the issue, not extending 
debate on the motion. 

55.4 After a motion or amendment is moved, the wording may only be changed by the 
mover, with the agreement of the seconder. 

55.5 Appendix 4 provides more detailed guidance on the working of motions. 
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56 Asking questions (cl 249) 

56.1 Questions may be asked concerning business before the Council.  

56.2 A councillor may ask a question of another councillor or a staff member. 

56.3 Questions may be put prior to or during the debate to inform decision making and 
seek fact. 

56.4 A question to a councillor must be put through the chairperson.  

56.5 A question to a staff member must be put through the general manager.  

56.6 Any person to whom a question is put. is entitled to be given reasonable notice of 
the question so as to allow that person time to research the matter, for example by 
referring to documents or making enquiries of other persons.  

56.7 Questions must be clear and concise, put succinctly and without argument.  

56.8 The chairperson must not allow any discussion on any reply or refusal to reply to 
such questions.  

56.9 It is considered that staff refusal to reply would be in circumstances where they 
require further time to research the response to the question and seek relevant 
views of colleagues.  

56.10 In this case, it would be good practice for council and/or the General Manager to 
identify a timeframe for the response so that the period to respond is not open 
ended. 

 
57 Moving motions 

57.1 A motion or an amendment cannot be debated unless there is a “mover” and a 
“seconder” (cl 246).  The mover puts forward the motion and, if a second person 
agrees with it, debate on the motion can begin.  

 57.2 Where a motion is moved and there is no opposition, the motion is to be put without 
further debate (cl 250(1)). 

57.3 The chair has the discretion to call for a speaker(s) where a report or resolution is 
significant such that making a statement for public record is deemed to be 
appropriate. 

57.4 There can be only a single motion and a single amendment before the Council at 
any one time during the debate (cl 247).   

57.5 The mover of the motion has the right to speak first and a general right of reply at 
the end of the debate (cl 250) as well as the right to speak on any amendment to the 
motion. No new arguments or material can be presented during the right of reply. 

57.6 After the motion is moved and seconded, the Chairperson may ask if anyone wishes 
to speak on the matter.  If no-one wishes to speak, the Chairperson will ask the 
mover of the motion if they wish to speak on the matter or proceed to the vote.  
Where the mover opts to speak on the matter, they may do so.  If, after the address, 
no-one else wishes to speak, the matter will be put without the mover’s right of reply.   
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57.7 If other councillors indicate they would like to speak, the debate may proceed as 
normal. 

57.8 Councillors will speak for and against the motion in turn, starting with the mover of 
the motion, a speaker against, then proceeding to the seconder of the motion and so 
on.  The seconder of the motion may choose to hold over their speaking rights until 
later in the debate.  If a procedural motion is passed putting an end to the debate, 
the seconder will forfeit their opportunity to speak. 

 
58 Length of speeches 

58.1 Under Clause 250 (3) of the Regulation, the length of speeches on each motion is 
limited to five minutes per speaker, unless the Council gives extra time.   

58.2 A Councillor must seek the leave of Council to read at length from any 
correspondence, report or other document when addressing the meeting. 

58.3 Generally, a councillor (except the mover of the motion) may only speak once on a 
motion or an amendment.  The Chairperson may however, allow a person to speak 
more than once on a motion or amendment (or for a longer period than 5 minutes) if 
the person claims they have been misunderstood or misrepresented in the debate.  
In this circumstance, the speaker will be limited to a brief explanation of the 
misunderstanding or misrepresentation. 

 
59 Moving amendments 

59.1 An amendment to a motion requires a mover and a seconder. 

59.2 Amendments may be in the form of additional words to a motion and/or the removal 
of words from the motion.   

59.3 Any amendment to a motion must not alter the motion to the extent that it effectively 
reverses the motion.   

59.4 If the Chairperson believes the amendment to be new business, they may rule the 
amendment out of order. 

 
60 Debating amendments (cl 247) 

60.1 Only one amendment to a motion at a time can be considered by Council (cl 247). 

60.2 If more than one amendment is proposed, each amendment must in order, be 
moved, seconded, debated and voted upon before the next is considered.   

60.3 A councillor may foreshadow further amendments, but the Chairperson may not 
accept them until such time as the first amendment is dealt with. 

60.4 Once an amendment is moved, debate on the motion is suspended (cl 247).  The 
amendment must be dealt with first and put to the vote.  If the amendment is 
passed, the motion is changed to include the amendment and this new motion is 
debated.  If the amendment is not supported, the main motion stays in its original 
form and debate resumes.   
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60.5  A flowchart for motions and amendments is provided at Appendix 4. 

 
61 Putting the motion 

61.1 The debate may conclude when: 

• all the speakers who wish to do so have spoken; 

• a time has been set for speaking to the matter and that time has concluded; 

• there is a successful procedural motion that “the question be put to the vote”; 

61.2 A councillor may move that a motion or an amendment “be now put”: 

• if the mover of the motion or amendment has spoken in favour of it and no-one 
else wants to speak against it; or  

• if at least two councillors have spoken in favour of the motion or amendment 
and at least two Councillors have spoken against it.   

61.3 A seconder is not required for this motion and the Chairperson must immediately put 
it to the vote. 

61.4 If the motion “that the matter be put” is unsuccessful, the debate will continue. 

61.5 If the motion is successful, the vote on the matter in question must be carried out.  If 
the request relates to an amendment, the matter must be put immediately.  If the 
request relates to the original motion, then the matter must be put after the mover 
has exercised his or her right of reply.  

  
62 Conducting the vote 

62.1 Each councillor has one vote (s 370) and must be present at the Council meeting to 
exercise that vote.  Councillors cannot participate in a meeting by video-
conferencing or similar system and no “proxy” votes are permitted (cl 235). 

62.2 Voting at a council meeting, including voting in an election at such a meeting, is to 
be by open means (such as on the voices or by show of hands) (cl 251).    

62.3 However, the council may resolve that the voting in any election by councillors for 
Mayor or Deputy Mayor is to be by secret ballot. 

Note : Schedule 7 of the Local Government (General) Regulation 2005 defines the 
process for the election of a Mayor and Deputy Mayor. 
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63 Abstaining from the vote 

63.1 Voting at Council meetings is one of the key responsibilities of civic office and it is 
expected councillors will participate in the process, unless they have previously 
declared a pecuniary interest.   

63.2 Councillors have the right not to vote on a particular matter.  

63.3 To be considered as “not having voted” a councillor must physically leave the 
Council Chambers.   

63.4 If the councillor remains in the room (either at the meeting table or in the audience) 
they will be taken to have voted against the motion (cl 251). 

 
64 Recording opposition to a motion 

64.1 A councillor may request their name be recorded in the minutes as having voted 
against a particular motion (cl 251).  To do so, they should address the request to 
the Chairperson immediately after the vote has been taken. 

64.2 Mid-Coast Council currently lists who voted for and against each motion in the 
minutes. 

 
65 Casting vote of the Chairperson 

65.1 Each councillor is entitled to one vote.  If voting on a matter is equal, the 
Chairperson has a second or “casting” vote (s 370).  The Act uses the word 
“second” vote, which indicates the Chairperson has already voted once before using 
the casting vote.   

65.2 The procedure for using a casting vote is: 

• all councillors (including the Chairperson) vote on a particular matter; 

• if the vote is tied the Chairperson must then announce that they are using their 
casting vote to decide the matter. Item 2.10.2 of the OLG Meeting Practice 
Note (Note 16) states that the second vote does not have to be the same as 
the first vote; and 

• the result is recorded in the minutes, noting that a casting vote was used in the 
determination. 

 
66 Calling for a division 

66.1 Once a motion is passed it becomes a formal resolution of Council.  The decision is 
final, unless it is immediately challenged by two or more Councillors who rise and 
demand a division on the motion (cl 251 (3)).  The Chairperson must then ensure 
the division takes place immediately. 

66.2 Although the Act and Regulation do not specify how a division is to be conducted 
Mid-Coast Council uses the following procedure: 
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• The Chairperson will call for a show of hands for the motion and call out the 
names of those councillors who raise their hands.  The names will be recorded 
in the minutes as voting for the motion; and 

• The procedure will then be repeated for those voting against the motion and 
the names recorded in the minutes accordingly. 

 
67 Division for planning matters 

67.1 A division is always required whenever a motion for a planning decision is put to the 
vote at a Council meeting (s 375A) 

 
68  What happens if a motion is lost? 

68.1 If a motion is not passed by the Council, this does not mean that Council 
automatically takes the opposite view to the position expressed in the motion.  It 
simply means no decision has been made, or no opinion expressed on this matter.   

68.2 To make a decision, or express an opinion Council must consider a new motion.   

68.3 Where a motion is lost, the matter may be deferred for further consideration at a 
future meeting of Council.   

68.4 Council may not consider a second motion to the same effect as the one which was 
lost unless due notice has been given, at least two weeks prior to the meeting and 
the notice has been signed by three councillors. 

 
69 Matters arising 

69.1 During the debate on a motion, a councillor may foreshadow they intend to move a 
second motion as a matter arising from the business before Council.   

69.2 The Chairperson must not accept this motion until the matter currently before 
Council has been decided. 

 
70 Committee of the Whole 

70.1 During the course of a Council meeting, Council may resolve itself into “Committee 
of the Whole” (s  373).  This means that part of the meeting is then conducted as a 
committee meeting, rather than a Council meeting.  The rules of debate still apply, 
but there is no time limit on speeches and councillors may address an issue more 
than once. 

70.2 If at the time of going into committee of the whole, the meeting was open to the 
public, it will remain open to the public unless Council resolves to exclude the public 
before going into committee.  If this occurs, the Chairperson must explain the 
reasons for excluding the public under the relevant sub-section of Section 10A of the 
Act. 

70.3 While in committee of the whole, Council cannot make any resolutions.  The 
committee may make recommendations to Council.  Once the committee has 
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completed its business, the Council meeting may resume.  At this point, Council will 
consider any recommendations made by the committee of the whole. 

 
71 Questions on Notice 

71.1 Questions on notice must be submitted to the General Manager in writing at least 
two weeks before the Council meeting and will be dealt with in accordance with the 
order of business.   

71.2 A précis of the answer to each question will be provided verbally by the General 
Manager at the meeting, with a written response being provided to Councillors and 
attached to the minutes of the meeting. 

71.3 Where a councillor seeks to have a matter arising from the question or answer 
considered by the Council, notice should be given to the General Manager in writing 
so it can be included on the agenda for the next Ordinary Meeting of Council. 

 
72 Urgent business (cl 241) 

72.1 Council may only deal with business that is not on the Agenda if: 

• a motion is passed to have the business transacted at the meeting.  Only the 
mover of this motion may speak to the motion before it is put (cl 241); and    

• the matter is deemed by the Chairperson to be of great urgency (cl 241). 

 
73 Points of order (cl 255) 

73.1 If a councillor believes the rules of debate are not being followed at the meeting, or 
that another councillor has committed an act of disorder, they may call a point of 
order and request a ruling by the Chairperson.  

73.2 A point of order may be called in the following circumstances:  

(a) A matter is raised that does not relate to the subject being discussed. 

(b) There is no quorum present in the Council Chamber.  

(c) There has been a failure to comply with some rule, regulation, standing order, 
policy or accepted rules of debate.  

(d) A councillor has used objectionable, insulting, offensive, abusive language or 
defamatory insinuations about a person's motives or conduct.  

(e) A speaker has exceeded the time limit for speeches.  

(f) An amendment under discussion has not been seconded.  

(g) A matter is raised which is outside the powers of the Council.  

A point of order must not be taken for the purpose of contradicting statements made 
by another councillor or providing a personal explanation. It must only be concerned 
with the conduct of the meeting. An explanation or contradiction of fact is not a point 
of order. 
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73.3 When a councillor raises a point of order, the person speaking must stop and 
resume his/her seat until the point has been dealt with. The councillor who raises 
the point of order shall where possible refer to the specific section of the Code of 
Meeting Practice for example:  “Under section 8.4 of the Code of Meeting Practice”.  

73.4 No other councillor may speak on the point of order.  

73.5 The Chairperson will then rule on the point of order, either by agreeing that the 
speaker is out-of-order or disagreeing and allowing the speaker to continue.  

73.6  The Chairperson must give the ruling before the debate can proceed, but may invite 
the opinion of the Council before doing so.   

73.7 The Chairperson’s ruling must be obeyed unless a motion dissenting from the ruling 
is passed (cl 255). 

 
74 Motions of dissent (cl 248) 

74.1 If a councillor disagrees with the Chairperson’s ruling on a point of order, they can 
move a motion of dissent without notice.   

74.2 If this happens, the Chairperson must suspend the business before the meeting until 
a decision is made on the motion of dissent (cl 248).  Only the mover of the motion 
of dissent and the Chairperson may speak to the motion before it is put to the vote 
and there is no right of reply for the mover. 

74.3 If the motion of dissent is carried, the Chairperson must proceed with the suspended 
business as though the ruling dissented from had not been given.  Any motion or 
business that was previously discharged as out of order under the ruling must be 
restored to the agenda. 

 
75 Acts of disorder (cl 256) 

75.1 A Councillor is considered to have committed an Act of Disorder (cl 256) at an 
Ordinary or Extraordinary meeting of the Council; a Committee meeting or councillor 
workshop if they: 

• contravene the Act, Regulation or this Code of meeting practice; 

• assault or threaten to assault another councillor or person present at the 
meeting; 

• Move, or attempt to move, a motion or an amendment that has an unlawful 
purpose or which deals with a matter outside the jurisdiction of the Council, or 
addresses, or attempts to address, the Council on such a motion, amendment 
or matter; 

• insults or makes personal reflections upon, or imputes improper motives to 
any other councillor or staff member; or  

• says or does anything which is inconsistent with maintaining order at the 
meeting or is likely to bring the Council into contempt. 
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76 Consequences of acts of disorder (cl 256) 

76.1 If the Chairperson has ruled that a councillor has committed an act of disorder and 
there is no successful motion of dissent the councillor may be required to: 

• apologise without reservation for the act; 

• withdraw a motion or amendment ruled to be out of order and, where 
appropriate, to apologise without reservation; or  

• retract and apologise without reservation for the act (cl 256) 

 
77 Expulsion from the meeting (cl 257) 

77.1 A councillor may be expelled from the meeting if they fail to comply with the 
Chairperson’s ruling regarding an act of disorder.  The expulsion does not prevent 
any other action from being taken against the councillor for the act of disorder 
concerned (cl 257). 

77.2 A member of the public may also be expelled from the meeting for engaging in, or 
having engaged in, disorderly conduct (cl 257). 

77.3 Under this Code the Chairperson has authority to expel councillors or members of 
the public without first seeking a resolution of Council to do so.  They may choose to 
seek a resolution in some circumstances. 

77.4  Under the Code the General Manager has authority to expel members of the public 
without there being a resolution to do so, although the General Manager, through 
the chair may seek a resolution. 

 
78 Failure to comply with an expulsion order (cl 258) 

78.1 If the Chairperson has ruled that a councillor or member of the public be expelled 
from the meeting and this person refuses to leave immediately, a police officer, or 
other authorised officer may, by using only such force as is necessary, remove the 
person from the meeting and, if necessary, restrain them from re-entering the 
meeting (cl 258). 

 
79 Maintaining general order 

79.1 The Chairperson is responsible for maintaining general order at a Council meeting.  
If disorder occurs, the Chairperson must call the meeting to order before the debate 
may continue. 

79.2 If the disorder continues after the Chairperson’s request, they must stand and call 
the meeting to order again.  Everyone at the meeting must be silent when the 
Chairperson stands. 

79.3 If disorder continues after this point, the Chairperson may adjourn the meeting for up 
to 15 minutes and leave the chair. 

79.4 When the meeting resumes, the Chairperson must put the question as to whether or 
not the business before Council should proceed.  The vote must be taken without 
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debate.  If the motion is passed, the meeting will proceed in accordance with the 
order of business.  If the motion is lost, the Chairperson may adjourn the meeting for 
a further period up to 15 minutes, or adjourn the meeting to a future date (cl 257). 

 
80 Adjourning the meeting 

80.1 A Council meeting may be adjourned if: 

• Disorder occurs. 

• There is a lack of a quorum. 

• There is insufficient time to deal with all the matters on the agenda. 

80.2 Debate is not permitted on a motion to adjourn of a meeting.   

80.3 The motion for adjournment should specify the time, date and place of the adjourned 
meeting however the Chairperson may make this determination in it is not included 
in the motion.   

80.4 If the meeting is adjourned to another day, any decisions of Council prior to the 
adjournment of the meeting are to be acted upon by the General Manager.  The 
outstanding matters must be resubmitted to the adjourned meeting for 
determination. 

 
81 Rescinding decisions 

81.1 Once a motion has been passed, it becomes a resolution of Council and must be 
acted upon.   

81.2 Council can however, change a decision in one of two ways: 

• having the matter recommitted before the meeting concludes; or  

• use of a rescission motion. 

 
82 Recommitting a matter 

82.1 Following a request by a minimum of three councillors, Council may recommit a 
matter for further consideration, by resolution at the same meeting at which the 
matter is resolved.  When this occurs, the previous resolution is set aside and the 
debate may commence again.  Recommittal is not allowed if the meeting is 
adjourned to another day. 

 
83 Rescission motions (s372) 

83.1 A Council resolution cannot be rescinded without due notice being given by way of a 
notice of rescission motion. 

83.2 A notice of rescission motion can be lodged at the meeting where the decision was 
made.  The matter will be included on the Agenda for the next Ordinary Meeting of 
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Council and no action to carry out the resolution shall be taken until the rescission 
motion is dealt with.  

83.3 If less than three months has passed since the original resolution was made, the 
notice must be signed by three councillors.   

83.4 If more than three months have passed, a notice of rescission motion (signed by 
three councillors) may be submitted to the General Manager for inclusion in a 
forthcoming agenda in accordance with notice of motion procedures outlined in 
section 9 of this code. No further action to carry out the resolution shall be taken 
until the rescission motion is dealt with. 

  
84 Subsequent motions 

84.1 If a rescission motion is carried and it is proposed to move a further motion then the 
motion proposed must be foreshadowed at the same time as the notice of rescission 
motion is lodged (s 372). 

 
85 Rescinding development consent 

85.1 Under Section 83 of the Environmental Planning and Assessment Act 1979  
development consent has effect from the date endorsed on the written notification.   

85.2 A motion to grant development consent may not be rescinded once the applicant 
has been formally issued with a notice of determination. 

85.3 Section 82A of the Environmental Planning and Assessment Act 1979 allows 
applicants to seek a review of a development application determination.  If Council 
changes the determination after conducting the review the Act states this will 
replace the earlier determination, from the date of the review.  Therefore, a 
rescission motion is not required. 

 
86 Revisiting motions that were negatived 

86.1 If an original motion is lost it is referred to as “being negatived”.   

86.2 A councillor may put this motion forward again, providing the appropriate notice is 
given (two weeks before the meeting) and the notice of motion is signed by three 
councillors if less than three months has passed since the motion was defeated.  If 
the matter is lost again, Council may not consider another motion to the same effect 
within three months (s 372). 

 
87 Revisiting rescission motions 

87.1 If a motion to rescind an earlier resolution is lost, Council may not consider another 
motion to the same effect within three months (s 372). 
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88 Loss of the proposed mover 

88.1 If a rescission motion has been correctly submitted by a councillor and that person 
ceases to hold office before the motion is due to be considered, the matter may still 
be debated by Council. 

88.2 Whether the motion is actually debated will depend on whether other councillors 
choose to move and second the motion at the meeting (cl 245 & 246). 
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Section 4 Public Participation 
 
89 Public involvement in Council meetings 

89.1 The general public are entitled to attend a meeting of Council as an observer and 
member of the gallery (s 10). However, the Act does not provide for members of the 
public to actively participate in meeting proceedings.   

89.2 Council encourages public involvement and people may participate in Council 
meetings in the following ways: 

• making a written submission; 

• making a presentation at the Council meeting; 

• reviewing Agendas and minutes on Council’s website, at the administration 
centre or a local library. 

 
90 Notice of meetings and agenda items (s 9, cl 232) 

90.1 Meeting dates will be published in newspaper media and on the Mid-Coast Council 
website.   

90.2 Business papers will generally be publically available on the website by the Friday 
before the meeting. 

 
91 Notice of development matters 

91.1 During the Development Assessment process, in accordance with the 
Environmental Planning & Assessment Act, Council staff may invite those potentially 
affected by a Development Application to make a written submission during the 
assessment process   

91.2 If the matter subsequently goes before Council the submissions will be provided to 
councillors for their consideration.   

91.3 When the matter is due to come before Council anyone who has made a submission 
will be notified and invited to make a presentation to Council on the matters raised in 
their submission. 

 
92 Speaking at Council meetings 

92.1 Members of the public may apply to speak on any matter on the Agenda of an 
Ordinary Meeting of Council.  An application to speak shall be made by using the 
form available on the Mid-Coast Council website or from the front counter at council 
administration centres.  Assistance to complete an application may be sought from 
Council via telephone or in person. 

92.2 Applications must be received in writing no later than 4pm the day prior to the 
Council meeting. 

92.3 The Mayor will decide whether an applicant will be heard.   



 

 
 
Code of Meeting Practice Page 42 of 50 

92.4 Matters relating to the determination of a Development Application including any 
alleged breaches of the Environmental Planning & Assessment Act may be refused,  

92.5 Matters relating to “confidential” matters under the Local Government Act such as 
some legal matters, tenders, and personnel matters may also be refused.  

92.6 The number of speakers on a particular issue may be limited at the discretion of the 
Mayor.   

92.7 The Mayor will advise the meeting: 

• the names of members of the public who have been approved to speak and 
to which item on the agenda 

• the names of members of the public who sought approval to speak and the 
reason this authorisation was not granted or where the member of the public 
withdrew their application.  

92.8 If, following the speaker’s deputation, the matter is adjourned to another meeting; 
the Mayor shall have discretion whether to permit a further deputation on the matter 
on that second occasion. 

92.9 A list of conditions for addressing Council will be included with the application form 
and authorised speakers will be required to sign an undertaking to abide by the 
conditions before they may speak. 

92.10 The requirements are that the speaker shall: 

• state their name and explain their interest in the issue; 

• observe time limits; 

• ensure any relevant donations are declared before addressing planning 
matters; 

• refrain from making defamatory or offensive comments. Speakers at meetings 
of Council are not accorded “absolute privilege” and any potentially offensive 
or defamatory remarks may leave the speaker open to legal action; and  

• abide by the protocols of the meeting 

92.11 Each speaker will have five minutes to address Council.  An extension of time may 
be granted by a resolution of Council.  

92.12 The speaker’s discussion is to be restricted to the matters raised in their written 
submission or to matters addressed in the staff report if no written submission was 
made.   

92.13 No new material can be introduced and speakers may not use visual aids, such as 
PowerPoint, to support their presentation. Speakers may provide written materials to 
all Councillors. 

92.14 At the conclusion of the speaker’s address, councillors may ask questions of the 
speaker to clarify any issues raised in the presentation.  Councillors shall not enter 
into debate with the speaker or discuss with the speaker possible recommendations 
or amendments that may arise during the debate. 
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92.15 The only motion that can be moved resulting from a member of the public speaking 
to a matter not on the agenda (See 13.1 10a) is to move that a report be brought to 
the next meeting. Matters of extreme urgency will be dealth with in accordance with 
13.3 of this code. 

92.16 Once the speaker has concluded their presentation, they shall resume their seat in 
the public gallery and must not approach councillors at the meeting table or enter 
into further discussion on the matter during the meeting. 

 
93 Deputations - Council meetings 

93.1 A deputation is a presentation from a member of the public (which could be on 
behalf of an organisation or individual).  

93.2 A deputation may seek to address Council on any matter. 

93.3 Application shall be made using the application form available on the Mid-Coast 
Council website. The application must include a précis in writing of the issue they 
propose to address.  Assistance to complete an application may be sought from 
Council via telephone or in person. 

93.4 Application made using the application form available on the Mid-Coast Council 
website which requires a précis of the issue proposed to be addressed be 
submitted. Assistance to complete an application is available on request. 

93.5 There can be no discussion with a deputation at a councillor workshop if the matter 
is being considered by Council through the planning process or will be presented as 
a staff report to Council at a forthcoming meeting. 

93.6 Applications must be received in writing no later than 4pm the day prior to the 
Council meeting or workshop. 

93.7 Members of the public who have a bona fide interest in a matter, but are unable to 
personally address a meeting because of infirmity or disability may request that a 
spokesperson appear on their behalf.  

93.8 If a deputation is to be represented by a lawyer, the lawyer must not during the 
deputation address Council on, or raise, any legal issues or opinions or provide any 
legal advice during the deputation.  If they do Council may terminate the deputation. 

 
94 Attendance in the public gallery 

94.1 The public is welcome to watch Council meetings from the public gallery, unless 
numbers need to be limited due to justifiable concerns about safety or security.   

94.2 People in the public gallery should remain seated and observe the protocols of the 
meeting.   

94.3 The following actions may result in a person being asked to leave the meeting: 

• making audible comments, behaving in a disorderly manner or interjecting 
during the meeting; 
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• approaching councillors at the meeting table or passing written material to 
councillors or Council staff while the meeting is in progress; or 

• using recording devices (audio or visual) or taking photographs without the 
prior permission of Council. 

95 Mobile phones  

95.1 All mobile phones must be turned off or placed on silent for the duration of the 
meeting. 

 
96 Attendance by the media 

96.1 The media is welcome to attend and report upon the proceedings at Council 
meetings.   

96.2 Council will ensure adequate notice of Agenda items is provided to the media and 
that a media table is available in the meeting room. 

96.3 The media may not record the meeting (using audio or visual recorders) or take 
photographs of the proceedings without the prior permission of Council.  

96.4 The media must not approach Councillors at the meeting table, nor pass written 
material to Councillors or Council staff while the meeting is in progress. 

 
97 Amendment of this code (s 361, 362 and 363) 

97.1 Council may amend its Code of Meeting Practice by means only of a code so 
adopted. 

97.2 Before adopting a Code of Meeting Practice, Council must prepare a draft code. 

97.3 Council must give public notice of the draft code after it is prepared. 

97.4 The public notice must also specify a period of not less than 42 days after the date 
on which the draft code is placed on public exhibition during which submissions may 
be made to the council. 

97.5 Council must publicly exhibit the draft code in accordance with its notice and the 
period of public exhibition must not be less than 28 days. 

97.6 After considering all submissions concerning the draft code which are received, 
Council may decide: 

• to amend those provisions of its draft code which supplement the regulations 
made for the purposes of section 360, or 

• to adopt the draft code as its code of meeting practice. 

97.7 If Council decides to amend its draft code, it may publicly exhibit the amended draft 
in accordance with this clause or, if Council is of the opinion that the amendments, 
following exhibition, are not substantial, it may adopt the amended draft code 
without further public exhibition. 
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Appendix 1 – Guiding Principals 

Mid-Coast Council is a local authority constituted under the Local Government Act 1993. The Act 
includes a Guiding Principles for all Councils in NSW that are a guide to councils in carrying out 
their functions as follows: 
 
 
8A   Guiding principles for councils 
 

1) Exercise of functions generally The following general principles apply to the exercise of 
functions by councils: 
a) Councils should provide strong and effective representation, leadership, planning and 

decision-making. 
b) Councils should carry out functions in a way that provides the best possible value for 

residents and ratepayers. 
c) Councils should plan strategically, using the integrated planning and reporting 

framework, for the provision of effective and efficient services and regulation to meet 
the diverse needs of the local community. 

d) Councils should apply the integrated planning and reporting framework in carrying out 
their functions so as to achieve desired outcomes and continuous improvements. 

e) Councils should work co-operatively with other councils and the State government to 
achieve desired outcomes for the local community. 

f) Councils should manage lands and other assets so that current and future local 
community needs can be met in an affordable way. 

g) Councils should work with others to secure appropriate services for local community 
needs. 

h) Councils should act fairly, ethically and without bias in the interests of the local 
community. 

i) Councils should be responsible employers and provide a consultative and supportive 
working environment for staff. 
 

2) Decision-making The following principles apply to decision-making by councils (subject to 
any other applicable law): 
a) Councils should recognise diverse local community needs and interests. 
b) Councils should consider social justice principles. 
c) Councils should consider the long term and cumulative effects of actions on future 

generations. 
d) Councils should consider the principles of ecologically sustainable development. 
e) Council decision-making should be transparent and decision-makers are to be 

accountable for decisions and omissions. 
 

3) Community participation Councils should actively engage with their local communities, 
through the use of the integrated planning and reporting framework and other measures. 
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Appendix 2 - What interests do not have to be disclosed? 

s448 What interests do not have to be disclosed? 

The following interests do not have to be disclosed for the purposes of this Part: 

(a)  an interest as an elector, 

(b)  an interest as a ratepayer or person liable to pay a charge, 

(c)  an interest in any matter relating to the terms on which the provision of a service or the 
supply of goods or commodities is offered to the public generally, or to a section of the public 
that includes persons who are not subject to this Part, 

(d)  an interest in any matter relating to the terms on which the provision of a service or the 
supply of goods or commodities is offered to a relative of the person by the council in the 
same manner and subject to the same conditions as apply to persons who are not subject to 
this Part, 

(e)  an interest as a member of a club or other organisation or association, unless the interest is 
as the holder of an office in the club or organisation (whether remunerated or not), 

(f) an interest of a member of a council committee as a person chosen to represent the 
community or as a member of a non-profit organisation or other community or special 
interest group if the committee member has been appointed to represent the organisation or 
group on the committee, 

(g) Repealed 

(h)  an interest relating to a contract, proposed contract or other matter if the interest arises only 
because of a beneficial interest in shares in a company that does not exceed 10 per cent of 
the voting rights in the company, 

(i)  an interest of a person arising from the proposed making by the council of an agreement 
between the council and a corporation, association or partnership, being a corporation, 
association or partnership that has more than 25 members, if the interest arises because a 
relative of the person is a shareholder (but not a director) of the corporation or is a member 
(but not a member of the committee) of the association or is a partner of the partnership, 

(j)  an interest of a person arising from the making by the council of a contract or agreement with 
a relative of the person for or in relation to any of the following, but only if the proposed 
contract or agreement is similar in terms and conditions to such contracts and agreements as 
have been made, or as are proposed to be made, by the council in respect of similar matters 
with other residents of the area: 

(i)  the performance by the council at the expense of the relative of any work or service in 
connection with roads or sanitation, 

(ii)  security for damage to footpaths or roads, 

(iii)  any other service to be rendered, or act to be done, by the council by or under any Act 
conferring functions on the council or by or under any contract, 

(k)  an interest relating to the payment of fees to councillors (including the mayor and deputy 
mayor), 
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(l)  an interest relating to the payment of expenses and the provision of facilities to councillors 
(including the mayor and deputy mayor) in accordance with a policy under section 252, 

(m)  an interest relating to an election to the office of mayor arising from the fact that a fee for the 
following 12 months has been determined for the office of mayor, 

(n)  an interest of a person arising from the passing for payment of a regular account for wages 
or salary of an employee who is a relative of the person, 

(o)  an interest arising from being covered by, or a proposal to be covered by, indemnity 
insurance as a councillor or member of a council committee, 

(p)  an interest arising from appointment of a councillor to a body as representative or delegate of 
the council, whether or not a fee or other recompense is payable to the representative or 
delegate. 

  



 

 
 
Code of Meeting Practice Page 48 of 50 

Appendix 3 - Motions, Amendments and Foreshadowed Motions 

Motions  

1. A motion is a proposal, moved by one councillor and seconded by another calling for a 
specific action to be taken or a decision to be made on the particular matter before the 
Council.  

2.  If that motion is passed it becomes a resolution of the Council. The mover of a motion may 
be given the opportunity to explain the motion before a seconder is called for, if considered 
necessary by the Chairperson.  

3.  Once a motion is moved and seconded the meeting can then try and reach a decision by 
considering the specific proposal with speakers supporting it, opposing it, or suggesting 
changes to it.  

4.  If there is no objection to a motion before Council, there shall be no right of reply, and the 
Chair shall put the motion.  

5.  Where there is a motion and an amendment, following debate on the amendment and then 
the motion, the mover of the motion has a right of reply prior to voting on the amendment 
taking place.  

6.  A motion should be very specific in its intention, and must be capable of being implemented.  

7.  If possible, a motion should be qualified by referring to a timetable, financial implications, 
who is to take the necessary action, etc.  

8.  The motion should be simple and easy to understand so that there is no doubt about its 
meaning - it should be well structured and if it involves a number of different aspects then 
there should be different parts to the motion.  

9.  A councillor seconding the motion is in effect saying "I support this proposal." If no person 
present is prepared to second the motion it then lapses and should not be discussed further.  

10.  When a motion is complex in its wording and intent, a councillor shall submit the motion in 
writing so that it can be circulated to all members present and the minute taker either 
electronically or in hard copy format. This will allow the motion/amendment to be displayed 
accurately on the visual screens at the time that the motion or amendment is being 
discussed. This will remove any doubt in the minds of Councillors as to what exactly is being 
moved. Likewise, the Chairperson should ensure that any motion/amendment is clearly 
understood by all councillors present prior to voting.  

11.  A motion should start with the word “THAT”, for example “THAT the road be closed.” 

12.  Motions should be written in a positive sense so that a “yes” vote indicates support for the 
action, and a “no” vote indicates that no action should be taken.  

13.  The mover of the motion has the right to speak first, and a general “right of reply” at the end 
of the debate. No new information or material should be argued during the “right of reply.”  

14.  The seconder of the motion speaks after the mover, but may choose to hold over their 
speaking rights until later in the debate.  

15.  At the end of the debate, the Chairperson puts the motion to the meeting for voting by 
councillors.  
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Amendments  

1.  An Amendment to a motion requires a mover and a seconder to put it forward.  

2.  The Amendment must be dealt with before voting on the main motion. Debate is allowed only 
in relation to the amendment and not the main motion – which is suspended while the 
amendment is considered.  

3.  If the amendment is passed, it becomes the motion and this new motion can be debated. If 
the amendment is not supported, the main motion stays in its original form.  

4.  There should only be one amendment to a motion before Council at any time. If several 
amendments are proposed, each should be moved, seconded, debated and voted upon 
before the next. 

5.  Amendments may be in the form of additional words to a motion and/or the removal of 
words. Any such amendment to a motion must not alter the motion to the extent that it 
effectively reverses the motion. In any case an amendment to a motion will need to be made 
with the concurrence of the mover and seconder of the motion.  

Foreshadowed Motions/Amendments  

1.  It is possible to advise the Council of an intention of a foreshadowed Motion/ Amendment 
that relates to the business currently before Council.  

2.  The Chairperson can not accept the foreshadowed Motion/Amendment until the current 
Motion/Amendment has been determined.  
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Appendix 4 – Motions and Amendments Flowchart 
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