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Guidelines for speaking at a public forum 
 
Any member of the public can request to address the Council in relation to an item that is not 
on the agenda of an Ordinary Council Meeting. 

How does the public forum operate? 

Council will hold a public forum for 30 minutes prior to each Ordinary Meeting of Council 
usually commencing at 1.15pm and concluding at 1.45pm. 

The forum will be chaired by the Mayor or his or her delegate. 

After Council has heard approved speakers, Councillors may ask questions of the speaker. 

How can the public address the Forum? 

Members of the public can apply to address Council on any item that is not on the agenda of 
the Ordinary Meeting.  A person may apply to speak on no more than 2 items of business at 
a public forum.   

Speakers must be approved by the Mayor. All requests for consideration need to be 
submitted by 4pm on the day prior to the public forum using the Request to speak at a public 
forum form. 

Tips for making a presentation to Council  

The following guidelines will help in preparing a presentation: 

 Complete the Request to speak at a public forum form and confirm you have read the 
Guidelines for speaking at a public forum and will abide by the Guidelines. Approved 
speakers will need to advise the Executive Assistant on arrival of their presence and 
then proceed to the gallery in the Council Chambers. 

 Consider whether you have a matter that needs to be declared (if you are speaking 
about a development application, the law requires you to declare any political 
donations that have been made to councillors within the past two years. Forms are 
available from Council). 

 Keep your address brief and to the point. Speakers are allowed a maximum of three (3) 
minutes. If you are not used to public speaking, you may want to practice beforehand 
to see how you go for time.  

 Follow the directions of the Mayor. The Mayor (Chairperson) has the ultimate say on 
who can address and will let you know when it is your turn to speak. 

 Show courtesy to other speakers. Do not disrupt or interject when other people are 
making their addresses.  
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Provision of additional written material 

 PowerPoint displays are not permitted at public forums 

 When you make application to speak at the forum, you will be asked to indicate if you 
intend to provide additional written information. 

 If you are supplying written information you will need to supply at least 15 copies of the 
material so it can be distributed to Councillors and staff. 

 If you are supplying written information you will need to supply copies to the Executive 
Assistant no later than 15 minutes prior to the commencement of the forum to allow 
time for the information to be distributed to Councillors and staff 

Protocols 

There are certain protocols that apply to a public forum. The correct procedures are: 

 You may only speak when the Mayor (Chairperson) invites you to do so. 

 When invited to speak, please come forward and using the microphone provided state 
your name and the matter you wish to speak to. You may stand or sit, whichever is 
more comfortable for you. 

 Speakers are not permitted to ask questions of Council, Councillors or staff. 

 Whilst the forum is not recorded or minuted it is a public meeting and as such speakers 
should avoid divulging personal or private information. 

 Council will not make decisions regarding your address at the public forum. Matters 
raised that require the decision of Council will be referred to an Ordinary Council 
Meeting. 

Speaking in public 

It is important to remember that if you say anything offensive or defamatory at the meeting 
about another person you may leave yourself open to legal action.  

What’s the outcome? 

After the Council has heard each speaker they may choose to do one of the following: 

 Ask further questions of the speaker regarding the issue(s) raised 

 Where an address made at a public forum raises matters that require further 
consideration by Council staff, the General Manager may recommend that a report be 
prepared for Council to consider at a future Council meeting. 

Making a Request to Address Council 

Approval to speak will be granted or denied based on a range of factors including but not 
limited to: 

 The nature of the item; and 

 Legislative provisions that may inhibit your request being fulfilled. 


