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1. Purpose 

 

To provide members of the community with the most commonly requested information about Ordinary 

Meetings and Special Meetings of Council (also known as Council Meetings). 

 

The Mayor and Councillors of Maroondah City Council welcomes all members of the community to 

attend Council Meetings. Seating for visitors is provided in the public gallery at the rear of the Council 

Chamber. 

 

2. Background / Context 
 

Maroondah City Council has adopted a number of procedural matters to be followed through its Meeting 

Procedure Local Law - (Local Law No. 12 Meetings Procedure and Use of Common Seal). This Local 

Law governs the proceedings of all Council Meetings by prescribing the rules and protocols for proper 

meeting conduct and debate. It is typical of meeting procedures used by local governing authorities 

and is based on the Westminster Parliamentary system.  

 

Development or reviews of Local Laws can be onerous and costly.  

 

By developing this policy, Maroondah City Council aims to provide timelier, cost effective and flexible 

reviews of certain provisions in Council Meetings; in particular those that relate to the community 

engagement in Council Meetings. 

 

3. Objectives 
 

In the spirit of being collaborative, accessible and transparent, Maroondah City Council intends, through 

this Policy, to provide for various opportunities for the community to participate or be acknowledged 

and recognise improvements in technology and engagement practices at Council Meetings.   

 

Council sets out the principles and general procedures that will be followed.  This policy also addresses 

the aspect of privacy in the provision of personal details at the point of collection and outlines Council’s 

responsibility to be open and transparent in making material (including submissions, questions and 

petitions) available to the public. 

 

As Council engages with its community and conducts its operations and service delivery requirements  

it remains committed to complying with applicable Occupational Health and Safety legislation, 

particularly as it relates to providing a physically and psychologically safe workplace for employees, 

and all persons in the workplace. 

 

4. Scope  
 

This Policy supports Local Law No. 12 (Meetings Procedure and Use of Common Seal), to facilitate 

community participation in meetings with Council and to regulate and control the procedures that relate 

to this and applies to both Ordinary and Special Meetings of Council. 
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5. Relationship to the Maroondah 2040 Community Vision 
 

In relation to Maroondah 2040: Our future together, the operation of this policy is aligned with: 

Community Outcome: A well governed and empowered community 

Key Directions: 8.1 Provide enhanced governance that is transparent, 
accessible, inclusive and accountable 
 

. 

6. Alignment with Council’s mission and values 

This policy supports Council’s Mission and Values through ensuring the resilience of functions which 

support the provision of accessible and sustainable lifestyles for the community.  

7. Statement of Practice 

7.1    General Information about Council Meetings 
Decisions made at formal Council Meetings provide the direction and authority for the ongoing 

operation of the Council. It is at these meetings that the Chair and Councillors decide the policy direction 

of the Council and make decisions on other statutory matters. 

The decisions give direction to the Chief Executive Officer and are implemented by Council employees. 

Council is a corporate body and as such, it can only make decisions by resolution, i.e. a motion must 

be put to the vote at a properly convened meeting and adopted by the required majority of Councillors 

present.  

A Council can only make decisions and adopt resolutions about matters falling within its jurisdiction, 

otherwise it will be deemed to be acting ‘ultra vires’, i.e. acting beyond its powers. 

Council’s Local Law No. 12 (Meetings Procedure and Use of Common Seal) was developed to provide 

procedures for the conduct of Council meetings. 

The Chair of the meeting has a casting vote if there is an equality of votes. 

The method of voting is carried out by a show of hands.  

Debate Procedure 

The Chair will introduce each item of business by reading out the item number and the title of the 

item, following which the item will be introduced by the relevant Director.  

Councillors, after being afforded the opportunity of asking questions on the item, will then be invited to 

move a motion.  Generally, the motion will be to Move: 

• the Officer's Recommendation in the Council Meeting Agenda for that item, or 

• an alternative Motion, or 

• a Procedural Motion. 

 

The Chair will indicate who has Seconded the Motion.  

If there is no Seconder the Motion Lapses, and another motion can be moved. 

Upon the motion being seconded, the Chair will invite the mover of the motion and then the seconder 

to speak. They may speak or decline the opportunity to speak. 
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The Chair will then invite speakers For and Against the motion. During this process any Councillor can 
move an amendment (or give notice of their intention to move an alternative motion, if the motion being 
considered is not adopted). 

 

If an amendment is moved, the Chair will call for a seconder.  
 

If there is no seconder, the amendment lapses, and the original motion is debated.  

 

If the amendment is seconded, the mover and seconder of the amendment are invited to speak, 

followed by other Councillors speaking For and Against the amendment.  

 

When there are no more speakers the Chair puts the amendment to the vote.  

If the amendment is adopted, it becomes the substantive motion. 

If the amendment is defeated it is finished with. 

The Chair will then proceed to deal with the original motion, inviting Councillors to speak to the motion.  

When there are no more speakers the mover of the motion is invited by the Chair to close debate 

- (also known as the right of reply). 

The Chair then puts the motion to the vote.  

The Chairperson will then declare the motion either CARRIED or LOST. 

In-Camera 

Meetings are closed to the public when items of a confidential nature are discussed, such as an 

individual's financial circumstances, a personnel matter, proposed development, contractual 

arrangements or legal matters. These are defined in more detail within Section 89 of the Local 

Government Act 1989  

7.2    Requirements for Councillors whilst speaking 

Councillor stands whilst speaking and ensures they utilise the desk microphone in front of them, so that 
all visitors in attendance (including hearing loop or live streaming services) may hear the debate and 

decision making of the Council. 

7.3 Streaming Council Meetings 

In the spirit of open, accessible and transparent governance, Maroondah City Council live streams all 

Council Meetings. 

Live streaming allows you to view proceedings via the internet without the need to attend Council 

meetings. This gives greater access to Council debate and decisions and eliminates geographic 
barriers that may prevent the community from attending meetings. Previously streamed meetings are 

also available in Council’s video archive - http://webcast.maroondah.vic.gov.au/video.php 

By attending a Council Meeting those present may be recorded or image captured, although all care is 

to be taken to maintain a person’s privacy as an attendee in the gallery. Notices to this effect are on 

display at the meeting. 

Council’s Policy 'Live Streaming and Publishing Recordings of Meetings’ provides information and 

procedures in relation to the recording and live streaming of Council Meetings and can be accessed on 

the Maroondah web-site:  

http://www.maroondah.vic.gov.au/About-Council/Our-organisation/Policies/Live-Streaming-and-

Publishing-Recordings-of-Meetings-Policy 
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7.4 Behaviour Expectations for Visitors attending Council Meetings 

All visitors at a meeting are required to behave in accordance with the Meeting Procedure Local Law 

to allow the meeting to proceed without disruption. 

In keeping with State & Federal Parliament guidelines, appropriate behaviour includes: 

• Being quiet during proceedings 

• Not creating a nuisance within the meeting 

• Being respectful of the protocols of the meeting 

• Not harassing those attending the meeting, including Councillors, Council employees and other 

visitors 

• Not bringing in any placards, posters or materials other than personal effects  

• Not displaying any physical violence or verbal abuse to anyone or anything within the meeting 

• Not wilfully or recklessly endanger the physical and/or psychological safety of Council employees, 

workers, contractors or other persons in the workplace  

• Not recording meeting proceedings without the consent of the Chair/Chairperson via photography 

filming or audio, unless consent has been given 

• Having mobile devices switched off or on silent  

• Not engaging in unlawful conduct 

. 

The Chair has the discretion to cause the removal of any person, including a Councillors, who disrupts 

any meeting or fails to comply with a direction in accordance with clause 83 of Local Law No.12 

(Meetings Procedure and Use of Common Seal) or conducts themselves in a manner that may 

constitute an immediate risk to the physical and/or psychological safety of other persons attending the 

meeting. 

 

7.5 Petitions 

The community has the right to lobby Council and can do so through petitioning. 

Upon receipt of a petition, the matter is then listed as an item of business on the next Ordinary Council 

Meeting Agenda under the appropriate Directorate.  If there is insufficient time to prepare a full report 

on the subject matter, the report will simply note the contents of the petition and direct that a further 

report on the matter be prepared. 

Council has no specific format requirement for petitions, provided that the Prayer of the petition is 

contained on each page. 

Requirements for a Valid Petition 

For a petition from the community to be accepted and presented to a Council meeting on its own merits, 

the following requirements must be met: 

Petition must:  

• be addressed to Maroondah City Council 

• refer to a matter on which Maroondah City Council has the power to act 

• contain a Prayer requesting action by Maroondah City Council 

• be signed by at least ten people (must not be in pencil) who reside within the municipality 

• not relate to a matter under consideration through a current submission/objection process (e.g. 

through the Planning and Environment Act 1987 or the Local Government Act 1989) 
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Prayer of the Petition must:  

• be placed at the top of every page 

• not contain any alterations 

• not be illegal and must not promote illegal acts 

• not use language of an objectionable or inflammatory nature 

Note: Only paper-based petitions that meet the above criteria will be accepted. 

Submitting Petitions 

Petitions should be forwarded by mail with the details of the head petitioner, or other nominated person 

for follow up, to: 

Maroondah City Council 

PO Box 156 

Ringwood VIC 3134 

OR delivered in person to any Maroondah City Council Customer Service Centre during business 

hours. 

 

Assessment of Petition 

Once received, Council employees will provide written acknowledgement of receipt, and undertake an 

initial assessment against the criteria specified in this policy to ensure that it complies prior to being 

presented to the next available Council meeting. 

If the subject matter relates to a current submission process (e.g. through the Planning and 
Environment Act 1987 or the Local Government Act 1989), the petition will be considered as a 
submission/objection to that process, and the lead petitioner or other nominated person notified 

accordingly. 

Any other matter will be considered as general correspondence and not presented to Council, and the 

lead submitter or other nominated person notified accordingly. 

Follow up of Petition 

Once tabled, the petition is forwarded to the appropriate Director for action. A report is then presented 
to a subsequent Ordinary Council Meeting, which will include a recommendation from Council 

employees for Council consideration. 

Council employees may contact the lead petitioner or other nominated person as appropriate to clarify 

any of the issues raised in the petition. 

The lead petitioner will be advised in writing of the outcome of the request contained in the petition 

within a reasonable timeframe. 

It is the responsibility of the lead petitioner to advise other signatories of the outcome. 
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7.6 Written Submissions 

Council will invite submissions in accordance with its Community Engagement Policy from time to time. 

Written submissions can form part of a Director’s report being presented to Council; however, there are 

no other opportunities for written submissions or correspondence to be listed as an agenda item.  

This policy does not override the provisions of the Local Government Act 1989 or change the 

opportunities or obligations in relation to people wishing to lodge submissions/objections to planning 

applications or proposed planning scheme amendments. 

Where the submission does relate to a statutory submission process under the Local Government Act 

1989 or the Planning and Environment Act 1987, Council will ensure that those procedures are 

followed, including any notifications required to those who have made a submission as specified in the 

applicable statutory processes. 

 

7.7 Public Question Time 

Local Law No. 12 (Meetings Procedure and Use of Common Seal) provides an opportunity in the 

Agenda of an Ordinary Council Meeting for the public to submit questions to Councillors or Council 

Officers. 

This is not designed to take the place of contacting a Councillor or Councillors directly to discuss an 

issue, or to replace contacting Council’s Customer Services for assistance. Rather, it is designed to 

allow for clarification of issues of public interest. 

Requirements for a valid question 

For a question to be considered at an Ordinary Council Meeting, the following requirements must be 
met:  

• Questions will only be accepted in the format of the prescribed form as detailed in Appendix 1.  

Public Question Time Forms are available from the City Offices and Customer Service Centres 

and may be downloaded from Council’s website http://www.maroondah.vic.gov.au/content-

migration/Forms-and-Permits/Public-Question-Time-form 

• Questions are to be submitted to the Chief Executive Officer no later than 12 noon on the day of 

the Council Meeting  

• A person must not submit more than two questions to a Council Meeting  

• Where questions are divided into parts, each part will be considered a separate question 

 
However: 

• The Chair may disallow any question on the grounds that it is repetitive of a question already asked, 
either at the current Council Meeting or previous Council Meeting, objectionable, irrelevant, raises 
an issue of a confidential nature, or is asked to embarrass either a Councillor or Council Officer 
 

• Council will not deal with a question if the person who submitted the question is not present during 
question time, in which case he or she will be provided an answer by letter  
 

 

7.8 Privacy 

To comply with the Victorian Privacy and Data Protection Act 2014, personal information provided as 

part of any provision detailed in this policy will only be used for the primary purpose for which it was 

provided – (e.g. to consider the petition, question or submission). 
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7.9 Definitions 

Chief Executive Officer means the Chief Executive Officer of Maroondah City Council 

Council means the Maroondah City Council 

Council Meeting means an Ordinary Meeting or Special Meeting of the Council, as defined 

in Sections 83 & 84 of the Local Government Act 1989 

Councillor means a person who holds the office of Councillor of Maroondah City 

Council 

Council Employee Means a person employed by Maroondah City Council 

Chair means a person who Chairs the Council Meeting 

Director Means a Director of Maroondah City Council 

Visitor Means any person other than a Councillor or Council Officer, who 

attends a Council Meeting 

 

 

8. Policy Distribution 
 
This policy will be accessible on the Maroondah web, Smartnet and distributed to Service Area 

Managers. 
 

9. Related Policies and Documents 
 
Local Law No. 12 (Meetings Procedure and Use of Common Seal) e-CLIP ref:16/172971 

Live Streaming and Publishing Recordings of Meetings Policy e-CLIP ref: 17/9610 

Privacy Policy e-CLIP ref: 19/158433 
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