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1. Introduction 
The aim of the Council’s Decision‐making framework is to: 

 

 reflect the contemporary expectations of the State Government and the community  

 improve efficiency and effectiveness of Council’s meeting practices 

 increase transparency, accountability and integrity of Council’s decision‐making processes 

2. Commitment to Good Governance 
One of the key elements to good governance involves the way decisions are made. 

 

Council’s commitment to strong and effective governance is guided by the principles in the Local 

Government Act 2009 and captured in our values and our Corporate Plan (2017‐22). 

 

2.1  Local government principles 
To ensure the system of local government is accountable, effective, efficient and sustainable,  

Council is required to adhere to the following principles in s4(2) of the Local Government Act 2009: 

 

 transparent and effective processes and decision making in the public interest; 

 sustainable development and management of assets and infrastructure, and delivery of effective 

services; 

 democratic representation, social inclusion and meaningful community engagement; 

 good governance of, and by, local government; and 

 ethical and legal behaviour of councillors and local government employees. 

 

2.2  Council’s values 
Council aims to uphold the following values in its daily operations with customers, external partners 

and staff.  Our values are aligned to the guiding principles contained in the Local Government Act 

2009. 

 

Value  Description 

Respect   We listen to people  

 We treat people fairly and consistently  

 We embrace diversity and opinions  

 We treat others as we wish to be treated 

Service   We seek to understand the needs of those we serve  

 We strive to exceed expectations  

 We communicate clearly  

 We take a positive approach  

 We are proud to serve our community 

Integrity   We are ethical and honest  

 We take responsibility for our actions  

 We act within statute and law  

 We take pride in the manner in which we perform our duties 

Teamwork   We promote a friendly, supportive work environment  

 We inspire and encourage innovation  

 We develop and maintain relationships  
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Value  Description 

 We work collaboratively with our community and external partners 
 

Sustainability  a) We focus on the future  
b) We respect the environment  
c) We demonstrate leadership by example 
 

 

2.3  Corporate Plan 2017‐22 
Under the ‘Strengthening Communities’ theme Council outlines its commitment to ‘strong local 

governance’ as a strategic priority for the organisation. The corporate plan emphasises the 

importance of transparent, robust and compliant decision making and the need to maintain an 

efficient and effective organisation. 

3. The Characteristics of Good Governance 
Council’s governance and integrity program aims to ensure that Council’s local representation and 

decision‐making activities have the following characteristics: 

 

Characteristics1  Description 

Transparent  The community is able to follow and understand Council’s decision 
making processes, and is able to access information about 
Council’s decisions in a timely manner. 
 

Accountable  Council is committed to being able to explain and report on 
decisions made on behalf of local community. 
 

Follow the rule of law  Council respects the law and legal processes, and is committed to 
ensuring compliance with all relevant legislation.  
 

Responsive  Council is committed to serving the community and balancing 
competing interests in a timely, appropriate and responsive 
manner. 
 

Participatory  The community is given opportunities to engage with Council in its 
decision‐making processes where appropriate. 
 

Equitable and inclusive 
 

Council is committed to achieving fair and reasonable service 
levels in the delivery of infrastructure and services to all people, 
including those who may experience barriers to participation in 
community life. 
 

Effective and efficient  Council decisions are responsive to community needs and make 
the best use of time, resources and people. 
 

 

Council’s governance and integrity program comprises seven (7) elements that align to the local 

government principles.  

                                                            
1 Adapted from Ipswich City Council (2019) Good Governance Guide, p.5 
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The implementation of Element 2 of this program ‐ transparent and effective decision making in the 

public interest (below), is the basis of this framework. 

Element 2: Transparent and effective decision making in the public interest 
Standard  Focus areas  Summary information 

Transparent and 
effective decision 
making in the public 
interest 

Conduct of Council 
meetings (structure 
and processes) 

Council meetings are conducted in 
accordance with structure determined by 
Council (at the post‐election meeting) and 
adopted meeting procedures (including 
standing orders). 
 

Management of 
conflicts of interest 

Councillors and employees proactively 
manage their conflicts of interest in 
accordance with the relevant provisions of 
the Local Government Act 2009. 
 

Provision of advice to 
Council from 
employees 
 

Council employees present accurate, well 
informed and impartial advice to Council. 

Council plans and 
policies 

Council and employees utilise approved 
plans and policies to inform decision making. 
 

Access to information 
about Council 
decisions 

Council provides information about 
decisions made by Council and employees in 
a timely manner administratively where 
possible, or alternatively under the Right to 
Information Act 2009 and the Information 
Privacy Act 2009. 
 

 

4. Council meetings: legislative requirements 
The Local Government Act 2009 (Act) and the Local Government Regulation 2012 (Regulation) 

legislates certain requirements relating to local government meetings, which include General 

meetings and Standing and Advisory Committee meetings, such as: 

 

a) A local government must meet at least once a month2 at one of the Council’s public offices.   

 

b) The public must be advised when meetings are to be held including the matters to be discussed 

at each meeting3. 

 

c) Business cannot be conducted unless a quorum is present4. 

 

                                                            
2 s257 Local Government Regulation 2012 
3 S254B and s254D Local Government Regulation 2012 
4 S254E(1) Local Government Regulation 2012 

ITEM 1.4 ADOPTION OF COUNCIL POLICIES - A20418638 (Cont.) 
 

Page 5 
 
 
 

Moreton Bay Regional Council 
 
GENERAL MEETING - 518  
28 October 2020 Supporting Information 
 
 

 
 

GENERAL MEETING - 518 Supporting Information 
28 October 2020 

 



 

Moreton Bay Regional Council Decision‐making Framework  Page 6 

d) Voting must be open and decisions can only be reached by a majority vote of Councillors 

present5. 

 

e) Meetings must be open to the public6 except for a limited number of circumstances as 

prescribed under s254J of the Regulation, where the meeting can be closed to discuss a matter 

including where Council determines public discussion would prejudice the interest of the council 

or someone else or enable a person to gain a financial advantage or suffer a loss. 

 

f) Minutes must be recorded for each General meeting and Committee meetings7.  Minutes must 

be made available on Council’s website and for inspection by the public by 5:00PM 10 days after 

the end of the meeting, unless sooner confirmed8.   

 

Advisory Committees can be exempted from taking minutes of its proceedings but must report 

its deliberations or recommendations to the Council9.   

 

In April 2019, the Queensland Government announced it was on a journey to reform the local 

government sector by strengthening the transparency, accountability and integrity of local 

government in Queensland and ensuring that public confidence and accountability is restored. 

 

This framework incorporates compliance with legislative requirements and will be amended when 

any new reforms are legislated to maintain compliance. 

 

   

                                                            
5 S254E(2) Local Government Regulation 2012 
6 S254I Local Government Regulation 2012 
7 S254F Local Government Regulation 2012 
8 S254F(6) Local Government Regulation 2012 
9 S254G Local Government Regulation 2012 
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5. Decision‐making Framework outline 
 

Council is committed to conducting its meetings in compliance with legislative provisions and 

considers the use of various forums to consider, debate and decide on matters is appropriate. 

  

Council supports open and transparent meeting procedures to preserve and build public confidence 

in the decision‐making process and to further support the nexus between this and successful 

community engagement. 

 

The framework structure is in accordance with legislation and applies to the Mayor and Councillors, 

the Chief Executive Officer and support staff. 

 

The framework will be supported by a Meeting Procedures & Standing Orders Policy (2150‐115) 

outlining procedures that must be followed specifically related to unsuitable meeting conduct, 

suspected inappropriate conduct and making and recording of conflicts of interest, as well as 

providing rules for the conduct of meetings. 

 

All meetings will be bound by the adopted Meeting Procedures and Standing Orders (except where 

suspended for informal meetings). 

 

6. Framework  
The framework covers the following Council forums: 

 

a) General Meetings (preceded by brief ‘housekeeping’ session for administrative matters) 

b) Special Meetings 

c) Standing and Advisory Committee meetings 

d) Briefings (informal meetings) 

 

The overall objective is for all officer’s reports to be submitted direct to Council’s General Meeting 

for decision and for matters to be fully debated in an open meeting, except in circumstances when a 

meeting may be closed in accordance with section 254J of the Local Government Regulation 2012. 

 

Notwithstanding the overall objective, Council also supports the conduct of Briefings (closed 

informal meetings) for the sole purpose of sharing information, clarification on complex issues and 

updates on projects and issues.  Decisions will not be made in this forum, however the minuted 

extract from each briefing will be included in the formal officers’ report to Council for decision at a 

General Meeting. 

 

Council further supports the conduct of a brief ‘house‐keeping’ sessions for administrative matters 

only, to be held prior to each General Meeting. 

 

Legislative processes and procedures relating to prescribed conflicts of interests and/or declarable 

conflicts of interest will be upheld for all meetings. 
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6.1 General Meeting  
Formal meeting of Council conducted fortnightly on a Wednesday (exceptions apply during 

identified meeting‐free periods) commencing at 9.30am. 

 

Attendees include Mayor and Councillors, Chief Executive Officer, senior executive officers 

and other associated officers. 

 

General meetings are open to the public ‐ except where circumstances permit under 254J of 

the Local Government Regulation 2012 to close a meeting. 

 

Purpose and record 

 Formal decision‐making meeting including respectful and robust debate 

 Order of business (including but not limited to): 

o consideration of officers’ report requiring decision 

o community comment session 

 Voting is by show of hands and determined by majority 

 Minutes are recorded and published on Council’s website 

 Meetings are live‐streamed from Council’s website 

 

Conduct 

 Meetings are conducted in accordance with the Meeting Procedures & Standing Orders 

Policy (2150‐115). 

 The part of the meeting where officers’ reports are being considered will be conducted 

in sessions that reflect the adopted Portfolios as defined in the Councillor Portfolios 

Roles and Responsibilities Policy 2150‐114. 

The appointed Portfolio Councillor will facilitate the conduct of the respective session of 

this part of the meeting, under the control of the Mayor (Chairperson). 

Agendas 

 Agenda documentation is distributed to Councillors and is made available on the 

website on the Thursday preceding the Wednesday meeting. 

 Late reports and/or supplementary agendas are not encouraged however may be 

utilised for extraordinary/emergent matters as requested by the Chief Executive Officer 

in consultation with the Mayor. 

 Notification of meetings and agenda is publicised (as required by legislation). 
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6.2  ‘Housekeeping’ session  
Informal gathering of Mayor and Councillors, with attendance optional, immediately prior to 

a General Meeting, generally commencing at 9.00am. 

 

Attendees include Mayor and Councillors, Chief Executive Officer and other associated 

officers as required. 

 

This session is not open to the public. 

 

Purpose and record 

 Forum for raising administrative type matters only such as diary coordination, advice on 

forthcoming events and conferences, issues regarding clerical support etc. 

 Includes reminder for Councillors to finalise any declarations of interest for General 

Meeting to follow. 

 Notes are recorded for internal purposes only. 

 

Conduct 

 This is an opportunity to raise administrative matters only in an informal environment, 

however, conventional meeting conduct protocols will apply. 

 Any non‐administrative matters raised inadvertently will not be discussed and be 

deferred for discussion as General Business or other suitable agenda item in a Council 

General Meeting. 

Agendas 

 Agenda documentation, if required from time to time, is distributed to Councillors on 

the business day preceding the Wednesday session. 

 

Other matters for information and/or general feedback (e.g. information and advices from 

Government agencies for information or noting) will be provided via a specified portal. 

 

6.3  Briefings  
Informal meeting of Council conducted fortnightly (alternate week to General Meeting) 

commencing at 9.00am, and may also be conducted following a General Meeting (where 

time permits). 

 

Attendees include Mayor and Councillors, Chief Executive Officer, senior executive officers 

and other associated officers as required. 

 

This briefing is not open to the public, however may include attendance by individuals 

and/or delegations, as invited by the Mayor; typically external consultants working with 

council staff on a particular project the subject of the briefing. 
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Purpose and record 

 Forum for the sole purpose of sharing information, clarification on complex issues and 

updates on projects and issues 

 Non‐decision making forum 

 Minutes are taken and extracts from each briefing will be included in the formal officers’ 

report to Council for decision at a subsequent General Meeting 

 

Conduct 

 Briefings will not follow formal procedures or standing orders, however conventional 

conflict of interest and meeting conduct protocols will apply. 

Agendas 

 Agenda documentation is distributed to Councillors on Thursday preceding the 

Wednesday briefing 

 Notification of briefings and agenda is not required for informal meetings. 

 

NB:  Briefings will not result in or drive decision making at the briefing nor pre‐

determination of future Council decisions on subject matters.  Briefings will not be a forum 

for consensus‐building or enabling influence. 

 

6.4  Delegated Decisions Committee  
Standing Committee with decision‐making powers. 

 

Meetings are conducted on an ‘as required’ basis, as resolved by Council when a majority of 

councillors present at a meeting declare a conflict of interest and the matter cannot be 

decided at a General Meeting. 

 

Composition of the Committee is determined and amended where necessary depending on 

the topic/s delegated to it to decide (generally comprising of unconflicted Councillors). 

 

Attendees include Committee members, Chief Executive Officer, senior executive officers 

and other associated officers. 

 

Meetings are open to the public ‐ except where circumstances permit under 254J of the 

Local Government Regulation 2012 to close a meeting. 

 

Terms of Reference are adopted by resolution of Council. 

 

Purpose and record 

 Sole purpose is to decide matters as may be delegated to it by Council under s257 of the 

Local Government Act 2009 (“the Act”), where that delegation arises as a consequence 

of s150EUof the Act. 

“150EU If there is less than a quorum at a meeting following councillors leaving the 

meeting after declaring conflicts of interest, under subsection (2), the local 

government must delegate deciding the matter under section 257, unless deciding 

the matter cannot be delegated under that section.” 
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 Decision‐making meeting 

 Voting is by show of hands and determined by majority 

 Minutes are recorded and published on Council’s website as well as being provided to 

the General meeting for information only. 

 Meetings are live‐streamed from Council’s website 

 

Conduct 

 Meetings are conducted in accordance with the Meeting Procedures & Standing Orders 

Policy (2150‐115). 

 The part of the meeting where officers’ reports are being considered will be conducted 

in sessions that reflect the adopted Portfolios as defined in the Councillor Portfolios 

Roles and Responsibilities Policy 2150‐114. 

The appointed Portfolio Councillor if in attendance, or Committee member as 

determined by the members at the meeting, will facilitate the conduct of the respective 

session of this part of the meeting, under the control of the Mayor (Chairperson). 

Agendas 

 Agenda documentation is distributed to Councillors and is made available on the 

website on the Thursday preceding the Wednesday meeting 

 Notification of meetings and agenda is publicised (as required by legislation) 

 

6.5  Audit Committee 
Advisory Committee that reports its deliberations or recommendations to the Council. 

 

S210 of the Local Government Regulation 2012, legislates the composition of the Committee 

that must consist of at least 3, but no more than 6 members, with 1, but no more than 2 

Councillors being appointed to the Committee.  The other members are external persons. 

 

Due to its legislative mandatory composition, the Audit Committee is an Advisory 

Committee as its composition includes external persons. 

 

The Audit Committee is required to meet at least twice each financial year. 

The Audit Committee is exempted from taking minutes however is required to provide the 

Council with a written report about the matters reviewed at the meeting and the 

committee’s recommendations about those matters10.   

 

Meetings are conducted on a quarterly basis in line with key financial dates. 

Meetings are held on a Thursday at the Council’s public office in the Strathpine Chamber 

commencing at 1.00pm. 

 

Audit Committee meetings are not open to the public and are conducted in closed 

meeting11. 

 

Terms of Reference are adopted by resolution of the Council. 

                                                            
10 s211(1)(c) Local Government Regulation 2012 
11 S254A(2) of the Local Government Regulation 2012 
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Moreton Bay Regional Council Decision‐making Framework  Page 12 

 

Purpose and record 

 By definition as a ‘large local government’, Moreton Bay Regional Council must establish 

an Audit Committee (s105(2) of the Local Government Act 2009) 

 The Committee’s purpose is to provide independent assurance and assistance to 

Council, the CEO and the Executive Management Team (EMT) on Council’s risk, control 

and compliance framework, and its financial statement responsibilities. 

 Non‐decision‐making meeting 

 Voting is by show of hands and determined by majority 

 No formal minutes, however a report to the Council about the matters reviewed at the 

meeting and the committee’s recommendations about the matters.   

Once confirmed, the report of the Committee’s recommendations is published on 

Council’s website. 

Conduct 

 Meeting procedures do not apply to meetings of the Audit Committee. 

 Meeting are conducted in closed session  

Agendas 

 Agenda documentation is distributed to Councillors and external members on the Friday 

preceding the Thursday meeting 

 Notification of meetings and agenda is not publicised  

 

 

6.6  Adopted meeting schedule 
The Council must, at least once in each year, adopt and publish a notice of the days and 

times when ordinary (General) meetings and ordinary meetings of its Standing Committees 

will be held12. 

 

The annual meeting schedule is published on the Council’s website, and in other ways 

Council considers appropriate13. 

 

 

 

                                                            
12 s254B(1) Local Government Regulation 2012 
13 s254B(2) Local Government Regulation 2012 

ITEM 1.4 ADOPTION OF COUNCIL POLICIES - A20418638 (Cont.) 
 

Page 12 
 
 
 

Moreton Bay Regional Council 
 
GENERAL MEETING - 518  
28 October 2020 Supporting Information 
 
 

 
 

GENERAL MEETING - 518 Supporting Information 
28 October 2020 

 



 

 
Policy: 2150-115 - Meeting Procedures and Standing Orders Policy 
Version 2 – DRAFT Page 1 

Policy: 2150-115 
 

Meeting Procedures and Standing Orders Policy 
 

Index: 

Head of Power .................................................................................................................... 4 

Objective ............................................................................................................................ 4 

Definitions ‐ GENERAL TERMS............................................................................................ 4 

Application ......................................................................................................................... 5 

Statement ........................................................................................................................... 5 

A.  MEETING PROCEDURES ............................................................................................. 5 

Definitions ‐ MEETING PROCEDURES ................................................................................. 6 

1.  Meeting Procedures ................................................................................................... 9 

1.1  Conduct during meetings ............................................................................... 9 

2.  Unsuitable meeting conduct or inappropriate conduct ............................................ 9 

2.1  Process for dealing with unsuitable meeting conduct by a Councillor in a 
meeting ....................................................................................................... 10 

2.2  Process for dealing with suspected Inappropriate Conduct which has been 
referred to a Local Government by the Independent Assessor ..................... 11 

2.3  Prescribed Conflict of Interest ...................................................................... 12 

2.4  Declarable conflict of interest ...................................................................... 13 

2.5  Suspected conflict of interest ....................................................................... 15 

2.6  Loss of quorum ............................................................................................ 15 

2.7  Recording conflicts of interest...................................................................... 15 

B.  STANDING ORDERS ................................................................................................. 16 

Definitions ‐ STANDING ORDERS ...................................................................................... 16 

3.  Meetings .................................................................................................................. 16 

3.1  Presiding Officer (Chairperson) .................................................................... 16 

3.2  Councillor Portfolios ‐ Meeting Sessions ...................................................... 17 

3.3  Times of Meeting ......................................................................................... 17 

3.4  Notice and Agendas for meetings ................................................................ 17 

3.5  Order of Business ......................................................................................... 18 

3.6  Special Meetings .......................................................................................... 19 

3.7  Quorum ....................................................................................................... 19 

3.8  Attendance at meetings ............................................................................... 19 

ITEM 1.4 ADOPTION OF COUNCIL POLICIES - A20418638 (Cont.) 
 

Page 13 
 
 
 

Moreton Bay Regional Council 
 
GENERAL MEETING - 518  
28 October 2020 Supporting Information 
 
 

 
 

GENERAL MEETING - 518 Supporting Information 
28 October 2020 

 

HayleyKenzler
Text Box
#2 Meeting Procedures and Standing Orders Policy



 

 
Policy: 2150-115 - Meeting Procedures and Standing Orders Policy 
Version 2 – DRAFT Page 2 

3.9  Leave of absence from meetings .................................................................. 20 

3.10  Absence from meetings ............................................................................... 20 

3.11  Mayoral minute ........................................................................................... 20 

3.12  Memorials and condolences ........................................................................ 20 

3.13  Petitions ...................................................................................................... 21 

3.14  Notice of motion to repeal or amend resolutions ........................................ 21 

3.15  Notified General Business items .................................................................. 21 

3.16  Statement of Reasons .................................................................................. 22 

3.17  Adjournments (rest breaks) ......................................................................... 22 

4.  Motions .................................................................................................................... 22 

4.1  Motion to be moved and seconded ............................................................. 22 

4.2  Absence of Mover of Motion ....................................................................... 22 

4.3  Amendment to a motion .............................................................................. 22 

4.4  Foreshadowed motions ............................................................................... 23 

4.5  Speaking to Motions and Amendments ....................................................... 23 

4.6  Method of taking vote ................................................................................. 23 

4.7  Recording the vote ....................................................................................... 24 

5.  Procedural motions .................................................................................................. 24 

5.1  Process for procedural motions ................................................................... 24 

5.2  “That the motion be put to the vote” .......................................................... 25 

5.3  “That the debate on the motion or amendment be adjourned” ................... 25 

5.4  “That the meeting proceed to the next item” .............................................. 25 

5.5  “That the matter lie on the table” ................................................................ 25 

5.6  “That the matter be taken from the table” .................................................. 25 

5.7  Points of Order ............................................................................................ 26 

5.8  Motion of dissent “That the Chairperson’s ruling be dissented from” .......... 26 

5.9  “That the report/document be tabled” ........................................................ 26 

5.10  “That the Standing Orders or Meeting Procedures or a provision thereof be 
suspended/ resumed” ................................................................................. 26 

5.11  “That the meeting be adjourned/resumed” ................................................. 27 

5.12  Closed meetings (closed session) ................................................................. 27 

5.13  Questions .................................................................................................... 28 
  

ITEM 1.4 ADOPTION OF COUNCIL POLICIES - A20418638 (Cont.) 
 

Page 14 
 
 
 

Moreton Bay Regional Council 
 
GENERAL MEETING - 518  
28 October 2020 Supporting Information 
 
 

 
 

GENERAL MEETING - 518 Supporting Information 
28 October 2020 

 



 

 
Policy: 2150-115 - Meeting Procedures and Standing Orders Policy 
Version 2 – DRAFT Page 3 

6.  Maintenance of Good Order .................................................................................... 28 

6.1  Business of objectionable nature ................................................................. 28 

6.2  Disorder ....................................................................................................... 28 

6.3  Acts of disorder by members of the local government or a committee ........ 28 

7.  Public attendance at meetings ................................................................................ 28 

7.1  Attendance of public and media at meetings ............................................... 28 

7.2  Public participation at meetings (Community Comment) ............................. 29 

Related Documents .......................................................................................................... 29 

Review Triggers ................................................................................................................ 30 

Responsibility ................................................................................................................... 30 
 
 
 

ITEM 1.4 ADOPTION OF COUNCIL POLICIES - A20418638 (Cont.) 
 

Page 15 
 
 
 

Moreton Bay Regional Council 
 
GENERAL MEETING - 518  
28 October 2020 Supporting Information 
 
 

 
 

GENERAL MEETING - 518 Supporting Information 
28 October 2020 

 



 

 
Policy: 2150-115 - Meeting Procedures and Standing Orders Policy 
Version 2 – DRAFT Page 4 

 
Head of Power 
 
Local Government Act 2009 
 
Related Legislation 
Local Government Regulation 2012 
 
Objective 
 
This policy provides a framework to ensure the local government principles are reflected and for the orderly 
and proper conduct of meetings of the local government and its committees, outlining the processes that 
must be followed for instances of unsuitable meeting conduct and suspected inappropriate conduct by 
councillors of Moreton Bay Regional Council in a local government meeting including committee meetings.  
 
It also ensures that if a councillor has a personal interest in a matter, the local government deals with the 
matter in an accountable and transparent way that meets community expectations. 
 
Definitions - GENERAL TERMS 
 
Act or LGA means Local Government Act 2009 
 
Authorised person means a person who holds office under section 202 of the LGA 
 
Chairperson means the person presiding at a meeting of the local government or committee 
 
Chief Executive Officer or CEO means the Chief Executive Officer of the local government - a person who 
holds an appointment under section 194 of the Act. 
 
Committee, Standing Committee or Advisory Committee means a committee of the local government 
appointed under section 264 of the Local Government Regulation 2012 
 
Council means Moreton Bay Regional Council 
 
Councillor means a Councillor of a local government, including the Mayor 
 
Investigation policy means the policy as required by section 150AE of the LGA (MBRC Policy 2150-105) 
 
Local government in this policy means Moreton Bay Regional Council 
 
Meeting means a local government meeting or a committee meeting 
 
Members means appointed members of a Committee 
 
Ordinary meeting means Council’s General Meeting (a meeting that the local government is required to 
hold pursuant to section 257 of the Local Government Regulation 2012) 
 
Regulation or LGR means the Local Government Regulation 2012 
 
 
NB: Definitions relating specifically to Meeting Conduct and Meeting Procedures are listed within the relevant 

section of this policy. 
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Application  
 
This policy applies to the Mayor, Councillors and Council staff that attend and participate in Council’s 
ordinary and committee meetings.  
 
Obligations and Responsibilities 
The Chief Executive Officer is responsible for the implementation of this policy. 
 
The Mayor and Councillors are responsible for ensuring that processes and behaviour are undertaken in 
accordance with this policy. 
 
Statement 
 
A. Meeting Procedures 
 
Section 150G of the Local Government Act 2009 requires that a local government must adopt procedures for 
the conduct of meetings of a local government and its committees outlining how the chairperson of a local 
government meeting may deal with a councillor’s unsuitable meeting conduct and how the suspected 
inappropriate conduct of a councillor, referred to the local government by the Independent Assessor (IA), 
must be dealt with at a local government meeting.  
 
B. Standing Orders 
 
Standing Orders provide rules for the conduct of local government meetings and Council is strongly 
committed to ensuring that the local government principles as outlined in section 4 of the Local Government 
Act 2009 are reflected in the conduct of its ordinary and committee meetings. 
 
The following local government principles underpin Council’s commitment to its meeting processes: 
 

• transparent and effective processes, and decision-making in the public interest; and 

• sustainable development and management of assets and infrastructure, and delivery of effective 
services; and 

• democratic representation, social inclusion and meaningful community engagement; and 

• good governance of, and by, local government; and 

• ethical and legal behaviour of Councillors and local government employees 
 
 

A. MEETING PROCEDURES 
 
Section 150G of the Local Government Act 2009 requires that a local government must adopt procedures for 
the conduct of meetings of a local government and its committees outlining how the chairperson of a local 
government meeting may deal with a councillor’s unsuitable meeting conduct and how the suspected 
inappropriate conduct of a councillor, referred to the local government by the Independent Assessor, must be 
dealt with at a local government meeting.  
 
Section 150G of the Act requires a local government to either adopt model procedures made by the State 
Government or to adopt other processes.  The processes outlined in this policy regarding meeting conduct is 
in accordance with state government’s Model Meeting Procedures dated September 2020. 
 
It must be noted that this policy does not deal with all aspects of meeting conduct but only those required to 
strengthen public confidence in local government to deal with the conduct of Councillors in meetings. 
 
It must also be noted that these meeting procedures do not apply to meetings of the Council’s Audit Committee. 
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Definitions - MEETING PROCEDURES 
 
Assessor, Independent Assessor or OIA (Office of the Independent Assessor) means the Independent 
Assessor appointed under section 150CV of the LGA 
 
Behavioural Standard means a standard of behaviour for Councillors set out in the “Code of Conduct for 
Councillors in Queensland” approved under section 150E of the LGA 
 
Code of Conduct means the Code of Conduct for Councillors in Queensland prescribed by the State 
Government from time to time 
 
Conflict of Interest as outlined in section 150EF of the Local Government Act 2009, is a conflict that: 
 
(a) is between- 

(i) A councillor’s personal interests; and 
(ii) The public interest; and 

(b) Might lead to a decision that is contrary to the public interest 
 
Conflict of Interest – Ordinary Business Matter as outlined in section 150EF of the Local Government Act 
2009 means a matter that:  
 
(a) is solely, or relates solely to, the making or levying of rates and charges, or the fixing of a cost-recovery 

fee, by the local government; or 
(b) is solely, or relates solely to— 

(i) making a planning scheme that applies to the whole of the local government area; or 
(ii) amending a planning scheme, if the amendment applies to the whole of the local government area; 

or 
(c) is solely, or relates solely to, a resolution required for the adoption or amendment of a budget for the 

local government; or 
(d) is solely, or relates solely to— 

(i) the remuneration or reimbursement of expenses of councillors or members of a committee of the 
local government; or 

(ii) the provision of superannuation entitlements or insurance for councillors; or 
(iii) a matter of interest to the councillor solely as a candidate for election or appointment as mayor, 

deputy mayor, councillor or member of a committee of the local government. 
(e) relates to a corporation or association where a councillor’s conflict of interest arises solely because of a 

nomination or appointment of the councillor by the local government to be a member of the board of the 
corporation or association. 

(f) The conflict of interest in a matter of the councillor, close associate or related party of the councillor, or 
the ‘donor’ mentioned in section 150EG(1)(a) or 150EH(1)(a) stands to gain a benefit or suffer a loss in 
relation to the matter that  is no greater than the benefit or loss that a significant proportion of persons in 
the local government area stand to gain or lose. 

 
  

ITEM 1.4 ADOPTION OF COUNCIL POLICIES - A20418638 (Cont.) 
 

Page 18 
 
 
 

Moreton Bay Regional Council 
 
GENERAL MEETING - 518  
28 October 2020 Supporting Information 
 
 

 
 

GENERAL MEETING - 518 Supporting Information 
28 October 2020 

 



 

 
Policy: 2150-115 - Meeting Procedures and Standing Orders Policy 
Version 2 – DRAFT Page 7 

 
Definitions - MEETING PROCEDURES Cont. 
 
Corrupt Conduct as per the Crime and Corruption Act 2001, is conduct of a person regardless of whether 
the person holds or held an appointment that fulfils each of the following elements: 
 
(a) adversely affects, or could adversely affect, directly or indirectly, the performance of functions or the 

exercise of powers of— 
(i) a unit of public administration; or 
(ii) a person holding an appointment; and 

(b) results, or could result, directly or indirectly, in the performance of functions or the exercise of powers 
mentioned in paragraph (a) in a way that— 
(i) is not honest or is not impartial; or 
(ii) involves a breach of the trust placed in a person holding an appointment, either knowingly or 

recklessly; or 
(iii) involves a misuse of information or material acquired in or in connection with the performance of 

functions or the exercise of powers of a person holding an appointment; and 
(c) is engaged in for the purpose of providing a benefit to the person or another person or causing a 

detriment to another person; and 
(d) would, if proved, be— 

(i) a criminal offence; or 
(ii) a disciplinary breach providing reasonable grounds for terminating the person’s services, if the 

person is or were the holder of an appointment. 
 
Councillor Conduct Register as required under section 150DX of the Act is a record of all written 
complaints about councillors and the outcome of each complaint, including any disciplinary or other action. 
 
Inappropriate conduct as per section 150K of the Local Government Act 2009 
1. The conduct of a councillor is inappropriate conduct if the conduct contravenes— 

(a) a behavioural standard; or 

(b) a policy, procedure or resolution of the local government. 
2. Also, the conduct of a councillor is inappropriate conduct if— 

(a) the conduct contravenes an order of the chairperson of a local government meeting for the councillor 
to leave and stay away from the place at which the meeting is being held; or 

(b) it is part of a course of conduct at local government meetings leading to orders for the councillor’s 
unsuitable meeting conduct being made on 3 occasions within a period of 1 year. 

3. For subsection (2)(b), the conduct that led to the orders being made, taken together, is the inappropriate 
conduct. 

4. However, inappropriate conduct does not include conduct that is— 
(a) unsuitable meeting conduct, to the extent the conduct is not conduct mentioned in subsection (2); or 
(b) misconduct; or 
(c) corrupt conduct  
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Definitions - MEETING PROCEDURES Cont. 
 
 
Misconduct as per section 150L the Local Government Act 2009 
1. The conduct of a councillor is misconduct if the conduct— 

(a) adversely affects, directly or indirectly, the honest and impartial performance of the councillor’s 
functions, or the exercise of the councillor’s powers; or 

(b) is or involves— 
(i) a breach of the trust placed in the councillor, either knowingly or recklessly; or 
(ii) a misuse of information or material acquired in, or in connection with, the performance of the 

councillor’s functions, whether the misuse is for the benefit of the councillor or for the benefit, or 
to the detriment, of another person; or 

(c) contravenes any of the following— 
(i) an order of the local government or the conduct tribunal; 
(ii) the acceptable requests guidelines of the local government under section 170A; 
(iii) a policy of the local government about the reimbursement of expenses; 
(iv) section 150R(2), 150EK, 150EL, 150EQ, 150EW, 150EZ, 170(3), 171(3), 201A, 201B or 201C. 

 
2. Also, the conduct of a councillor is misconduct if the conduct— 

(a) is part of a course of conduct leading to the local government deciding to take action under section 
150AG to discipline the councillor for inappropriate conduct on 3 occasions within a period of 1 year; 
or 

(b) is of the same type stated in an order of the local government that if the councillor engages in the 
same type of conduct again, it will be dealt with as misconduct. 

3. For subsection (2)(a), the conduct that led to the 3 occasions of disciplinary action, taken together, is the 
misconduct. 

 
Unsuitable meeting conduct as per section 150H of the Local Government Act 2009 
The conduct of a councillor is unsuitable meeting conduct if the conduct— 
(a) happens during a local government meeting; and 
(b) contravenes a behavioural standard of the Code of Conduct. 
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1. Meeting Procedures  

1.1 Conduct during meetings 

1.1.1 Councillors will conduct themselves in accordance with the principles of the Act and the standards 
of behaviour set out in the Code of Conduct. The Chairperson may observe or be made aware of 
instances of possible unsuitable meeting conduct. 

1.1.2 After a meeting of Council has been formally constituted and the business commenced, a 
Councillor shall not enter or leave from such meeting without first notifying the Chairperson. 

1.1.3 Unless exempted by the Chairperson, members shall address the Chairperson while: 

• moving any motion or amendment 
• seconding any motion or amendment 
• taking part in any discussion 
• replying to any question; or 
• addressing the local government for any other purpose. 

1.1.4 Councillors must remain seated and silent while a vote is being taken except when calling for a 
division. 

1.1.5 Councillors will not make a noise or disturbance except to raise a point of order, nor converse 
aloud, while another person is addressing the meeting. 

1.1.6 Councillors will, during a meeting, address: 

 other councillors by their respective titles, “Mayor”, “Councillor” or “Portfolio Councillor” and 

 Employees by designating them with their respective official or departmental title. 

1.1.7 Councillors will confine their remarks to the matters then under consideration in the meeting 
agenda. 

1.1.8 No Councillor who is speaking shall be interrupted except upon a point of order being raised either 
by the Chairperson or by a Councillor. 

1.1.9 When the Chairperson speaks during the process of a debate, the Councillor then speaking or 
offering to speak shall immediately cease speaking, and each Councillor present shall preserve 
silence so that the Chairperson may be heard without interruption. 

1.1.10 Councillors present at a meeting of the local government, including committees, will actively 
participate in the meeting by refraining from taking calls or texting.  

 

2. Unsuitable meeting conduct or inappropriate conduct  

The following processes must be followed for dealing with unsuitable meeting conduct and suspected 
inappropriate conduct in a meeting of council. 
 
Unsuitable meeting conduct is when a councillor, in a council meeting, contravenes the code of conduct or 
a council policy. 
 
Inappropriate conduct is when a councillor contravenes: 

- a behavioural standard outlined in the code of conduct, or a policy, procedure or resolution of 
council; 

- an order of the chairperson of a council meeting to leave and stay away; or  
- when a councillor has received orders for unsuitable meeting conduct three times in one year. 
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2.1 Process for dealing with unsuitable meeting conduct by a Councillor in a meeting 

When dealing with an instance of unsuitable conduct by a Councillor in a meeting, the following procedures 
must be followed: 
 

2.1.1 The Chairperson must decide whether or not unsuitable meeting conduct has been displayed by a 
Councillor. 

 
The conduct of a councillor is unsuitable meeting conduct if the conduct- 

a) happens during a local government meeting; and 

b) contravenes a behavioural standard as set out in the Code of Conduct for councillors.  
 
The behavioural standards as outlined in the Code of Conduct are: 

a) Carry out responsibilities conscientiously and in the best interests of the Council and the 
community 

b) Treat people in a reasonable, just, respectful and non-discriminatory way 

c) Ensure conduct does not reflect adversely on the reputation of Council 
 

2.1.2 If the Chairperson decides the unsuitable meeting conduct has occurred, the Chairperson must 
consider the severity of the conduct and whether the Councillor has had any previous warnings for 
unsuitable meeting conduct issued. If the Chairperson decides the conduct is of a serious nature, 
refer to 2.1.7 for the steps to be taken. 

2.1.3 If the Chairperson decides unsuitable meeting conduct has occurred but is of a less serious nature, 
the Chairperson may request the Councillor take remedial actions such as: 

a) Ceasing the unsuitable meeting conduct and refraining from exhibiting the conduct; 

b) Apologising for their conduct; and/or 

c) Withdrawing their comments. 
 

2.1.4 If the Councillor complies with the Chairperson’s request for remedial action, no further action is 
required. 

2.1.5 If the Councillor fails to comply with the Chairperson’s request for remedial action, the Chairperson 
may warn the Councillor that failing to comply with the request may result in an order being issued. 

2.1.6 If the Councillor complies with the Chairperson’s warning and request for remedial action, no 
further action is required. 

2.1.7 If the Councillor still continues to fail to comply with the Chairperson’s request for remedial action, 
the Chairperson may make one or more of the orders below: 

d) an order reprimanding the Councillor for the conduct; or 

e) an order requiring the Councillor to leave the meeting, including any area set aside for the 
public and stay out for the duration of the meeting.1 

2.1.8 If the Councillor fails to comply with an order to leave and stay away from the meeting, the 
Chairperson can issue an order that the Councillor be removed from the meeting by an appropriate 
officer. The meeting must be adjourned whilst the Councillor is being removed.2 

  

                                                      
1 Section 150I(2) of the Act 
2 Section 150I(2)(c) of the Act 
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2.1.9 Following the completion of the meeting, the Chairperson must ensure: 

a) details of any order issued is recorded in the minutes of the meeting3 

b) if it is the third (3rd) or more order within a 12-month period made against a Councillor or the 
Councillor has refused to leave following an order issued to leave the meeting, these matters 
are to be dealt with at the next meeting of the Local Government and treated as inappropriate 
conduct pursuant to the LGA4 

c) the Local Government’s Chief Executive Officer is advised to ensure details of any order made 
must be updated in the Local Government’s Councillor Conduct Register pursuant to the LGA. 

 

2.1.10 Any Councillor aggrieved with an order issued by the Chairperson can move a motion of dissent for 
parts 2.1.1, 2.1.7 and 2.1.8 above. 

 
Note: Chairpersons of a meeting are carrying out a statutory responsibility under the Act to manage 
and lead the meeting. As such, where a chairperson behaves inappropriately in a meeting, this 
involves a breach of the trust placed in them as the chairperson of the meeting and may be dealt 
with as misconduct. The breach can be referred to the Office of the Independent Assessor (OIA) to 
be dealt with. However, breaches of trust do not arise because councillors disagree with the 
chairperson’s decision or ruling during the meeting. 

 

2.2 Process for dealing with suspected Inappropriate Conduct which has been referred to a 
Local Government by the Independent Assessor 

2.2.1 Pursuant to section 150AF of the LGA, after receiving a referral by the Independent Assessor or 
under paragraph 2.1.9(b) of this document of an instance of suspected inappropriate conduct, the 
Local Government must complete an investigation into the alleged conduct: 

a) consistent with any recommendations from the IA; and 

b) consistent with the Council’s investigation policy; or 

c) in another way decided by resolution of the council. 

2.2.2 After the completion of the investigation, the Local Government must decide whether the Councillor 
has engaged in inappropriate conduct unless it has delegated responsibility for this decision under 
section 257 of the LGA. 

2.2.3 When dealing with an instance of suspected inappropriate conduct which has been referred to a 
Local Government by the Independent Assessor: 

a) The council must be consistent with the Local Government principle of transparent and 
accountable decision making in the public interest, by dealing with suspected inappropriate 
conduct in an open meeting of the Council.  Where the matter may directly affect the health 
and safety of the complainant due to the nature of the complaint, the Council may resolve to go 
into closed session under section 254J of the Regulation. 

b) The subject councillor has a declarable conflict of interest in the matter and is permitted by the 
council to remain in the meeting during the debate about whether the councillor engaged in the 
inappropriate conduct and answer questions put to the subject councillor through the 
chairperson to assist the other councillors in making a decision. The permission to remain in 
the meeting for the debate is on the condition that the subject councillor must leave the place 
where the meeting is being held, including any area set aside for the public, during the vote on 
whether they have committed inappropriate conduct and what, if any, penalty to impose if the 
councillor is found to have committed inappropriate conduct.  

  

                                                      
3 Section 150I(3) of the Act 
4 Section 150J of the Act 
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c) Should the complainant be a Councillor, that councillor may have a declarable conflict of 
interest in the matter and if so, that Councillor must inform the meeting of the declarable 
conflict of interest and follow the declarable conflict of interest procedures in Section 2.4.  If the 
complainant councillor who has a conflict of interest, wishes to remain in the meeting during the 
debate and vote on the matter, the other councillors must decide how to deal with the conflict of 
interest under section 2.4. The complainant councillor can be ordered to leave the meeting 
place or conditions may be applied to allow that councillor to participate in either the debate, 
the vote or the decision on any disciplinary action to be applied. 

d) The Local Government must debate the issue and decide whether the subject Councillor 
engaged in inappropriate conduct.  If the council has lost quorum due to the number of 
conflicted councillors or another reason, the matter must be delegated consistent with section 
257 of the LGA or deferred to another date when a quorum will be present. 

e) If the Local Government decides that the subject Councillor has engaged in inappropriate 
conduct, the Local Government is then required to decide what penalty or penalties from the 
following orders, if any, to impose on the subject Councillor: 

 
i. an order that the Councillor make a public admission that the Councillor has engaged in 

inappropriate conduct 
ii. an order reprimanding the Councillor for the conduct 
iii. an order that the Councillor attend training or counselling to address the Councillor’s conduct, 

including at the Councillor’s expense 
iv. an order that the Councillor be excluded from a stated Local Government meeting 
v. an order that the Councillor is removed, or must resign, from a position representing the 

Local Government, other than the office of Councillor, for example, the Councillor is ordered 
to resign from an appointment representing the Local Government on a State board or 
committee 

vi. an order that if the Councillor engages in the same type of conduct again, it will be treated 
as misconduct 

vii. an order that the Councillor reimburse the Local Government for all or some of the costs 
arising from the Councillor’s inappropriate conduct. 

2.2.4 A local government may not make an order under 2.2.3 e) iii., iv., v. or vi. in relation to a person 
who is no longer a councillor. 

2.2.5 When making an order, the Local Government can take into consideration any previous 
inappropriate conduct of the Councillor, and any allegation made in the investigation that was 
admitted, or not challenged and that the Local Government is reasonably satisfied is true. 

2.2.6 The subject Councillor and where relevant the complainant Councillor, must be invited back into 
the place where the meeting is being held once a decision has been made. 

2.2.7 The Local Government must ensure the meeting minutes reflect the resolution made. 

 

2.3 Prescribed Conflict of Interest 

Councillors are ultimately responsible for informing of any prescribed conflict of interest on matters to be 
discussed at a Council or committee meeting. When dealing with a prescribed conflict of interest, Councillors 
must abide by the following procedures: 
 
2.3.1 A councillor who has notified the chief executive officer of a prescribed conflict of interest in a 

matter to be discussed in a council meeting must also give notice during the meeting. 

2.3.2 A councillor who first becomes aware of a prescribed conflict of interest in a matter during a council 
meeting must immediately inform the meeting of the conflict of interest. 
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2.3.3 A Councillor with a prescribed conflict of interest must inform the meeting of the Local Government 
of their prescribed conflict of interest and provide the following details (at a minimum): 

a) if it arises because of a gift, loan or contract, the value of the gift, loan or contract 

b) if it arises because of an application or submission, the subject of the application or submission 

c) the name of any entity, other than the councillor, that has an interest in the matter 

d) the nature of the councillor’s relationship with the entity that has an interest in a matter 

e) details of the councillor’s and any other entity’s interest in the matter. 

2.3.4 The Councillor must then leave the place of the meeting and stay away while the matter is being 
discussed and voted on unless the subject Councillor has Ministerial approval to participate in the 
matter. The Councillor must not influence or attempt to influence the remaining Councillors to vote 
on the matter in a particular way. 

2.3.5 Once the Councillor has left the area where the meeting is being conducted, the Local Government 
can continue discussing and deciding on the matter at hand. 

 

2.4 Declarable conflict of interest 

Councillors are ultimately responsible for informing of any declarable conflict of interest on matters to be 
discussed at Council or committee meetings that might lead to a decision that is contrary to the public interest 
(other than ordinary business matters).  
 
A councillor may raise their personal interests in a matter at the meeting to canvass the view of the other 
councillors prior to deciding to declare a conflict of interest. If the other councillors suspect the personal interest 
might be a conflict of interest, the councillor may disclose their suspicion and the processes under section 
150EW of the LGA applies. 
 
When dealing with a declarable conflict of interest, Councillors must abide by the following procedures: 
 

2.4.1 A councillor who has notified the chief executive officer of a declarable conflict of interest in a 
matter to be discussed at a council meeting must also give notice during the meeting. 

2.4.2 A councillor who first becomes aware of a declarable conflict of interest in a matter during a council 
meeting must inform the meeting of the conflict of interest. 

2.4.3 A Councillor with a declarable conflict of interest must inform the meeting of the Local Government 
of their personal interest and provide sufficient detail to allow the other councillors to make an 
informed decision about how best to manage the declarable conflict of interest in the public 
interest.  The following minimum details must be provided: 

a) The nature of the declarable conflict of interest 

b) If the Councillor’s interest arises because of a relationship with a related party: 
 

i. the name of the related party to the councillor 
ii. the nature of the relationship of the related party to the councillor, and 
iii. the nature of the related party’s interest in the matter. 

c) If the Councillor’s interest arises because of a gift or loan from another person to the councillor 
or a related party: 

 
iv. the name of the other person 
v. the nature of the relationship of the other person to the councillor or related party 
vi. the nature of the other person’s interest in the matter; and 
vii. the value of the gift or loan and the date the gift or loan was made. 
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2.4.4 The subject Councillor may themselves elect to leave the meeting while the matter is being 
discussed and voted on unless they have reasons why their participation would improve making 
the decision in the public interest. If the Councillor does not leave the meeting, they may advise the 
other Councillors why they believe they are able to act in the public interest while remaining in the 
meeting. This could include prior advice from the Integrity Commissioner on the personal interest. 

2.4.5 The other Councillors at the meeting must then decide, by resolution, whether the councillor can 
participate in the decision making in relation to the matter, including voting on the matter, or 
whether they should not participate in the decision and leave the place of the meeting while the 
matter is decided by the non-conflicted councillors. The non-conflicted councillors may impose 
conditions on the councillor under a decision to either participate or leave the meeting e.g. may 
stay for the debate but must leave for the vote. The councillor must comply with any decision or 
condition imposed by the non-conflicted councillors.  

2.4.6 In deciding on whether a councillor may participate in a decision about a matter in which the 
councillor has a declarable conflict of interest, only councillors who do not themselves have a 
prescribed or declarable conflict of interest in the matter are eligible to participate in the decision 
making. The decision may be made even if the number of those councillors is less than a majority 
or less than a quorum for the meeting consistent with section 150ET of the LGA. 

2.4.7 A Councillor who is the subject of the decision may remain in the meeting while the debate is 
occurring and can participate by answering questions from the chairperson to assist the other 
councillors in making their decision, but must not vote or otherwise participate in making the 
decision on whether the councillor may remain in the meeting and participate in deciding the matter 
in which the councillor has a declarable conflict of interest. 

2.4.8 When deciding whether a councillor may participate in the decision making on a matter in which 
they have a declarable conflict of interest, the other councillors should consider the circumstances 
of the matter including, but not limited to: 

a) how does the inclusion of the councillor in the deliberation affect the public trust 

b) how close or remote is the councillor’s relationship to the related party 

c) if the declarable conflict of interest relates to a gift or other benefit, how long ago was the gift or 
benefit received 

d) will the benefit or detriment the subject councillor or their related party stands to receive from 
the decision have major or minor impact on them 

e) how does the benefit or detriment the subject councillor stands to receive compare to others in 
the community 

f) how does this compare with similar matters that council has decided and have other councillors 
with the same or similar interests decided to leave the meeting 

g) whether the subject councillor has unique skills, knowledge or expertise that might help make 
the best decision in the public interest. 

2.4.9 In making the decision under 2.4.5 and 2.4.8, it is irrelevant how the subject Councillor intended to 
vote on the issue or any other issue (if known or suspected).  

2.4.10 If the non-conflicted councillors cannot decide about the declarable conflict of interest of a 
councillor under 2.4.5 and 2.4.8, they are taken to have decided that the councillor must leave and 
stay away from the meeting while the non-conflicted councillors discuss and vote on the matter. 

2.4.11 A decision about a councillor who has a declarable conflict of interest in a matter applies in relation 
to the councillor for participating in the decision, and subsequent decisions, about the same 
matter unless there is a change to the councillor’s personal interests and/or the nature of the matter 
being discussed. If the non-conflicted councillors decide that the councillor can act in the public 
interest on the matter, then the councillor may participate in the meeting and be involved in 
processes occurring outside of a council meeting about the same matter e.g. briefing sessions or 
workshops. 

2.4.12 A councillor does not contravene the above procedures if the councillor participates in a decision 
under written approval from the Minister. 
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2.5 Suspected conflict of interest 

2.5.1 If a Councillor at a meeting reasonably believes, or reasonably suspects that another Councillor 
has a prescribed or declarable conflict of interest in a matter to be discussed at the meeting and 
has not informed the meeting about the interest, the Councillor must advise the Chairperson of the 
meeting, as soon as practicable, about their belief or suspicion, and the facts and circumstances 
that form the basis of the belief or suspicion. 

2.5.2 The Chairperson then should ask the Councillor with the suspected prescribed or declarable 
conflict of interest whether they do in fact have a prescribed or declarable conflict of interest. If that 
is the case, the Councillor must follow the respective procedures in item 2.3.3 or 2.4.3. 

 

2.6 Loss of quorum 

2.6.1 In the event where one or more Councillors leaves the meeting due to a prescribed or declarable 
conflict of interest in a matter, the Local Government must resolve to:    

a) delegate the consideration and decision on the matter, pursuant to section 257 of the LGA; or 
b) defer the matter to a later meeting; or 
c) not to decide the matter and take no further action in relation to the matter. 
 
All councillors including the conflicted councillors, may participate in deciding to delegate or defer a 
matter. 
 

2.6.2 The council must not delegate a decision to an entity if the entity, or a majority being at least half of 
its members, has a prescribed or declarable conflict of interest in the matter. 

2.6.3 If the matter cannot be delegated under section 257 of the LGA, the Local Government should 
seek Ministerial approval for the Councillors to be able to consider and vote on the matter, subject 
to any conditions the Minister for Local Government may impose. 

 

2.7 Recording conflicts of interest 

2.7.1 When a councillor informs a meeting that they or another councillor have a prescribed or declarable 
conflict of interest in a matter, the minutes of the meeting must record all of the relevant details of 
how the conflict of interest was dealt with, being: 

a) the name of any councillor and any other councillor who may have a prescribed or declarable 
conflict of interest 

b) the particulars of the prescribed or declarable conflict of interest provided by the councillor 

c) the actions taken by a councillor after informing the meeting that they have, or they reasonably 
suspect another councillor has a prescribed or declarable conflict of interest  

d) any decision then made by the eligible councillors  

e) whether the councillor with a prescribed or declarable conflict of interest participated in or was 
present for the decision under ministerial approval  

f) the council's decision on what actions the councillor with a declarable conflict of interest must 
take and the reasons for the decision  

g) the name of each councillor who voted on the matter and how each voted  

h) If the councillor has a declarable conflict of interest the following additional information must be 
recorded in the minutes of the meeting when the meeting is informed of a councillor's personal 
interest by someone other than the councillor, the name of each councillor who voted in 
relation to whether the councillor has a declarable conflict of interest, and how each of the 
councillors voted  

i) where a decision has been made under section 2.4.5 above - the minutes must include the 
decision and reasons for the decision, and the name of each eligible councillor who voted and 
how each eligible councillor voted.  
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B. STANDING ORDERS 
 
These Standing Orders provide rules for the conduct of: 

a) Local government meetings; and 

b) Local government standing committee meetings;  
 

Any provision of these Standing Orders may be suspended by resolution of any meeting of Council, except 
those sections that are mandatory under Meeting Procedures. A separate resolution is required for any such 
suspension and must specify the purpose and duration of each suspension. 

Where at a local government meeting a matter arises which is not provided for in these Standing Orders, 
such matters shall be determined by the Chairperson of the meeting in consultation with members of the 
meeting or by resolution of Council upon a motion which may be put without notice but otherwise in 
conformity with these Meeting Procedures. 

 
Definitions - STANDING ORDERS 
 
Amendment means an amendment to an original motion moved by a Councillor, to maintain or further clarify 
the intent of the original motion but does not contradict or negate the original motion, under clause 4.3 of this 
policy during debate on an original 
 
Foreshadowed motion means a motion foreshadowed by a Councillor under clause 4.4 of this policy during 
debate on an original motion 
 
Motion means a proposed action moved by a Councillor, that must be seconded by another Councillor to 
enable the matter to be considered at a meeting of Council under clause 4.1 of this policy 
 
Point of order means an interjection during a meeting by a member who does not have the floor, to call to 
the attention of the Chairperson an alleged violation or breach of the local government’s standing orders 
 
Procedural Motion means a set of motions that can be employed in specific ways to control the conduct of 
meetings 
 
Standing orders means the rules adopted by Council that regulate the meetings of the Moreton Bay 
Regional Council 
 
Variation to a motion means where a Councillor seeks to vary a motion by obtaining the consent of the 
mover and seconder of the motion to have the proposed variation included in the motion, negating a formal 
amendment to a motion 
 
 
3. Meetings  

3.1 Presiding Officer (Chairperson) 

3.1.1 The Mayor will preside at a meeting of Council. 

3.1.2 If the Mayor is absent or unavailable to preside, the Deputy Mayor will preside. 

3.1.3 If both the Mayor and the Deputy Mayor are absent or unavailable to preside, a Councillor chosen 
by the Councillors present at the meeting will preside at the meeting. 

3.1.4 The Mayor is a member of each standing committee of the local government. 

3.1.5 Council will choose the Chairperson of a Committee. This Chairperson will normally preside over 
meetings of the Committee in accordance with the adopted Terms of Reference for each 
Committee. 
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3.1.6 If the Chairperson of a Committee is absent or unavailable to preside, a Councillor chosen by the 
Committee members present will preside over the Committee meeting. 

3.1.7 The Chairperson of a local government meeting has the casting vote if the votes are equal on a 
matter being decided. 

 

3.2 Councillor Portfolios - Meeting Sessions  

3.2.1 Where the order of business for a local government meeting includes consideration of officers’ 
reports as referred by the CEO, this part of the meeting will be conducted in sessions that reflect 
the adopted Councillor Portfolios as defined in the Councillor Portfolios Roles and Responsibilities 
Policy 2150-114, as amended from time to time. 

3.2.2 The appointed Portfolio Councillor will facilitate the conduct of the respective session of the local 
government meeting, under the control of the Mayor (Chairperson). 

3.2.3 For clarification, where a casting vote is required, the Mayor as presiding officer, will have the 
casting vote. 

 

3.3 Times of Meeting 

3.3.1 In accordance with section 256(1) of the Local Government Regulation 2012, the local government 
fixes the day and time for holding its meetings. 

3.3.2 The local government may, by resolution, amend the days and times for its meetings. 

3.3.3 The local government must advertise any changes to meeting days and times in accordance with 
section 277 of the Local Government Regulation 2012. 

 

3.4 Notice and Agendas for meetings 

3.4.1 The Chief Executive Officer shall prepare or have prepared, a notice of the meeting which may 
include an agenda, to be distributed at least two days prior to the day of each meeting, including 
Special Meetings. 

3.4.2 The notice of the meeting and/or agenda may be sent electronically.  

3.4.3 The agenda may contain: 

• Notice of meeting 
• Minutes of the previous meetings 
• Business which the Mayor wishes to have considered at that meeting without notice (Mayoral 

Minute) 
• Matters of which notice has been given 
• Committees’ reports to Council referred to the meeting by the CEO 
• Officers’ reports to Council referred to the meeting by the CEO 
• Any other business Council determines by resolution be included in the agenda paper. 

3.4.4 Business not on the agenda or not fairly arising from the agenda shall not be considered at any 
Meeting unless permission for that purpose is given by Council at such meeting. 

3.4.5 Business must be in accordance with the adopted Terms of Reference for each Committee. 

3.4.6 The agenda must be made publicly available by 5pm on the business day after the notice of 
meeting is given to the councillors. The related reports for the local government meeting must also 
be included and available to the public excluding confidential reports. 

3.4.7 Matters on the agenda that will require the meeting to be in a closed session will be clearly 
identified including the reasons why the session will be closed. 
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3.5 Order of Business 

3.5.1 Before proceeding with the business of the meeting, the person presiding at the meeting shall 
undertake the acknowledgement and/or greetings deemed appropriate by the Council. 

3.5.2 The order of business shall be determined by resolution of Council from time to time. The order of 
business may be altered for a particular meeting where the Councillors at that meeting pass a 
motion to that effect. A motion to alter the order of business may be moved without notice. 

3.5.3 Unless otherwise altered, the order of business for an ordinary meeting shall be as follows: 

a) opening of meeting; 

b) acknowledgement of country; 

c) opening prayer / reflection; 

d) attendance including apologies and leave of absence; 

e) memorials or condolences; 

f) confirmation of the minutes of the previous meeting; 

g) adoption of Audit Committee meeting report and recommendations (when applicable); 

h) presentation of petitions addressed to the Council and tabled by Councillors; 

i) receipt of correspondence, responses to petitions and community comment participant (as 
tabled by the CEO); 

j) community comment; 

k) consideration of notices of motion to repeal or amend resolutions; 

l) conflicts of interest notified to the CEO, where not specifically related to an item on the agenda 

m) officers’ reports to Council as referred by the CEO (conducted in sessions) 

n) notified general business items (including reports on significant regional achievements) or 
response to questions taken on notice;  

o) closed session (where required in accordance with s254J of the Local Government Regulation 
2012); 

i. confidential officers’ reports to Council as referred by the CEO (conducted in 
Sessions); and 

ii. confidential general business 

3.5.4 The unconfirmed minutes of a preceding meeting shall be taken into consideration at every 
ordinary meeting of Council, in order that such minutes may be confirmed.   

No discussion shall be permitted with respect to such minutes except with respect to their accuracy 
as a record of the proceedings. 

All councillors present at the meeting can vote to confirm the minutes including those who were 
absent at the previous meeting and those who had a conflict of interest at the previous meeting. 

3.5.5 The procedure of a committee for dealing with business must be in accordance with the adopted 
Terms of Reference for each committee, or if there is no procedural direction governing a particular 
matter, the Chairperson’s decision. 
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3.6 Special Meetings 

A special meeting is a meeting at which the only business that may be conducted is the business stated in 
the notice of meeting (refer s254C of the Regulation). 

3.6.1 The Chief Executive Officer must call a special meeting of the local government if— 

a) the special meeting is required by a resolution of the local government; or 

b) the Chief Executive Officer considers a matter should be brought before the Council for 
discussion; or 

c) a written request for the special meeting is given to the Chief Executive Officer in accordance 
with subsection 3.6.2 below. 

3.6.2 A written request for a special meeting of the local government must— 

a) be signed by the Mayor or three or more Councillors; and 

b) specify the purpose of the special meeting; and 

c) propose a date and time for the holding of the special meeting. 

3.6.3 The Chief Executive Officer calls a special meeting by giving written notice of the date and time of 
the meeting and the business to be conducted at the meeting to each Councillor. 

3.6.4 The order of business for a special meeting of Council shall be as follows: 

a) opening of meeting; 

b) acknowledgement of country; 

c) opening prayer / reflection; 

d) attendances including apologies and leave of absence 

e) officers’ reports to Council as referred by the CEO (conducted in Sessions) - related to the 
specific matter that has been stated in the notice of the meeting.  

 
A mayoral minute is allowed but must only relate to the specific matter that has been notified in the 
request for special meeting. 

 

3.7 Quorum 

3.7.1 Business may be conducted at a meeting of a local government only if a quorum is present (refer 
s259 of the Regulation). 

A quorum of a local government is a majority of its councillors. 

3.7.2 The quorum for Council’s ordinary meeting is seven (7). 

3.7.3 The quorum for a committee meeting is in accordance with the adopted Terms of Reference for 
each Committee. 

 

3.8 Attendance at meetings 

3.8.1 A Councillor must attend a meeting of Council or committee in person. 

3.8.2 If a Councillor is prevented from attending the place of the meeting in person, due to exceptional 
circumstances, a Councillor may take part in the meeting by teleconference. 

3.8.3 The Council must pass a resolution approving the teleconference arrangement. 

3.8.4 A councillor taking part by teleconference is taken to be present at the meeting if the councillor was 
simultaneously in audio contact with each other person at the meeting. The attendance of the 
councillor must be recorded in the minutes as present at the meeting. 
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3.8.5 Any change to legislative requirements regarding a Councillor taking part in a meeting by 
teleconference will apply despite the above.   

3.8.6 Any Councillor of the local government may attend a meeting of a committee and may address the 
committee in accordance with section 3.5.5 of this policy. 

 

3.9 Leave of absence from meetings 

3.9.1 Councillors must seek a leave of absence from an ordinary or committee meeting where a 
Councillor cannot attend a meeting due to private or business purposes. 

3.9.2 Such requests shall be made in writing to the CEO prior to the meeting and shall specify the 
date(s) of the meeting(s) for the requested leave of absence. 

3.9.3 The CEO will inform the chairperson of the relevant meeting of the request. 

3.9.4 Approval of leave of absence is at the full discretion of the Council or Committee. 

3.9.5 A leave of absence is automatically granted to a Councillor where the Council passes a formal 
resolution for a Councillor to attend a conference or event. 

 

3.10 Absence from meetings 

3.10.1 A request by a Councillor for a leave of absence for not attending a meeting will be recorded in the 
minutes. 

3.10.2 Where a Councillor is absent from a meeting without an approved leave of absence or submitted 
apology, the Councillor will not be listed in the apologies section of the meeting minute. 

 

3.11 Mayoral minute 

3.11.1 The Mayor may direct the attention of Council to a matter or subject not on the agenda by a minute 
signed by the Mayor, without notice, on any matter or topic that is within the jurisdiction of the 
Council or of which the Council has official knowledge. 

3.11.2 The Mayor must deliver a copy of the Mayoral Minute for an ordinary meeting of the local 
government to the Chief Executive Officer. 

3.11.3 The Mayoral Minute shall, when introduced, take precedence over all business before, or to come 
before, the meeting of the local government. 

3.11.4 A motion comprising the Mayoral Minute may be put by the Mayor without being seconded at any 
stage of the ordinary meeting considered appropriate by the Mayor. 

3.11.5 If the motion comprising the Mayoral Minute is passed, the Mayoral Minute becomes a resolution of 
the local government. 

3.11.6 Amendments or variations to Mayoral Minutes that are consistent with the intent of the terms of the 
minute are permitted, provided such amendments have the agreement of the Mayor. 

 

3.12 Memorials and condolences 

3.12.1 At each ordinary meeting, the Mayor will make an overarching statement extending the Council’s 
condolences to the next of kin of all persons who had passed away in the interim period, noting the 
Council’s sympathy and observing a moment’s silence as a mark of respect. 

3.12.2 A Councillor may make a specific statement in respect of prominent or distinguished members of 
the region who had passed away. 
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3.13 Petitions 

3.13.1 Where a Councillor wishes to present a petition addressed to the Council, the Councillor shall state 
the nature of the petition and present it to the meeting of the Council. 

3.13.2 Any petition presented to a meeting of Council shall: 

a) be in legible writing or typewritten and contain a minimum of ten (10) signatures; 

b) include the name and contact details of the Principal Petitioner (i.e., one person who is the 
organiser and who will act as the key contact for the issue); 

c) include the postcode of all petitioners, and 

d) have the details of the specific request/matter appear on each page of the petition. 
 

3.13.3 Where a Councillor presents a petition to a meeting of Council, no debate on or in relation to it shall 
be allowed and the only motion which may be moved is that the petition be received; or received 
and referred to a committee or officer for investigation and a report back to the Council if required; 
or not be received because it is deemed invalid. 

3.13.4 Council will respond to the Principal Petitioner in relation to all petitions, with a copy of the 
response being included in the agenda for the General Meeting (under Correspondence). 

 

3.14 Notice of motion to repeal or amend resolutions 

3.14.1 A resolution of Council is effective from the moment it is passed and it is the function and duty of 
the Chief Executive Officer to give effect to such resolution. 

3.14.2 A resolution can only be repealed if it has not been acted upon. 

3.14.3 A resolution of Council may not be amended or repealed unless a notice of motion is given in 
accordance with the requirements of the Act or the Regulation. 

3.14.4 Councillors present at the meeting at which a motion to repeal or amend a resolution is put, may 
defer consideration of that motion. Such deferral shall not be longer than three (3) months. 

3.14.5 The Chairperson may call the notices of motion in the order in which they appear on the agenda, 
and where no objection is taken to a motion being taken as a formal motion, the Chairperson may 
put the motion to the vote without discussion. 

 

3.15 Notified General Business items  

3.15.1 Any Councillor requesting a matter to be included as a General Business item on an agenda, must 
provide the proposed item in writing to the Chief Executive Officer at least five (5) business days 
before the notice of the meeting is required to be given for a meeting. 

3.15.2 Councillors may advise whether the General Business item is to go to the next ordinary meeting. 
However the CEO, in setting the agendas, may determine that the General Business item is best 
dealt with at another ordinary meeting. 

3.15.3 General Business items must: 

a) be framed as succinctly as possible, including background material; 

b) be relevant to the good order of the business of the Council; and 

c) not be an action that could be dealt with in operational procedures. 
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3.16 Statement of Reasons 

3.16.1 Where required in accordance with section 273 of the Regulation, if a decision made at a meeting 
is inconsistent with a recommendation or advice given to Council by an advisor of the Council, the 
minutes of the meeting must include a statement of the reasons for not adopting the 
recommendation or advice. 

 

3.17 Adjournments (rest breaks) 

3.17.1 An adjournment may be called by the Chairperson at any time in order for a rest break. Such break 
will be taken in a separate meeting room. 

 
 
4. Motions 

4.1 Motion to be moved and seconded 

4.1.1 A Councillor is required to ‘move’ a motion and then another Councillor is required to ‘second’ the 
motion. 

4.1.2 A motion shall not be debated at a meeting of Council unless or until the motion is seconded, with 
the exception of Procedural Motions (which are not debated). 

4.1.3 When a motion has been moved and seconded, it shall become subject to the control of Council 
and shall not be withdrawn without the consent of Council. 

4.1.4 Other Councillors can propose amendments or variations to the motion which must be voted on 
before voting on the final motion. 

4.1.5 A motion brought before a meeting of Council in accordance with the Act or these Standing Orders 
shall be received and put to the meeting by the Chairperson. The Chairperson may require a 
motion or amendment to a motion to be stated in full or be in writing before permitting it to be 
received. 

 

4.2 Absence of Mover of Motion 

4.2.1 Where a Councillor who has given notice of a motion is absent from the meeting of Council at 
which the motion is to be considered, the motion may be: 

a) moved by another Councillor at the meeting; or 

b) deferred to the next appropriate committee or ordinary meeting. 

 

4.3 Amendment to a motion 

4.3.1 An amendment to a motion shall be in terms which maintain or further clarify the intent of the 
original motion and does not contradict or negate the motion. 

4.3.2 A Councillor who proposes or seconds a motion may not propose or second an amendment to that 
motion. 

4.3.3 No more than one motion or one proposed amendment to a motion may be put before a meeting of 
Council at any one time. 

4.3.4 Where an amendment to a motion is before a meeting of Council, no other amendment to the 
motion shall be considered until after the first amendment has been put to the vote. 

4.3.5 Where a motion is amended by another motion, the original motion shall not be put as a 
subsequent motion to amend that other motion. 
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4.3.6 If the amendment is carried, it becomes the substantive motion and is to be debated. A mover and 
seconder of the substantive motion is required to enable debate. 

If the amendment is lost, debate is to resume on the original motion. 

4.3.7 A variation to an original motion may be proposed by a Councillor during the debate. 

4.3.8 The variation to the motion, may be accepted by the mover and seconder without a formal 
amendment being moved. 

4.3.9 Any variation to a motion must be moved before debate on the motion has been concluded and the 
right of reply of the mover of the motion has been exercised. 

 

4.4 Foreshadowed motions 

4.4.1 A Councillor may propose a foreshadowed motion in relation to the matter the subject of the 
original motion before the Council, without a seconder during debate on the original motion. 

4.4.2 The foreshadowed motion is only to be considered if the original motion is lost or withdrawn and 
the foreshadowed motion is then moved and seconded.  

If the original motion is carried, the foreshadowed motion lapses and is not recorded in the minutes. 

 

4.5 Speaking to Motions and Amendments 

4.5.1 The mover of a motion or amendment shall read it and shall state that it is so moved but shall not 
speak to it until it is seconded. 

4.5.2 The order of speakers will be: 

a) the Councillor moving the motion; 

b) Councillors alternatively against and for the motion;  

once alternative speakers are exhausted, as determined by the Chairperson;  

c) the mover of the motion has the final right of reply, provided there has been a speaker against 
the motion or amendment. 

4.5.3 The mover of an amendment to a motion has no right of reply. 

4.5.4 If the amendment to a motion is passed, the Councillor who moved the original motion will have the 
right of reply to the amended motion. 

4.5.5 Once the right of reply has been exercised on a motion, the debate on the motion is closed. 

4.5.6 Each Councillor shall speak no more than once to the same motion or same amendment except as 
a right of reply. 

4.5.7 Each speaker shall be restricted to not more than five (5) minutes unless permission from the 
meeting to extend this time has been granted. 

4.5.8 Where two or more Councillors indicate they may wish to speak at the same time, the Chairperson 
shall determine who is entitled to priority. 

 

4.6 Method of taking vote 

4.6.1 Before any matter is put to the vote, the Chairperson may direct the motion or amendment to be 
read again by the Chief Executive Officer or other officer who is taking the minutes of the meeting. 

4.6.2 The Chairperson must, in taking the vote on a motion or amendment, put the question, first in the 
affirmative and then in the negative and may do so as often as necessary to form and declare an 
opinion as to whether the affirmative or the negative has the majority vote. 

4.6.3 Councillors will vote by a show of hands. 
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4.6.4 When the Chairperson calls for a vote and a Councillor present does not cast a vote (abstains), the 
Councillor is taken to have voted in the negative in accordance with section 260 2(d) of the 
Regulation. 

4.6.5 The Chairperson shall declare the result of a vote as soon as it has been determined. 

 

4.7 Recording the vote 

4.7.1 All motions and details of their outcome (ie whether they were lost or carried) must be recorded in 
the minutes. 

4.7.2 If a motion is carried unanimously, this will be recorded in the minutes accordingly. 

4.7.3 Where the majority of Councillors vote in favour of the motion, the minutes will record that the 
majority of Councillors voted in favour of the motion and identify those that voted against the 
motion, including Councillors present who did not cast a vote which is recorded as having voted in 
the negative (refer 4.6.4) 

4.7.4 Any Councillor may call for a ‘division’ on an item. If a division is called, the minutes will record the 
names of Councillors and how they voted. 

4.7.5 Councillors have the right to request that their names and how they voted be recorded in the 
minutes if they so request, for voting other than by Division. 

4.7.6 If a report contains distinct recommendations, the decision of Council may be taken separately on 
each recommendation. 

 

5. Procedural motions 

5.1 Process for procedural motions 

5.1.1 A Councillor at a meeting of Council may, during the debate of a matter at the meeting, move, as a 
procedural motion, the following motions: 

a) that the question/motion be now put to the vote; 

b) that the motion or amendment now before the meeting be adjourned; 

c) that the meeting proceed to the next item of business; 

d) that the motion/question lie on the table; 

e) that the motion/question be taken from the table; 

f) a point of order; 

g) a motion of dissent against the Chairpersons decision; 

h) that this report/document be tabled; 

i) suspension/resumption of standing orders; 

j) that the meeting stand adjourned. 
 

5.1.2 The procedural motion will require a seconder. 

5.1.3 A procedural motion must be dealt with immediately by the Chairperson.   

5.1.4 Where a procedural motion is lost, the Chairperson shall not accept a similar motion until the 
expiration of 15 minutes after the time the motion was lost. 

5.1.5 Debate on a procedural motion may be allowed at the discretion of the Chairperson 
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5.2 “That the motion be put to the vote” 

5.2.1 A procedural motion, "that the motion be put to the vote", may be moved in order to bring on the 
finalisation of a motion. 

5.2.2 A Councillor may move that a motion or an amendment be now put to the vote: 

a) if the mover of the motion or amendment has spoken in favour of it and no Councillor 
expresses an intention to speak against it; or 

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

5.2.3 Where such a procedural motion is carried, the Chairperson must immediately put the motion, or 
amendment to that motion under consideration. 

5.2.4 Where such procedural motion is lost, debate on the motion or amendment to that motion shall 
continue. 

 

5.3 “That the debate on the motion or amendment be adjourned” 

5.3.1 The procedural motion, “that the debate on the motion or amendment be adjourned”, shall specify a 
time or date, to which the debate will be adjourned. 

 

5.4 “That the meeting proceed to the next item” 

5.4.1 Where a procedural motion, “that the meeting proceed to the next item” is carried, debate on the 
matter that is the subject of the motion shall cease. However, debate on the matter of the motion 
may be considered again by Council on the giving of notice in accordance with the Standing 
Orders. 

 

5.5 “That the matter lie on the table” 

5.5.1 A procedural motion, “that the matter lie on the table”, shall only be moved where the Chairperson 
or a Councillor requires additional information on the matter, or the result of some other action of 
Council or person is required, before the matter may be concluded at the meeting.  

5.5.2 If the motion to lay the matter on the table is passed, the Council shall proceed with the next matter 
on the business paper. 

5.5.3 If the motion to lay the matter on the table is lost, debate continues and the motion cannot be 
moved again in respect of that substantive motion. 

5.5.4 If the motion to lay the matter on the table is moved and carried whilst an amendment is before the 
chair, both the motion and the amendment are laid on the table. 

5.5.5 If the motion is carried, the matter is unable to be dealt with until a procedural motion ‘that the 
matter be taken from the table’ is carried. 

 

5.6 “That the matter be taken from the table” 

5.6.1 The motion, “that the matter be taken from the table”, can only be taken from the table by the same 
committee or the ordinary meeting. 

5.6.2 Once the matter is returned to the table, all members, whether or not they have previously spoken, 
have the right to speak. 
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5.7 Points of Order 

5.7.1 A member who is speaking shall not be interrupted, except by the Chairperson or upon a point of 
order, in which event the member shall resume the member’s seat and remain silent until the 
Chairperson has ceased speaking or the point of order has been disposed of, whereupon the 
member so interrupted may, if permitted, proceed. 

5.7.2 Any Councillor may ask the Chairperson to decide on a ‘point of order’ where it is believed that: 

a) another Councillor has failed to comply with these standing orders; 

b) a matter before the meeting is in contravention of the Act or Regulation, or is beyond the 
jurisdiction power of Council or is of an objectionable nature; 

c) another Councillor’s conduct at the meeting may constitute inappropriate conduct, misconduct 
or corrupt conduct. 

5.7.3 A point of order cannot be used as a means of contradicting a statement made by a Councillor 
speaking about a matter. 

5.7.4 Where a ‘point of order’ is raised, consideration of the matter to which the motion was raised shall 
be suspended and the Chairperson shall determine whether the point of order is upheld. 

5.7.5 Notwithstanding anything contained in these standing orders to the contrary, all points of order at 
any time arising shall, until decided, suspend the consideration and decision of every other motion 
or matter. 

 

5.8 Motion of dissent “That the Chairperson’s ruling be dissented from” 

5.8.1 A Councillor may move ‘a motion of dissent’ in relation to a ruling of the Chairperson on a point of 
order. Where such motion is moved, further consideration of any matter shall be suspended until 
after a ruling is made. 

5.8.2 Where a motion of dissent is carried, the matter to which the ruling of the Chairperson was made 
shall proceed as though that ruling had not been made. 

5.8.3 Where as a result of that ruling the matter was discharged as out of order, it shall be restored to the 
business paper and be dealt with in the normal course of business. 

5.8.4 Where a motion of dissent is not carried, the ruling of the Chairperson will stand. 

 

5.9 “That the report/document be tabled” 

5.9.1 The motion, ‘that this report/document be tabled’, may be used by a Councillor to introduce a report 
or other document to the meeting, only if the report or other document is not otherwise protected 
under confidentiality or information privacy laws. On tabling the document, it ceases to be a 
confidential document and is available for public scrutiny. 

5.9.2 The only motion which will be moved following tabling is that: 

a) the report/document be received and referred to a committee or an employee for consideration 
and report back to the meeting; or 

b) the report/document not be received. 

 

5.10 “That the Standing Orders or Meeting Procedures or a provision thereof be suspended/ 
resumed” 

5.10.1 A procedural motion, “that the Standing Orders or a provision of these meeting procedures be 
suspended for a specified period”, may be made by any Councillor in order to permit some action 
that otherwise would be prevented by a procedural rule. 

5.10.2 A procedural motion to suspend a rule shall specify the reason and duration of such a suspension. 
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5.10.3 At the conclusion of the specified period, a procedural motion “to resume Standing Orders or a 
provision of these meeting procedures” shall be made to reinstate all provisions of the standing 
orders or meeting procedures to the meeting. 

 

5.11 “That the meeting be adjourned/resumed” 

5.11.1 A procedural motion, “that the meeting be adjourned”, may be moved by a Councillor at the 
conclusion of debate on any matter on the business paper or at the conclusion of a Councillor’s 
time for speaking to the matter, and shall be put without debate. 

5.11.2 Such a procedural motion will specify a time for the resumption of the meeting and on resumption 
of the meeting the Council shall continue with the business before the meeting at the point where it 
was discontinued on the adjournment. 

 

5.12 Closed meetings (closed session) 

5.12.1 Local Government or its committees may resolve that a meeting be closed to the public if its 
Councillors or members consider it necessary to discuss any of the matters as detailed in section 
254J of the Local Government Regulation 2012 (Closed meetings). 

5.12.2 A council meeting, standing and advisory committee meeting cannot resolve that a meeting be 
closed where the meeting is informed of a councillor’s personal interest in the matter by another 
person and the eligible councillors at the meeting must decide whether the councillor has a 
declarable conflict of interest in the matter. 

Further, the meeting must not be closed if a quorum is lost due to the number of conflicted 
councillors who leave the meeting and the council must; 

• delegate the matter 

• decide by resolution to defer to a later meeting 

• decide by resolution to take no further action on the matter. 

None of the above will be considered, discussed, voted on or made during a closed session. 

5.12.3 If a closed session includes attendance by teleconference, the Councillor/s attending by 
teleconference must maintain confidentiality by ensuring no other person can hear their 
conversation. 

5.12.4 To take a matter into a closed session, the Local Government must first pass a resolution to do so. 

5.12.5 In the interests of accountability and transparency, the Local Government must specify the nature 
of the matter to be discussed and the reasoning of the Councillors for going into closed session. 

5.12.6 If the matter is known in advance, the agenda should clearly identify that the matter will be 
considered in closed session and state the topic to be discussed and a brief explanation of why it is 
deemed necessary to take the issue into closed session. 

5.12.7 The minutes of a Local Government must detail the matter discussed and reasoning for discussing 
the matter in closed session. The Local Government must also ensure that it complies with the 
statutory obligations associated with recording of passed resolutions. 

5.12.8 Where a procedural motion, "that the Council resolve to close the meeting to the public for the 
purpose of ......." is passed, all members of the public must leave and not re-enter the room where 
the meeting is being held until a procedural motion "that the Council meeting resume in open 
session" is passed. 

5.12.9 A resolution (other than a procedural motion) of the Local Government or committee cannot be 
made in a closed meeting. 
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5.13 Questions 

5.13.1 A Councillor may at a Council meeting ask a question for reply by another Councillor or an officer 
regarding any matter under consideration at the meeting. 

5.13.2 Questions relating to general work or procedure of the local government or any matter under the 
jurisdiction of the local government but not related to any matter under consideration at that 
meeting are not allowed. 

5.13.3 A question shall be asked categorically and without argument and no discussion shall be permitted 
at the meeting of Council in relation to a reply or a refusal to reply to the question. 

5.13.4 A Councillor or officer to whom a question is asked without notice may request that the question be 
taken on notice for response at the next meeting. In this instance the question must be reduced to 
writing and provided to the relevant Councillor or Chief Executive Officer. 

5.13.5 A Councillor who asks a question at a meeting, whether or not upon notice, shall be deemed not to 
have spoken to the debate of the motion to which the question relates. 

5.13.6 The Chairperson may disallow a question which is considered inconsistent with an acceptable 
request or good order, provided that a Councillor may move a motion that the Chairperson’s ruling 
be disagreed with, and if such motion be carried the Chairperson shall allow such question. 

 

6. Maintenance of Good Order 

6.1 Business of objectionable nature 

6.1.1 If at a meeting the Chairperson or a Councillor considers that a matter or motion before a meeting 
is of an objectionable nature or outside the powers of the local government, the Chairperson may, 
on the Chairperson's own volition or at the request of another Councillor, declare that the matter 
not be considered further. 

 

6.2 Disorder 

6.2.1 The Chairperson may adjourn the meeting of Council, where disorder arises at a meeting other 
than by a Councillor. On resumption of the meeting, the Chairperson shall move a motion, which 
shall be put without debate, to determine whether the meeting shall proceed. Where such a motion 
is lost, the Chairperson shall declare the meeting closed, and any outstanding matters referred to a 
future meeting. 

 

6.3 Acts of disorder by members of the local government or a committee 

6.3.1 If a member of the local government or committee fails to leave the meeting place as directed by 
the Chairperson, an authorised person may, at the request of the Chairperson, exercise reasonable 
force to remove the member and to keep the member away, from the meeting place. 

 

7. Public attendance at meetings 

7.1 Attendance of public and media at meetings 

7.1.1 An area shall be made available at the place where any meeting of Council is to take place for 
members of the public and representatives of the media to attend the meeting and as many 
members of the public as reasonably can be accommodated in that area shall be permitted to 
attend the meeting. 

7.1.2 When the Council is sitting in Closed Session, the public and representatives of the media shall be 
excluded. 

7.1.3 The Chairperson may direct any persons improperly present to withdraw immediately. 
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Clauses 7.1.4 to 7.1.7 are supported by section 34 Maintenance of good order at meetings of Council’s Local Law No. 1 
(Administration) 2011 

7.1.4 A person who is not a member of the local government or a committee must not interrupt or 
obstruct the proper conduct of a meeting. 

7.1.5 If a person (other than a member of the local government or committee) interrupts or obstructs the 
proper conduct of a meeting, the Chairperson of the meeting may ask the person to leave the 
meeting place. 

7.1.6 A person asked to leave a meeting place must immediately leave the place and must not return to 
the meeting until the end or at such earlier time as is decided by the Chairperson. 

7.1.7 If a person contravenes clause 7.1.6 above, an authorised person may, at the request of the 
Chairperson, exercise reasonable force to remove the person from the meeting place, and keep 
the person away, from the meeting place. 

7.1.8 The Chairperson will adjourn the meeting until the person asked to leave the meeting place has 
left. After the person has left the meeting place, the Chairperson will reconvene the meeting. 

 

7.2 Public participation at meetings (Community Comment) 

7.2.1 A member of the public, may take part in the proceeding of a meeting only when invited to do so by 
the Chairperson. 

7.2.2 In each ordinary meeting, time will be allocated to permit residents and ratepayers to address the 
Council on matters of public interest related to local government. Any public participation at a 
meeting will be conducted in accordance with the Community Comment Session Policy 2150-062. 

7.2.3 If any address or comment is irrelevant, offensive, contrary to the Community Comment Session 
Policy 2150-062, or unduly long, the Chairperson may require the person to cease making the 
submission or comment. 

7.2.4 For any matter arising from such an address, Council may take the following actions: 

a) refer the matter to a committee; 

b) deal with the matter immediately; 

c) place the matter on notice for discussion at a future meeting; 

d) note the matter and take no further action. 

7.2.5 Any person addressing the Council shall act and speak with decorum and frame any remarks in 
respectful and courteous language. 

7.2.6 Any person who is considered by the Council or the Mayor to be unsuitably dressed may be 
directed by the Mayor or Chairperson to immediately withdraw from the meeting. Failure to comply 
with such a request may be considered an act of disorder. 

 
Related Documents 
 
This Policy complements and is to be implemented in conjunction with other Council policies, directives and 
relevant documents published by other agencies including, but not limited to: 

 Code of Conduct for Councillors in Queensland (as approved under s150E of the Local Government 
Act 2009) 

 Moreton Bay Regional Council Investigation Policy 2150-105 

 Community Comment Session Policy 2150-062 

 Councillor Portfolios Roles and Responsibilities Policy 2150-114 
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Review Triggers 
 
This policy will be reviewed for applicability, effectiveness, and consistency with relevant legislation, Council 
resolutions, and other Council documents.   
 
The effectiveness of this policy will be measured by an annual review process by the CEO in consultation 
with the Mayor and Councillors. Upon review a report will be submitted to Council outlining proposed 
amendments or continuing with the status quo. In the case of proposed amendments, the report will clearly 
outline the reasoning for such amendments. 
 
Responsibility 
 
This Policy is to be: 
 
(1) implemented by the Chief Executive Officer; and 
(2) reviewed and amended in accordance with the "Review Triggers" by Manager Governance & Executive 

Services. 
 
The Mayor and Councillors are responsible for ensuring that processes and behaviour are undertaken in 
accordance with this policy. 
 
 
Policy: 2150-115 Official Version:  A20043228 
Meeting Procedures and Standing Orders Policy 

Document Control 
Version / 
Reviewed 

Version Adoption (Council meeting / Minute Page) 
Reviewed (revision comment) 

Date Word version 
reference 

V1 ADOPTED General Meeting (20/627) 
Incorporates and supersedes adopted MBRC Meeting 
Procedures (Coordination Committee P.18/2326) 
27.11.2018 (A19489305) 
 

13.5.2020 A19790579 
 

V2 AMENDED to reflect amendments to legislative 
provisions effective 12 October 2020 and Community 
Comment Policy 2150-062 

 A20608922 
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Policy: 2150-062 
 

Community Comment Session 
 
Head of Power 
 
Local Government Act 2009 
 
Objective 
 
This Policy establishes procedures to allow Moreton Bay Regional Council residents and ratepayers the 
opportunity to address Council. 
 
Definitions 
 
In this Policy: 
 
CEO means the Council’s Chief Executive Officer. 
 
Session means the Community Comment session scheduled as part of Council’s General Meeting. 
 
Application 
 
This Policy applies to Moreton Bay Regional Council residents and ratepayers wishing to address Council 
during the Community Comment Session of a General Meeting of Council. 
 
Policy Statement 
 
A Community Comment Session will be scheduled for a maximum of thirty minutes as part of the Council’s 
General Meeting agenda. 
 
The time allocated for each speaker as part of the Session shall be a maximum of five minutes, with a maximum 
of four individual speakers per Session. 
 
Eligibility 
Only residents and/or ratepayers in the local government area are eligible to participate in the Community 
Comment session.   
 
A speaker may only participate in the Session once every calendar month and sequential addresses by a 
speaker will not be permitted, regardless of the topic. 
 
A speaker is unable to speak on the same matter at more than one Session. 
 
Where more than the maximum allowable applicants request to speak at a Session, preference will be given 
to new applicants (over any applicant who has spoken at a previous Session) or applicants requesting to speak 
on a different subject matter. 
 
Application Process 
A resident and/or ratepayer wishing to address Council must complete the necessary application form that 
must be received by the CEO seven days prior to the General Meeting date at which they wish to speak. 
 
The application shall set out briefly the subject and details of all points that the applicant intends to raise.  
 
The CEO shall determine whether the application may be heard and notify the applicant of the outcome.  
Where an application is approved, the applicant will be notified of the scheduled date and approximate time. 
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A copy of the full address must be provided to the CEO three business days prior to the date of the 
presentation.  
 
Meeting Process 
Only the person who has been given approval to speak shall be entitled to speak in the Session. 
  
Speakers must act and speak with decorum.   
 
The speaker/s must adhere to the address as provided to the CEO. 
 
If the speaker’s address is considered irrelevant, offensive, contrary to this policy or unduly long, the speaker 
will be required to cease. 
 
At the discretion of the Chairperson, the speaker may be permitted time in addition to the allocated five minutes. 
 
At the conclusion of the address, no debate will be entered into.  However, the CEO may clarify any statement 
or view expressed by the speaker with these comments forming part of the minutes of the meeting.   
 
Any correspondence in response to the address may be listed for noting in a subsequent General Meeting 
agenda under correspondence. 
 
Accessibility and Inclusion 
Council is committed to ensuring the Community Comment Session is accessible to all residents and 
ratepayers in the Moreton Bay Region. Where an applicant requires assistance to apply and/or participate in 
the Community Comment Session, Executive Services will make appropriate arrangements.  
 
Related Documents 
 
This Policy complements and is to be implemented in conjunction with other Council policies, directives and 
relevant documents published by other agencies including, but not limited to: 
 

 Decision-making Framework 
 Meeting Procedures & Standing Orders Policy 2150-115 

 
Review and evaluation 
 
This policy will be reviewed for applicability, effectiveness, and consistency with relevant legislation, Council 
resolutions, and other Council documents.  Reviews of this policy will occur as required, or at least once every 
four years. 
 
The impact of this policy will be measured by considering the number of community comments made over the 
period of a year, the diversity of matters raised, and Councillor feedback. 
 
Responsibility 
 
This Policy is to be: 
 
(1) implemented by the CEO; and 
(2) reviewed and amended in accordance with the “Review Triggers” by the CEO. 
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Policy: 2150-062 Official Version:  A822030 

Version Adoption (Council meeting / Minute Page) Date Word version 
reference 

Version 1 Coordination Committee (08/137-143) 32-2150-05 22.4.2008  
Version 2 Legislation update 26.9.2012  
Version 3 Coordination Committee (16/1012) 14.6.2016 A13292809 
Version 4 General Meeting (20/627) 13.5.2020 A19932680 
Version 5 DRAFT  A20377409 

 
Related Links:  
Community Comment Session Application 
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