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1 Purpose 

1.1 This Code of Practice applies to the Council, the Audit and Risk Committee and Committees 
established by Council under Section 41 of the Local Government Act 1999 (the Act).  

1.2 For Procedures applicable to the Council Assessment Panel (CAP) refer to the Council Assessment 
Panel Meeting Operating Procedures 

1.3 This Code of Practice does not exhaustively outline all meeting procedures that apply and must be 
read in conjunction with the Local Government Act 1999 (the Act) (particularly Chapter 6 Parts 1 to 4) 
and the Local Government (Procedures at Meetings) Regulations 2013 (the Regulations) (Particularly 
Parts 1, 2 and 4), which prevail over this Code to the extent of any inconsistency.  

1.4 This Code of Practice does not derogate from the Council’s ability to further determine procedures to 
be observed at meetings insofar as they are not prescribed by the Act or the Regulations. 

2 Time and place of meetings 

All ordinary and special meetings of the Council and Committees must be held in a place open to the 
public. 

2.1 Ordinary and Special Council Meetings 

2.1.1 In accordance with section 81 of the Act, Council will resolve the time and place to hold at 
least one ordinary meeting in each month. 

2.1.2 The Chief Executive Officer must call a special meeting of the Council at the request of 
a. the Principal Member (Mayor); or 
b. at least three Council Members; or 
c. a Committee where at least three Members of the Council vote in favour of the 

making of the request. 

2.2 Committee Meetings  

2.2.1 A Committee meeting will be taken to be conducted in a place open to the public even if one or 
more Committee Members participate in the meeting by telephone or other electronic means, 
provided that the public can hear the debate between all Members. 

2.2.2 The time and place of ordinary meetings of a committee will be determined by the Council or, in 
the absence of, or subject to such a determination, by the Committee. A determination by the 
Council will lapse following the conclusion of four-yearly  periodic elections to elect a new 
Council. 

2.2.3 When appointing a time for ordinary meetings of a Committee, the Council (or Committee as the 
case may be) must take into account the availability and convenience of Committee Members 
and the nature and purpose of the Committee. 

2.2.4 The Chief Executive Officer must call a special meeting of a Committee at the request of 
a. the Presiding Member; or 
b. at least two Members of the respective Committee. 

2.2.5 Special Meetings of a Committee may be held at any time. 

2.3 Meeting Closure 

Council and Committee meetings will conclude by 10:30 pm. One 30 minute extension of time is 
permitted via resolution, to allow the meeting to continue to 11:00 pm.  If a meeting continues past 
10:30 pm without a resolution to extend the in, the meeting will be adjourned to a date and time 
specified by resolution. 
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3 Notice of meetings 

3.1 Notice to Members 

3.1.1 Notice of a meeting of Council or a Committee must be provided to Members in writing three (3) 
clear days prior to the meeting. The notice must include the date, time and place of the meeting 
and be signed by the Chief Executive Officer. 

3.1.2 A minimum of four hours’ notice of a special meeting must be provided to Council Members by 
the Chief Executive Officer. 

3.1.3 Each Member should be supplied with a copy of any documents or reports that are to be 
considered at a meeting, at the time notice of that meeting is given (where practicable), noting 
that there may be circumstances where this is not possible.  

3.1.4 The Chief Executive Officer must ensure that a record of all notices of meetings is maintained 
in Council’s corporate records management system.  

3.2 Notice to public 

3.2.1 The Chief Executive Officer must ensure that notice is given to the public of the times and places 
of meetings of the Council and Committees: 

 Ordinary Council meeting – At least three (3) clear days before the meeting 

 Special Council meeting – As soon as possible following the provision of the meeting 
notice to Council Members 

 Committee meetings - As soon as possible following the provision of the meeting notice 
to Committee Members 

3.2.2 A copy of the notice for a Council or Committee meeting will be placed on public display at 
principal office, the Town of Gawler Administration Centre  

3.2.3 A copy of the notice and agenda for a Council or Committee meeting will be published on the 
Town of Gawler website. The Chief Executive Officer must ensure that a reasonable number of 
copies of any document supplied to Members for consideration at a meeting are available for 
inspection by members of the public at the meeting.  

3.2.4 Any documents that have been considered in confidence, or that are recommended by the Chief 
Executive Officer to be, will not be publicly available. 

4 Meeting agendas order of business  

4.1 The Mayor is the Presiding Member of ordinary and special council meetings. Committee Presiding 
Members vary and are appointed by Council or the respective Committee.  

4.2 The order of business for ordinary and special meetings of the Council and Committees is specified 
in Appendix A.  

4.3 Adjourned business will always be considered before any new items of business. Adjourned 
confidential reports may be dealt with via a motion to move the item(s) to the Confidential Reports 
section of the agenda. 

4.4 The order of business for a particular Council or Committee meeting may be changed if a majority of 
Members present at that meeting vote in favour of the proposed change. . 

4.5 The foregoing provisions do not derogate from the ability of the Council to determine the procedures 
for Committee meetings. 

5 Kaurna statement of acknowledgment 

The following Kaurna Acknowledgement Statement will be incorporated into each meeting of the 
Council and Committees:“ We would like to acknowledge this land that we meet on is the traditional 
lands for the Kaurna people and that we respect their spiritual relationship with their country.” 

The following statement may also be added immediately following the previous acknowledgement 
statement, at the discretion of presiding member: “We also acknowledge the Kaurna people as the 
custodians of the greater Adelaide region and that their cultural and heritage beliefs are still as 
important to the living Kaurna people today.” 
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6 Apologies from Council or Committee Members 
6.1 If a Member of the Council or a Committee is to be absent from a meeting, they should provide an 

apology either in person, by phone or email to the: 

 Presiding Member, 

 CEO or 

 Governance.  

6.2 The Chief Executive Officer or Governance will advise the Presiding Member of any requests for leave 
of absence and/or apologies received.  

6.3 An apology shall be listed in the agenda for each meeting the apology relates to, if submitted prior to 
the collation of the agenda.  

6.4 For absences from Council meetings, the Council may formally consider a motion to permit a "leave 
of absence" for members who have submitted an apology (including retrospectively for those who due 
to unforeseen circumstances provide a late apology).  

6.5 Apologies will be recorded in the minutes provided the meeting is made aware of the apology. 

7 Deputations 

7.1 The Local Government (Procedures at Meetings) Regulations 2013 (the Regulations prescribe that 
a person may appear through a deputation to address a meeting.   

7.2 Members of the public can request a deputation, subject to approval by the Presiding Member, at 
the following meetings: 

 Ordinary Council 

 Special Council 

7.3 Requests for deputation must be made 48 hours prior to a meeting, in writing to the CEO pursuant 
to Regulation 11. 

7.4 Requests for deputation must include the: 

 Requestors Name 

 Contact phone number 

 Subject of deputation and if they have addressed this topic before, the number of times.  

7.5 Deputation requests with the required information to support the request are to be submitted to 
Governance in writing, addressed to the CEO via one of the following methods: 

Email: council@gawler.sa.gov.au 
Post:  PO Box 130, Gawler SA 5118 
Hand delivered: Town of Gawler Administration Centre, 43 High Street, Gawler East 

7.6 A five minute time limit applies to deputations.  

7.7 Topics for deputations should be relevant to an item included on the agenda for a particular meeting 
and preference will be given to topics related to an item of business listed on the agenda. 

7.8 The Presiding Member may approve deputation requests at their discretion, on matters not listed in 
a meeting agenda, following consultation with the CEO. 

Examples of requests to address matters outside of the scope of the agenda that may be approved 
include requests from external parties such as not for profit organisations, professional industry 
bodies including local government bodies or representatives from the state or federal public sector. 

7.9 If a person has provided two or more deputations to Council or a Committee on the same topic; the 
Presiding Member may at their discretion refuse any further  requests  for deputation to address a 
meeting on the same matter. 

7.10 In the event a deputation request is refused, the decision must be reported to the next ordinary 
meeting of the Council or committee as the case may be. The Council or Committee may resolve to 
allow the deputation. 

7.11 If a request for a deputation is not received within the stipulated timeframe and therefore is not 
approved for a particular meeting, members of the public can address meetings of the Council and 
the Gawler Youth Advisory Committee through the Public Open Forum (refer section 10 of this Code). 
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8 Petitions 

8.1 A petition to Council must: 

 be legibly written or typed or printed;  

 clearly set out the request or submission of the petitioners;  

 include the name and address of each person who signed or endorsed the petition; and 

 be addressed to Council and delivered to the principal office of the Council. 

8.2 If a petition is received complying with the requirements specified in clause 9.1; the Chief Executive 
Officer shall place a statement as to the nature of the request or submission, and the number of 
signatures or the number of persons endorsing the petition on the agenda for the next ordinary 
meeting of Council. 

8.3 Electronic petitions will be accepted by Council but must. 

 Include the name and address of the supporter of the petition.  

 Clearly set out the request or submission of the petitioners. 

 Be sent to Council by mail or email to council@gawler.sa.gov.au. 

9 Public Open Forum 

The Public Open Forum aims to promote community participation and engagement in the business of 
the Council, by providing an opportunity for members of the public to address meetings on matters 
within the Council’s remit.   

9.1 A Public Open Forum (the Forum) will be held at the following meetings: 

 Ordinary Council  

 Gawler Youth Advisory Committee 

9.2 The time limit for the Public Open Forum is 20 minutes. 

9.3 The Presiding Member shall ascertain at the commencement of the Forum the number of persons 
desiring to speak and the subject matter they wish to speak about. The time available shall be 
allocated to the speakers on equal basis, with a maximum of five (5) minutes per speaker. An 
extension of time may be requested by seeking leave of the meeting and will be  considered on a 
case-by-case basis per speaker. 

9.4 The Forum shall be chaired by the Presiding Member and speakers shall observe rulings by the 
Presiding Member. 

9.5 A person who has addressed a meeting on a matter via deputation, cannot utilise the  Public Open 
Forum to speak on the same matter again.  

9.6 If a person utilising the Forum asks questions as a part of their address at a Council or Committee 
meeting, the Presiding Member will ascertain if an answer can be provided and if so, a reply will be 
given at the meeting.  

9.7 If question/s cannot be responded to at a meeting, the Presiding Member will request the person to 
put the questions in writing. This is to encourage questions to be submitted via one of the more 
efficient communication methods available to people to communicate with Council and prevent the 
use of staff resources on transcribing audio from recordings. 

9.8 The Presiding Member may rule that a question is not answered if the Presiding Member considers 
the question is vague, irrelevant, insulting or improper. 

9.9 Council Members may ask questions of each person utilising the Forum at the conclusion of their 
address. 
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10 Declaration of interests 

10.1 A Member who has an interest in a matter before the Council or a committee must disclose the 
interest at the meeting. An accurate summary of the interest must be provided.  

10.2 A Declaration of Interest Form may be used by Members  to assist them to accurately explain the 
nature of a conflict and what action they will take to manage it, ensuring to cover off on  
requirements of the Act. t. If a Member uses the Form to assist with a disclosure of interest, the 
Declaration Form must be completed prior to a declaration and provided to the Minute Taker.  

10.3 There are two categories of conflict of interest prescribed by the Act: 

 General conflict of interest – Exists where a member’s private interests might result in 
the member acting in a manner contrary to the responsibilities and obligations a member 
has to the public through their role. 

 Material conflict of interest – Exists if a body corporate of which a member is a director 
or member of the governing body, would gain a benefit or suffer a loss depending on the 
outcome of the matter being considered.  

10.4 Council Members are required to familiarise themselves with the Local Government Act 1999 
provisions for Declarations of Interest (Chapter 5, Part 4, Division 1) prior to a council or committee 
meeting: 

 Section 75B—Dealing with general conflicts of interest 

 Section 75C—Dealing with material conflicts of interest  

11 Motions or amendments 

11.1 Motions on Notice 

Motions on Notice for consideration at ordinary Council or Committee meetings must be submitted 
to the Chief Executive Officer seven (7) clear days prior to the meeting at which it is to be considered 
and may be accompanied by a short preamble, of no more than 1000 words submitted by the 
Member.  

11.2 Motions Without Notice 

A Member who moves a Motion Without Notice at a meeting should provide the Presiding Member 
with the motion in writing to assist proceedings and the Minute Taker. This is not required if the 
Presiding Member considers a motion is simple to understand, short in length and easily transcribed.  

11.3 Amendments to Motions 

A Member who moves an amendment to a motion at a meeting should provide the Presiding Member 
with the amendment in writing to assist meeting proceedings and the Minute Taker. This is not 
required if the Presiding Member considers an amendment is minor, short in length and easily 
transcribed. 

12 Council Member attendances & activities 

12.1 Council Members may provide a written list of events they attended relevant to their role, since the 
last ordinary Council meeting for inclusion in the minutes. The written list may be submitted to 
Governance prior to an ordinary Council Meeting or to the Minute Taker at the meeting.  

12.2 The types of activities and attendances that can be included in reports are those attended by a 
Council Member in the course of undertaking official functions and duties, including but not limited 
to:  

 Civic activities (e.g. citizenship ceremonies) 

 Meetings with external bodies as appointed Council Representative 

 Training sessions 

12.3 Council Members who sit on external bodies as a Council Delegate or Representative should report 
back to Council on matters relevant to Council through the provision of: 

 Copies of minutes; or 

 A verbal or tabled written summary of the meeting held by the relevant body at the next 
ordinary meeting of Council. 
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13 Questions  

13.1 Questions about a report or agenda item  

If Members have questions regarding an item on the agenda, they are encouraged to ask the Chief 
Executive Officer or relevant Executive Manager during business hours; in order to have questions 
easily resolved and prevent the meeting duration from being extended. 

13.2 Questions on Notice  

13.2.1 Questions on notice must be submitted to the Chief Executive Officer seven (7) clear days prior 
to the meeting and will be included in the agenda. The question and reply will be recorded in the 
minutes as prescribed by regulation 9(2). As replies are provided in minutes, they will not be 
read out at meetings. 

13.2.2 No debate is permitted in relation to questions on notice and replies to questions on notice.  

13.3 Questions Without Notice  

13.3.1 At the Questions Without Notice section of an agenda, Members may ask a maximum of three 
(3) questions at a meeting, without leave of the meeting being granted to allow additional 
questions to be asked.  

13.3.2 Questions without notice should be put in writing and provided to the Presiding Member and 
Minute Taker prior to the commencement of the meeting at which the question is to be asked to 
assist proceedings. 

13.3.3 If a question without notice (all questions asked during a meeting) could not be answered at the 
meeting at which it was asked, a reply will be provided at the next ordinary Council or Committee 
meeting. The question will be treated as a question on notice and will be included in the agenda 
and minutes for that meeting. 

13.3.4 Members are encouraged to, where possible, utilise the question on notice process. 

14 Speaking at a meeting 

14.1 Council or Committee Members may speak for a maximum of five (5) minutes. 

14.2 In exercising the right of reply, the mover of a motion must confine remarks to responding to the 
issues raised in the debate. 

15 Meeting quorums 

No business can be transacted at a meeting unless a quorum is present. A quorum is the number 
determined by dividing the total number of members of Council or the Committee by two (2), ignoring 
any fraction, and adding one (1). For example:  

A quorum for a 7-member Committee is 4 members present. 
A quorum for an 8-member Committee is 5 members present. 

16 Voting 

16.1 A motion or amendment once moved and seconded, needs to be put for an outcome to be determined. 
The question (matter to be determined) will be decided by a majority of the votes cast by the Members 
present at the meeting, who are entitled to vote.  

16.2 All members present at a meeting must vote on a question; except in circumstances where a member 
has declared a conflict of interest in accordance with the Act and informed the meeting that to 
appropriately deal with the conflict they will not participate in the debate or vote.   

16.3 Presiding Members of Committees have a deliberative vote, equal to all other members of the 
Committee, not a casting vote. In the event of a tied vote on a matter at a Committee meeting, it will be 
referred to the Council for decision. If an amendment results in a tied vote, then the amendment will 
lapse.  
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17 Moving en bloc 

17.1 Items listed in the agenda as Information items can be moved en bloc. 

17.2 Minutes from Council committees will be presented to the next ordinary Council meeting. Council will 
note minutes and adopt the recommendations contained within. Recommendations for specific items 
can be excluded and debated separately.  

18 Process to undertake private ballot 

Officer Recommendations in agenda reports to elect or appoint Council Members to a specific position 
such as Deputy Mayor, Presiding Member of a Committee or as a representative of the Council on an 
external body or subsidiary will reference the private ballot process will be used if necessary.  

The following steps detail the process to conduct a private ballot:  

1. Council Members or Committee Members may self-nominate or be nominated by another 
Member. If nominated by another Member, they must advise the meeting if they accept or decline 
the nomination.  

A Member may be nominated in their absence, if their wishes to be nominated for appointment 
have been conveyed to another Council Member, the CEO, an Executive Manager or 
Governance prior to the relevant meeting. 

2. Council Members or Committee Members may self-nominate or be nominated by another 
Member, for election to a position such as Deputy Mayor or Presiding Member; or to be appointed 
as a representative of the Council. If a Member is nominated, they must advise the meeting if 
they accept or decline the nomination. 

3. Where there are two (2) candidates, a first past the post method of voting will be utilised, where 
a valid vote must have a candidate’s name. 

4. Where there are three (3) or more candidates, adopt a preferential method of voting, where a 
valid vote must list each candidate’s name in preference order. 

5. Presiding Members and all other Members present at the meeting are eligible to vote on a 
question to elect or appoint a Member of the Council or Committee to a position or as a 
representative. . 

6. The Chief Executive Officer or their representative will fulfil the role of Returning Officer for the 
election. 

7. If at any stage during the process there is an equal number of votes the Returning Officer will 
decide the issue by the drawing of lots. The name of the candidate/s withdrawn will be the one/s 
excluded from the ballot. 

8. Upon completion of the ballot count, the Returning Officer will report to the Council the successful 
candidate. A resolution is needed to confirm the election or appointment of a member.  

19 Minutes 

19.1 The Chief Executive Officer (or, where the Chief Executive Officer has been excluded from a meeting, 
the person presiding at the meeting) must ensure that Minutes are kept of the proceedings at every 
meeting of Council or a Council Committee. 

19.2 The minutes of a meeting are a record of proceedings and must include all the requirements 
prescribed by Regulation 8. The Code of Practice for Access to Council and Committee Meetings and 
Council Documents provides further information regarding orders to exclude the public from meetings 
and orders to keep documents or parts of documents confidential. 

19.3 The minutes of  a meeting must be submitted for confirmation at the next ordinary meeting or, if that 
is omitted, at a subsequent meeting. 

19.4 No discussion on meeting minutes may occur before confirmation, except as to their accuracy as a 
record of proceedings. 
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20 Other procedures of Committees 

Where not otherwise prescribed by this Code of Practice, the Act or the Regulations, the procedures to 
be observed by Committees are: 

 As determined by the Council (including through the Terms of Reference of the Committee); 
or 

 In the absence of or subject to such a determination of the Council — by the Committee itself. 

21 Recording of Council and Committee meetings  

Council will live stream Council and Committee meetings except where the meeting has resolved to 
close the meeting to the public.  

Circumstances may arise where it is not possible to livestream a meeting due to a technology or 
software application failure, that cannot be rectified in time to facilitate a livestream. If an event occurs 
preventing a livestream, there may be limited or no ability for Council to provide advance notification to 
the public. The livestream recording will be retained on YouTube for a minimum of 12 months. 

22 Administrative Information 

Document type Code  

Procedure developer Team Leader Governance 

Record number CR25/105292 

Audience Public 

Category Governance  

Adopted & effective date 16 December 2025 

Applicable legislation 
Local Government Act 1999  

Local Government (Procedures at Meetings) Regulations 2013

Review due by Within 12 months of 2026 general elections 

Adopting authority Council  

 

  



Code of Practice for Council and Committee  

Meeting Procedures 

9 

 

Appendix A – MEETING AGENDAS ORDER OF BUSINESS 

Note: The consideration of confidential reports is not limited to the meetings that include 
Confidential Reports in the order of business. Confidential Reports are listed for meetings that 
regularly consider items in confidence as a standing item on the agenda. This does not derogate 
from Council’s or a Committee’s ability to resolve to consider a matter in confidence and retain 
meeting documents in confidence in accordance with the Local Government Act 1999.  

Ordinary Council Agenda 
Order Of Business 
1. Statement of Acknowledgement 

2. Attendance Record 

3. Public Open Forum 

4. Deputations 

5. Adjourned Items 

6. Petitions 

7. Confirmation of Minutes 

8. Business Arising from Minutes 

9. Decision Reports 

10. Information Reports 

11. Adoption of Committee Minutes 

12. External Bodies Reports 

13. Questions on Notice 

14. Questions without Notice 

15. Motions on Notice 

16. Motions without Notice 

17. Council Member Attendances & Activities 

18. Confidential Reports 

19. Close 

20. Next Ordinary Meeting 

Special Council Agenda 
Order Of Business 
1 Statement of Acknowledgement 

2 Attendance Record 

3 Deputations 

5 Reports 

6 Close 

7 Next Ordinary Meeting 

Gawler Youth Advisory Committee  
(Section 41) 
Order Of Business 
1 Statement of Acknowledgement 
2 Attendance Record 
3 Confirmation of Minutes 
4 Business Arising from Minutes 
5 Decision Reports 
6 Information Reports  
7 Items Listed for Discussion 
8 Items Listed for Discussion At Future 

Meetings 
9 Questions without Notice 
10 Motions without Notice 
11 Close  
12 Next Ordinary Meeting 

 

Audit and Risk Committee 

(Section 83) 

Order Of Business 

1 Statement of Acknowledgement 

2 Attendance Record 

3 Declarations of Interest 

4 Confirmation of Minutes 

5 Business Arising from Minutes 

6 Decision Reports 

7  Information Reports 

8 Items Listed for Discussion 

9 Questions without Notice 

10 Motions without Notice 

11 Confidential Reports 

12 Close 

13 Next Ordinary Meeting 
 

Gawler Heritage Collection Committee  
(Section 41) 
Order Of Business 
1 Statement of Acknowledgement 

2 Attendance Record 

3 Declarations of Interest 

4 Confirmation of Minutes 

5 Business Arising from Minutes 

6 Decision Reports 

7 Information Reports  

8 Items Listed for Discussion 

9 Items Listed for Discussion At Future 
Meetings 

10 Questions without Notice 

11 Motions without Notice 

12 Close  

13 Next Ordinary Meeting 
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