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10.2 Policy 023 - Provision of Information and Services - Elected Members

Location Town-wide
Reporting officer Amy Noon
Responsible officer Danielle Uniza 
Voting requirement Simple majority
Attachments 1. Policy 023 Provision of Information and Services - Elected Members 

[10.2.1]

Recommendation
That Council adopts Policy 023 Provision of Information and Services – Elected Members.

Purpose
To set the process and expectations for the provision of information and services to elected members.

In brief
 The proposed policy applies to all elected members and officers of the Town.
 The policy sets direction regarding appropriate methods of information provision to elected members.
 The policy preserves the integrity of the decision-making process by committing to consistency and 

equity in the provision of information and services to its elected members.
 The policy addresses feedback received regarding the needs of both the Council and Town officers.

Background
1. In the past, the Town has not had an agreed direction around how information or services should be 

requested by elected members or provided to them by the Town.

2. In the absence of an agreed direction, there has been a lack of clarity around how information should 
be provided to elected members, where elected members can access information and how elected 
members should request information or services. Concerns have also been raised about information 
not being provided in a timely manner.

3. There have been inconsistencies around elected members being equally informed regarding issues and 
concerns raised, particularly on matters requiring a Council decision. There have also been instances of 
confusion when requests are made verbally as expectations may not have be communicated in the 
same way that they were received.

4. Both elected members and the Town have expressed a need for a consistent formal process and 
agreed expectations for the provision of information and services to elected members.

5. It was decided that a policy would be the most appropriate method for setting a process as its 
formality allows for the Town and Council to be held accountable for their parts of the process. 

Strategic alignment
Civic Leadership
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Strategic outcome Intended public value outcome or impact
CL01 – Everyone receives appropriate 
information in the most efficient and 
effective way for them 

Adopting a consistent approach sets the expectation for how 
information will be received. The clarity allows for information required 
to be sourced more efficiently.

CL07 - People have positive 
exchanges with the Town that inspires 
confidence in the information and the 
timely service provided.

Providing consistent information to all elected members means that 
members of the community will in turn receive the same level of 
information about an issue regardless of who they contact. 

CL08 – Visionary civic leadership with 
sound and accountable governance 
that reflects objective decision-
making.

A consistent and equitable approach means that all elected members 
receive the same information to be able to make decisions for the good 
governance of the Town. The community may also have increased 
confidence that their interests are considered by all elected members 
when decisions are made.

Engagement

Internal engagement
Stakeholder Comments
C-Suite and Managers Both groups support a consistent direction being set that addresses 

the needs of both the Council and the Town.
Elected members Elected members trialled the policy to see whether it would meet 

their needs. Feedback received has been incorporated in to the 
changes to the original policy that was trialled. This feedback was 
around informing elected members of information provided to the 
community when they were included in the original request, all 
elected members only needing to be copied in to the final response 
to an elected member request, and the need to follow the policy in 
conjunction with the roles and responsibilities of an elected 
member.

Other engagement
Stakeholder Comments
Other local governments A desktop review of Council policies showed that it is common for a 

policy of this nature to be adopted by Councils. These policies 
generally outline who requests should be directed to and how 
requests are dealt with.

Legal compliance
Section 5.92 of the Local Government Act 1995
Regulation 10 of the Local Government (Rules of Conduct) Regulations 2007

Risk management consideration
Risk and consequence Consequence 

rating
Likelihood 
rating

Overall risk 
analysis

Mitigation and actions

Compliance
The absence of an 
agreed process could 
result in 
commitments under 

Major More than once 
per year

Extreme The proposed policy 
clarifies actions that can 
be taken according to 
roles and 
responsibilities of the 

http://classic.austlii.edu.au/au/legis/wa/consol_act/lga1995182/s5.92.html
http://classic.austlii.edu.au/au/legis/wa/consol_reg/lgocr2007453/s10.html
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the relevant 
legislation not being 
adhered to.

Council and Town in 
relation to the relevant 
legislation.

Reputational
Differing levels of 
knowledge could 
negatively impact 
individual elected 
members or the 
Town.

Minor Likely Moderate The provision of 
consistent information 
ensures that all elected 
members and the Town 
have a common 
understanding.

Financial implications

Current budget 
impact

Sufficient funds exist within the annual budget to address this recommendation.

Future budget impact Not applicable.

Analysis
6. The proposed policy sets direction around how information and services should be requested by 

elected members and provided to them by the Town. It has been informed through engagement with 
the elected members and the administration, with the aim of solving the concerns raised.

7. The issue of elected members not knowing how they should be requesting information has been 
addressed by requiring all requests to be directed through one contact point, to the Governance 
service area. Governance will be able to make sure the right people are involved to provide the 
information or service required and reduce any double-handling or confusion that comes with multiple 
people being involved in isolation. This also allows for oversight of response times, set to one business 
day as a standard, and provides the ability to manage expectations around when items will be 
completed if more time is required.

8. The Town will receive clarity through the introduction of this policy as they will now know where 
information should be provided depending on the action being requested of elected members. Items 
that require feedback are to be provided through a concept forum or the elected member portal, 
depending on the complexity of the subject matter. If an item is purely for the information of elected 
members, with no action required, information will be provided through the elected member bulletin. 
In the case of the distribution of information being urgent or confidential, email will be used. Clarifying 
these methods of delivery will also assist elected members when searching for communication from 
the Town.

9. There is a need to ensure that all elected members are equally informed regarding issues and concerns 
raised, particularly on matters requiring a Council decision. The proposed policy sets the requirement 
for responses to individual elected members’ requests, excluding any requests of an administrative 
nature, to be sent to all elected members. This means that all elected members will receive the same 
information. Further to this, a request will not be considered or actioned until it is received in writing by 
the Governance service area. This eliminates any chance of information being provided to one elected 
member at the time of request, bypassing the opportunity for all to be informed. It will also ensure that 
a request is clearly understood before any attempt is made to address it.

10. The policy that is presented for adoption will provide consistency and equity in the provision of 
information to elected members. It sets out clear guidance for how an elected member should make a 
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request of the Townand allows the Town to have clarity about what is expected.

Relevant documents
Not applicable.


