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Borough of Queenscliffe


Public Question Time
Please complete details below, and submit to the Chief Executive Officer 
prior to the opening of the Ordinary Meeting of Council.
Please refer to the full procedural guidelines attached to this form.

Name:  ________________________________________________________________________
Address:  ______________________________________________________________________
or Name of Organisation represented:  _______________________________________________
Contact Telephone: ______________________________________________________________
Date of Council Meeting: __________________________________________________________
* PRIVACY – Declaration

[image: image1.png]I am willing to opt for my personal information to appear in the Council minutes.   Please tick appropriate box.    Name:
      Yes 
 No

Address:
Yes
        No

QUESTION(s)

Please be as brief and as concise as possible and PRINT using BLOCK LETTERS

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
* Note:
Council is committed to the privacy principles as prescribed by the Information Privacy Act.  It is your option as to whether your name and/or address (street name only) appears within the Council minutes.
Public Question Time

A guide to understanding meeting protocol

The purpose of this session is to enable public participation in Council Meetings.

Council has provided the opportunity for any member of the public to freely ask a question relating to any issues in which Council has a direct interest or responsibility at the commencement of the Ordinary Meeting of Council held on the third Wednesday of every month.
There is a need to cover some simple protocols as each meeting may involve people attending for the first time.

1. Question time is specifically available for questions.  

2. Questions relating to specific Planning applications should be stated in writing as part of Council's Planning Application process.

3. A maximum of one question will be accepted by any one person per Council meeting.  

4. A maximum of 20 minutes has been allocated for answering all questions in accordance with these guidelines.

5. Questions must be written and received by the Chief Executive Officer before the opening of the meeting.

6. The person asking the question must be in attendance at the meeting for the question and answer to be read out at the meeting.  If the person is not in attendance a written response will be forwarded to them by the Chief Executive Officer.

7. The Mayor or Chairperson may disallow any question which is considered to:

· Relate to a matter beyond the power or duties of Council;

· Be defamatory, indecent, offensive, abusive, irrelevant, trivial or objectionable in language or nature;

· Be confidential in nature or of legal significance;

· Be repetitive of a question already answered (whether at the same or any earlier meeting;

· To be aimed to embarrass a Councillor, or member of Council staff;

· To relate to personnel matters;

· To relate to the personal hardship of any resident or ratepayer;

· To relate to proposed developments or legal advice;

· To relate to matters affecting the security of Council property;

· To relate to any other matter which Council considers would prejudice the Council or any person.
8. If the Mayor or Chairperson has determined that the question shall not be read to the meeting:

· he or she must advise the meeting accordingly; and

· the question shall be available to councillors upon request.

9. Answers to questions shall be given immediately, if possible, or taken ‘on notice’ if an on the spot answer is not available.  (Where a question is taken ‘on notice’ a reply shall be mailed within 5 working days).

What to do?

The Mayor or Chairperson will ascertain that the person asking the question is present in the gallery and will read or direct the member of the public to read the question.

The member of the public then –

· stands up and moves to the table;

· states clearly his or her name, and

· asks his or her question(s).  (Please ask your question clearly and as briefly as possible)

The Mayor or Chairperson has the discretion to seek clarification of the question if deemed necessary but otherwise the person asking the question is not permitted to enter into debate with or directly question Councillors or members of Council staff.

The Mayor shall then answer questions or refer the matter to the Chief Executive, a General Manager or a Councillor.
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