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Council briefing sessions policy  

1.0 Purpose 

The purpose of this Councillor Briefing Sessions Policy (Policy) is to establish guidelines for the 

conduct of non-decision making forums, which creates an opportunity for:  

(1) Councillors and Officers to obtain and exchange information 

(2) Councillors to otherwise better inform themselves as to:  

(a) the implementation of previous decisions of Council 

(b) the ongoing operations of Council of which Councillors need to be 
informed/advised of 

(c) matters coming before future Council meetings 

(d) matters raised for possible inclusion in Council meetings 

(3) Community or external bodies to request and make deputations to Council. 

2.0 Objectives 

Transparent meeting procedures underpin representative democracy and ensure public 

confidence in Council’s decision making processes.  Briefing sessions are intended to provide a 

valuable opportunity to enhance the decision making process by providing a forum for Councillors 

to ask questions and seek clarification of information prior to Council meetings.   

This Policy provides direction and leadership to Councillors and Officers on the intent and conduct 

of briefing sessions.  

3.0 Scope 

This Policy applies to all Councillors, employees and attendees of Kiama Municipal Council and 

is to be applied during all Council briefing sessions. 

4.0 References  

Legislative references: 

• Local Government Act 1993 

This document should be read in conjunction with the following Council policies:  

• Code of conduct for councillors 

• Code of conduct – Council staff, contractors and volunteers 

• Code of conduct for Council committee members, delegates of Council and Council 
advisers 

• Code of Conduct administration procedures 

• Code of meeting practice 
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5.0 Definitions 

For the purpose of this document the following definitions apply: 

Term Definition 

Briefing session  

An informal, non-decision making forum, meeting, session or 

gathering of Councillors and Officers convened by the Chief 

Executive Officer or Mayor for Councillors to be informed of matters 

of proposed policy or other strategic issues and issues of significance 

to Council and/or to the Kiama Municipality community.  

Business day  
A day other than a Saturday or Sunday, or a public holiday, upon 

which banks are open for business in the Kiama Municipality.  

Officers  Employees of Council.  

6.0 Intent 

6.1 Briefing sessions provide the necessary background information to enable Councillors to 

more effectively discuss and debate complex issues during subsequent Council meetings 

and provide information to Councillors in relation to Council matters which are not raised 

at formal Council meetings. 

6.2 The principal functions of briefing sessions are to: 

• share information 

• provide Officers with the opportunity to advise Councillors of their professional 
opinion and intended recommendations on matters 

• provide Councillors with the opportunity to seek clarification on matters 

• provide updates prior to a formal Council meeting 

• provide an opportunity for the Chief Executive Officer and Officers to address any 
Councillor questions and provide additional background information 

• receive deputations from members of the community, if the deputation is for an 
information session or to brief Councillors on a matter which does not require a 
decision to be made 

• receive information from external parties assisting Council 

• explore ideas and concepts for future plans and strategies 

• provide training and information sessions about Councillor roles and responsibilities 
and other Council matters 

• present information provided by government agencies, community representatives 
or the like. 

6.3 Briefing sessions are not for the purpose of debating issues, building consensus positions 

or otherwise discharging Council’s deliberative and decision-making functions.  In 

particular but without limitation, at briefing sessions:  

(a) any dialogue or discussion must be focused on identifying areas of ambiguity, 

seeking clarification, and communicating additional information 

(b) formal decisions or informal decisions are not to be made 
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(c) debate or discussion between Councillors which results in consensus building is 

not to be conducted 

(d) Councillors need to comply with their responsibilities under the Local Government 

Act 1993 and the Local Government (General) Regulation 2021 and must refrain 

from consensus building or participating in the formation of decisions 

(e) the chair of the briefing session must warn Councillors when they are approaching 

‘consensus building’ or ‘persuasive discussion’.   

6.4 Any matters raised in a briefing session which require a Council decision will be 

considered by Council through the normal Ordinary meeting processes.    

6.5 The briefing sessions are not formal meetings of Council and are open to the public, 

unless the matter is of a confidential nature. 

6.6 Whilst no decisions are made during briefing sessions, compliance with section 11.0 of 

this Policy is intended to reduce the risk of Councillors with pecuniary and non-pecuniary 

conflicts of interest. 

7.0 Schedule 

7.1 Briefing sessions will be held on the last Thursday of the month (except December).    

7.2 In the event of there being no business listed on the agenda for a briefing session, the 

briefing session will not convene and the Chief Executive Officer shall advise Councillors 

of the cancellation as soon as practicable.   

7.3 The Mayor or Chief Executive Officer may call briefing sessions as necessary for 

emergent matters.  

7.4 If a Director believes it is necessary to hold a briefing session outside of those scheduled, 

the Director shall liaise with the Chief Executive Officer who shall decide whether to call 

a briefing session. 

8.0 Participants 

8.1 Briefing sessions are to be attended by all Councillors, the Chief Executive Officer (or 

delegate), the Executive Leadership Team (where necessary), and any Managers or 

other Officers who have expertise in relation to an item on the briefing session agenda.    

8.2 While no quorum is required for a briefing session, if more than half of the Councillors 

indicate an intention not to attend a briefing session, the Mayor or Chief Executive Officer 

may cancel or postpone the briefing session, having regard to the matters to be raised at 

the briefing session.   

8.3 External persons may present at briefing sessions upon invitation from the Mayor or Chief 

Executive Officer.  If an external person (for example a consultant, contractor, or guest) 

is to be present at the briefing session, the person’s name, title, and company shall be 

included next to the relevant item on the agenda for the briefing session.   

8.4 Deputations to briefing sessions can be requested to the Chief Executive Officer or Mayor 

in writing at least 10 days prior to the session. 

8.5 Members of the public can attend to listen to the discussion 

8.6 Deputations should go for no more than 10 minutes. 
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9.0 Chairperson 

9.1 Briefing sessions will be managed by the Chief Executive Officer in consultation with the 

Mayor. 

9.2 The Mayor shall chair the briefing sessions.  In the event that the Mayor is not present, 

the Deputy Mayor shall chair the briefing session.   

9.3 The chairperson shall assume responsibility for the good governance and order of the 

meeting.   

10.0 Administration 

10.1 The Chief Executive Officer will notify the Councillor in writing as to the date determined 

for the matter to be raised at a briefing session at least 3 business says before the briefing 

session is to be conducted.  

10.2 For each agenda item for a briefing session, the agenda shall state the title of the item, 

the name of the Officer who will lead the discussion and whether a report is attached.  

10.3 Where (due to urgency or timing of availability of information) no briefing or agenda has 

been circulated prior to the briefing session, the responsible Director shall provide hard 

copies of the briefing note to each Councillor at the briefing session, with an additional 

copy provided to the Chief Executive Officer to distribute to Councillors not present at the 

briefing session.   

10.4 The agenda for a briefing session will be distributed at least 3 business days prior to the 

briefing session.  

10.5 Briefing session reports must have a clear statement identifying the aims of the briefing.  

10.6 There will be no formal minutes, recommendations or actions as these are not decision 

making forums.  Recording of Councillor briefing sessions will be limited to note taking 

regarding attendance and declarations of interest.  Key priorities explored are to be noted 

by the relevant staff and/or Councillors.  Notes will be retained for reference only and will 

not be distributed to Councillors, staff or the public. 

10.7 Some matters raised during briefing sessions may be appropriately identified as 

confidential by the Chief Executive Officer.  Council’s policies dealing with confidential 

information will apply to confidential information raised at a briefing session. 

11.0 Conflicts of Interest 

11.1 Prior to a matter being raised at a briefing session, Councillors must declare to the briefing 

session whether they have a pecuniary or non-pecuniary conflict of interest in accordance 

with the Local Government Act.   

11.2 A Councillor with a conflict of interest must manage that conflict in accordance with the 

Local Government Act. 

11.3 The Chief Executive Officer will keep a record of the declarations made under section 

11.0 of this Policy. 
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12.0 Breaches of Policy 

12.1 A breach of Council’s policies and procedures, including this Policy, by a Councillor is 

‘misconduct’ as defined in the Local Government Act. 

13.0 Review history 

This Councillor briefing sessions policy was adopted by Council on XX. 

This Policy will be reviewed in March 2024.  Any amendments to this document must be by way 
of Council resolution. 

Council reserves the right to review or vary this document and associated processes at any time 
if required. 

14.0 Document control  

 

Date reviewed Date adopted Amendment 

 XX New Policy 

15.0 Signature 

 

Name: Click or tap here to enter name. 
Date: Click or tap to enter a 
date. 

Signature:  
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How to contact Council 

Post 

Chief Executive Officer 

Kiama Municipal Council 

PO Box 75 

KIAMA  NSW  2533 

 

Telephone 

+61 2 4232 0444 

 

Online 

Email: council@kiama.nsw.gov.au 

Website: www.kiama.nsw.gov.au 

 

Office hours 

Our Administration Building located at 

11 Manning Street Kiama is open 8.45 am to 4.15 pm  

Monday to Friday (excluding public holidays) 


