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99a Carlisle Street
St Kilda VIC 3182		
Phone: ASSIST 03 9209 6777
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Receive the latest news from your City and Council portphillip.vic.gov.au/divercity
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If you are deaf or have a hearing or speech impairment, you can phone us through the National Relay Service (NRS):
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relayservice.gov.au

[image: ]

[bookmark: _Toc496019950]Governance
[bookmark: _Hlk30699916][bookmark: _Hlk23335340]Ensure all fields are completed and personal details are not included.
Responsible Service / Department: Community Wellbeing
Council Contact: Manager, Community Building and Inclusion 
Date of Council adoption:
May 2026 (TBC) 
Date Advisory Committee established: 
June 2026
Document Set ID (ECM):
[Insert Text]
[bookmark: _Hlk30758146][bookmark: _Hlk30758085][bookmark: _Hlk30750508][bookmark: _Hlk30584560]Review date:
Every four years in line with council term. 
Review history:
	[bookmark: _Hlk30584821]Name
	Document Set ID (ECM) 
	Date
	Description of Edits

	Advisory Committees Terms of Reference 
	#
	17/02/2026
	Updated Terms of Reference for all Advisory Committees. 




Contents
1.	Purpose	1
2.	Composition	1
2.1	Role and selection of Councillor/s	1
2.2	Role and selection of Council officer/s	2
2.3	Role and selection of external members	2
2.4	Role and selection of the Chairperson and Deputy Chairperson	3
3. 	Committee Operation	3
3.1	Committee lifecycle	3
3.2 	Accessibility	4
4. 	Meetings	4
4.1	Meeting schedule	4
4.2	Meeting Procedure	4
4.3	Voting and quorum	4
4.4	Agendas and minutes	5
4.5 	Public attendance at meetings	5
5.	Budget and Remuneration	5
6.	Conduct of Members	6
6.1	Conflicts of Interest	6
6.2	Resignation and Termination	7
7.	Committee Administration	7
7.1	Reporting to Council	7
7.2	Administrative updates	7



	







1. [bookmark: _Toc222322875]Purpose
Advisory Committees are established by Council resolution to support strategic priorities in the Council Plan. Committee members bring their lived experience to contribute diverse perspectives, specialised knowledge and advice to strengthen Council’s decision-making.  

Advisory Committees will: 

· Provide advice on Council policies, plans, projects, programs and services and community engagement that impacts the relevant community cohort. 
· Provide a structured way for community members to raise issues, needs and ideas for Council’s consideration. 
· Strengthen communication between Council and specific community cohorts.
· Support co-design of engagement, consultation and communication approaches with specific cohorts in our Port Phillip community.
· Build community awareness of Council services and encourage participation in local decision‑making.
2. [bookmark: _Toc222322876] Composition
The Advisory Committee will include: 
· One or two Port Phillip Councillors
· One or two Council officers
· Up to 12 community members, including representatives from relevant organisations serving the Port Phillip community

Additional officers may attend as required to support the work of the Committee. 
2.1 [bookmark: _Toc222257769][bookmark: _Toc222257825][bookmark: _Toc222257877][bookmark: _Toc222258006][bookmark: _Toc222258146][bookmark: _Toc222258590][bookmark: _Toc222322877]Role and selection of Councillor/s
Councillor appointments are confirmed by Council resolution at the start of each term. Councillors attend meetings to listen to community views and act as spokespeople when reporting back to Council. They must remain impartial and avoid influencing discussion.

Councillors who are not appointed may attend as observers only and may speak only if invited by the Chairperson. 
2.2 [bookmark: _Toc222257773][bookmark: _Toc222257829][bookmark: _Toc222257881][bookmark: _Toc222258010][bookmark: _Toc222258150][bookmark: _Toc222258594][bookmark: _Toc222322878]Role and selection of Council officer/s
Council officers will provide administrative support and advice to the Committee. Officers will be nominated by the relevant General Manager. A level 3 manager is required at each meeting when a Councillor is present in accordance with our Councillor contact guidelines. 
An Advisory Committee meeting is considered an ‘informal meeting of councillors’ under Council’s Governance Rules (Chapter 6 (1)) when more than one Councillor is participating in the meeting (Note: this does not include Councillors attending to observe). When this occurs, the relevant General Manager is responsible for ensuring a Council officer submits the Informal Meeting of Councillors Form to the Governance Department, so a record of the meeting can be included in the upcoming Council agenda.
2.3 [bookmark: _Toc222322879]Role and selection of external members
External community representatives must:
· Identify as a member of the specific community cohort and live, work or study in Port Phillip, or work/volunteer with an organisation serving the relevant cohort
· Demonstrate constructive participation and an understanding of local issues
· Be willing to share information within their networks and gather feedback
The approach to appointing external representatives will include: 
· An Expression of Interest (EOI) advertised through print, online, social media and appropriate cohort-specific channels. 
· Applicants must submit an application using an online, hard-copy form or accessible option that meets their needs 
· Assessment by a panel of officers using selection criteria aiming for diverse, intersectional community representation, in accordance with Council’s Committee Framework. 
· The proposed Committee members will be confidentially recommended to Council via a report, with Council to provide final endorsement. 
All committee members must hold a valid Working With Children Check.
External community representatives unable to attend a committee meeting are not able to nominate a proxy. 
If a Committee Member resigns or is terminated from their position the vacant position may be filled from a previous recruitment process.

2.4 [bookmark: _Toc222322880]Role and selection of the Chairperson and Deputy Chairperson  
· Elections occur at the first meeting, facilitated by the responsible Council officer.
· Voting may be conducted openly or by secret ballot.
· Independent community members should be appointed to these roles to ensure broader participation.
· If no community member wishes to serve, the Councillor Delegate may take the role.
· Terms are for 12 months.
· If both the Chair and Deputy Chair are absent, the Councillor Delegate or most senior officer will chair the meeting.
[bookmark: _Toc222258603][bookmark: _Toc222322881]3. 	Committee Operation
The Committee will be convened for the remainder of the Council term following the endorsement of the membership by Council. 
At the start of each new term, committees will receive an induction outlining roles, responsibilities, expected work and relevant legislative or policy requirements. A consistent induction and ongoing capacity‑building program applies across all Advisory Committees. Committees will meet at least once per year as a collective to strengthen collaboration across cohorts.
Committees operate within this Terms of Reference and have no delegated authority. Members may not speak on behalf of Council.
3.1 [bookmark: _Toc222322882]Committee lifecycle
A review of each of Council’s advisory committees will take place at the start of each new Council term, following Council plan and budget discussions, to determine its relevance for the proceeding term. 
Councillors will be appointed as Councillor Delegates to advisory committees soon as practicable following the review of advisory committees. 
Council may resolve to dis-establish a committee at any time during the term if it is deemed to no longer have a relevant function. 
If an Advisory Committee is reconstituted in a new Council term, members may re-apply for consecutive terms, to support knowledge continuity and deepening expertise over time. Re-appointments should be balanced with the recruitment of new members, allowing for fresh voices and ideas.  

[bookmark: _Toc222322883]3.2 	Accessibility
Council will ensure all meetings, activities and materials are accessible. This includes:
· Accessible formats (Easy Read, large print, captions, transcripts, screen reader friendly documents)
· Language support where required
· Accessible venues that comply with accessibility standards, including stepfree entry, accessible parking and bathrooms, appropriate lighting and acoustics, and availability of hearing augmentation systems or an interpreting service as requested
· Options for online or hybrid meetings
· Allowing assistance animals
· Providing information in advance to support full participation
[bookmark: _Toc222322884]4. 	Meetings
4.1 [bookmark: _Toc222322885]Meeting schedule
The annual meeting schedule of up to 8 meetings is agreed at the first meeting and aligns with key engagement timelines. Meetings may be held online, in person, or in hybrid format, determined at the time of setting the meeting schedule. 
4.2 [bookmark: _Toc222322886] Meeting Procedure
Meetings will: 
· Start and finish on time
· Be scheduled and confirmed in advance with all relevant papers distributed (as appropriate) to each member 
· Encourage fair and reasonable discussion, participation and respect for each other’s views 
· Focus on the issues under discussion; and 
· Aim for consensus-based advice to Council
4.3 [bookmark: _Toc222322887] Voting and quorum
Consensus decision-making and recommendations are preferred. Where voting is required, differing views must be recorded in the minutes. All members may vote unless they have a conflict of interest.
A quorum requires:
· At least three community members
· At least one Councillor
If more than half the members are absent, the Chair or Deputy Chair may reschedule the meeting or continue, with absences recorded in the minutes. 
 
4.4 [bookmark: _Toc222322888]Agendas and minutes
Council officers prepare agendas for the Advisory Committee meeting, with approval from the Chairperson. 
· Any member may submit agenda items for the Advisory Committee meeting to the Council officer providing administrative support to the Committee at least seven business days before the meeting.
· Agendas and supporting documents must be circulated at least five business days before the meeting.
· Minutes must be drafted within 10 working days and provided to the Chair for confirmation, then shared with all members.
· Minutes must clearly describe proceedings and recommendations.
· Minutes may be tabled at Council meetings.
· Minutes are endorsed at the next Committee meeting or by email when needed sooner.
[bookmark: _Toc222257795][bookmark: _Toc222257849][bookmark: _Toc222257901][bookmark: _Toc222258030][bookmark: _Toc222258170][bookmark: _Toc222258621][bookmark: _Toc222322889]4.5 	Public attendance at meetings 
The Advisory Committee is not required to give public notice of its meetings and its meetings are not open to the public. 

The Committee may invite observers to meetings from time to time. This is at the discretion of the Chairperson. 

Guests may also be invited to attend and participate at meetings; this would generally be for a specific purpose and/or specified period of time. This is at the discretion of the Chairperson. 

5. [bookmark: _Toc222322890]Budget and Remuneration  
Committee Budgets: 
Any budgetary allocation is at the absolute discretion of the relevant General Manager who is responsible for the Advisory Committee. This may include budget for venue hire (external) and catering. Budget must not be used for the payment of fees for external members or presenters. 
Remuneration: 
No remuneration will be paid to Committee members. Councillors appointed to Advisory Committees are entitled to claim expenses in line with the Councillor Expenses and Support Policy.

6. [bookmark: _Toc222322891]Conduct of Members 
In performing the role of Advisory Committee member, a person must: 
· Act with integrity 
· Participate impartially and in the community’s interests
· Not improperly seek to confer an advantage or disadvantage on any person 
· Treat all persons with respect and have due regard to the opinions, beliefs, rights and responsibilities of other persons 
· Commit to regular attendance at meetings (minimum 50%); and 
· Maintain confidentiality of the information they acquire through the meetings and avoid improper use of information
· Actively promote opportunities for the community to participate in engagement activities, and remain neutral when promoting engagement activities so as not to influence community feedback.  
· The Model Councillor Code of Conduct and Employee Code of Conduct applies to respective Councillor and Council Staff Committee members. 
· The conflict of interest and confidentiality provisions in the Local Government Act 2020 apply to all members.

6.1 [bookmark: _Toc222322892]Conflicts of Interest
Councillors and Council officers are required to disclose conflicts of interest in accordance with Part 6, Division 2 of the Local Government Act 2020 (Vic) and Chapter 5 of the Governance Rules. 
Where an external community member has a conflict of interest or perceived conflict of interest in relation to a matter before the committee, the community member must disclose the matter to the group before the matter is considered or discussed. The external community member must then leave the meeting until the matter is dealt with. Disclosure must include the nature of the interest and be recorded in the meeting minutes.

6.2 [bookmark: _Toc222322893]Resignation and Termination
Committee members may resign at any time. Notice of resignation is to be provided in a documented format to Council staff representatives and the Chair. 
Committee Members who consistently cannot support the Committee’s advice should consider whether they continue their membership of the Committee. The Chair, in consultation with the relevant Council officer, may end a member’s term if their behaviour is not complying with expected conduct. 
The Committee may determine to remove a member who has failed to attend 50% of meetings over the course of a year.  

7. [bookmark: _Toc222322894]Committee Administration 
7.1 [bookmark: _Toc222322895]Reporting to Council 
There are three ways for Advisory Committees to report back to Council:  
· Annual Report: 
Advisory Committees must present an Annual Report each financial year to Council which highlights the achievements of the Committee throughout the year in line with the Committees objectives. Advisory Committee administrators will collaborate on a combined report.  
· Reports by Councillor Delegates: 
A Councillor may request support from the committee’s supporting officer in drafting a report to table at a Council meeting. Such a report should include any notable activities and highlights from recent committee meetings as well as the respective minutes from these meetings.  
· Informal meetings of Council: 
Committees are encouraged to work with their respective Council support officer to present to the Councillor group. 
This may include:  
· Inviting all Councillors to a committee meeting; or  
· A presentation to Councillors on a Council business day  
7.2 [bookmark: _Toc222322896]Administrative updates 
Minor administrative updates (e.g., changes to position titles or names of departments) may be made to these Terms of Reference without Council approval. 
Any change that alters the intent or substance of the Terms of Reference requires Council endorsement.
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