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1 PREPARING FOR AN EMEETING 

1.1 Potential Suspension of Meeting Procedures (Standing Orders) Local Law 

The CEO will identify if any clauses in the Local Government’s Meeting Procedures 
(Standing Orders) Local Law cannot be complied with or require modification when 
conducting an eMeeting. For example; requirement for voting by show of hands or for 
Members to stand when speaking. 

The CEO will provide an officer recommendation in the eMeeting Agenda, to suspended 
specified Local Law clauses that may limit eMeeting effectiveness or efficiency. 

The Presiding Member may then determine how these matters are managed in the 
eMeeting. 

1.2 Assessment of ‘Suitable Place’ Prior to eMeeting 

Administration Regulation 14A specifically defines a ‘suitable place’ to be used by a Council 
Member, which must be approved before they can attend a meeting by telephone. The same 
principle also applies to eMeetings, as the suitability of the ‘place’ may impact the 
confidentiality of matters behind closed doors, and otherwise risk Council Members being 
interrupted during the meeting.  

Therefore, the following assessment should be applied to an eMeeting: 

 The Presiding Member and CEO will work collaboratively with Council Members 
to assist them to make suitable ‘place’ arrangements.  
 

 Council Members must advise the Presiding Member by email (cc’d to the CEO 
for records capture), the place they will use to connect to an eMeeting and how 
this place controls the risk of a confidentiality breach and limits the potential for 
interruptions. 

 
 The Presiding Member will review each Council Member’s ‘place’ arrangements 

and if considered a suitable place, the Presiding Member provides approval of 
the place by return email to the Council Member (cc’d to the CEO for evidence of 
compliance). 

Additionally, the requirements of Administration Regulation 14A for a suitable place to be 
within a ‘townsite’ or ‘residential area’ do not apply to an eMeeting. Lastly, a Council 
Member cannot attend an eMeeting outside the State of Western Australia as it is outside 
the jurisdiction of the Local Government Act 1995. 

1.3 Public Question Time for eMeetings – Admin. Regulation 14E(4) 

Public Questions will be emailed to mail@swek.wa.gov.au by 4.00pm the business day prior 
to the meeting and priority will be given to questions that are received within this timeframe. 
No questions will be accepted for eMeetings after 3.00pm on the day of the meeting. The 
adopted eMeeting Public Question Time Procedure will be publicised so as to inform the 
community of this opportunity. 

Priority will be given to those questions relating to a matter on the Agenda before the 
meeting. Other questions will only be addressed if time permits. The Presiding Member will 
read the question aloud at the meeting.  

mailto:mail@swek.wa.gov.au
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2 PRINCIPLES FOR PARTICIPATING IN EMEETINGS 

2.1 Before an eMeeting 

Council Members are to ensure they have taken time to prepare to participate in an 
eMeeting. 

Council Members are encouraged to familiarise themselves with the eMeeting guidance and 
seek advice from the CEO to clarify matters they are unsure about. 

2.1.1 Questions 

Asking complex questions during an eMeeting may reduce efficiency and effectiveness. 
Council Members should email questions to the CEO at the earliest opportunity before an 
eMeeting, so the CEO can provide advice and information before the eMeeting commences 

2.1.2 Disclosing Interests  

Council Members should disclose interests by email to the CEO before the meeting 
commences. Early disclosure will contribute to an efficient eMeeting, permit the Presiding 
Member to prepare for a Council Member’s departure from the eMeeting in the case of a 
pecuniary interest and, crucially, will ensure there are no serious breaches of the Local 
Government Act 1995 by failing to make an appropriate declaration or participate and vote 
on a matter in which a Council Member has an interest. 

2.1.3 Leave of Absence requests 

Council Members must submit Leave of Absence requests by email to the CEO before an 
eMeeting commences. The CEO may then collate requests and prepare an officer 
recommendation for inclusion in the Agenda or for tabling, further improving meeting 
efficiency. 

2.1.4 Notice of Motions  

Any Notice of Motions should be sent by email to the CEO prior to the eMeeting to ensure 
the efficient running of the eMeeting and to assist the Minute Taker. Councillor – Notice of 
Motions forms are provided to Council Members. 

2.2 Behaviour Protocols for eMeetings 

It is the Presiding Member’s responsibility to preserve order in the meeting and this can be 
more difficult in an eMeeting. Therefore, each Council Member must consistently and 
respectfully follow the Local Government’s Meeting Procedures Local Law, any additional 
eMeeting guidance provided and support the Presiding Member in their conduct of the 
eMeeting. 

The pace of an eMeeting should be slow and orderly. The following practices will help avoid 
confusion and support effective eMeetings: 

 Speak clearly and slowly, as connections may be distorted or delayed. 
 

 Always state your name to indicate to the Presiding Member that you wish to speak. 
Restate your name if the Presiding Member has not heard you at first. 
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 In debate, only speak after the Presiding Member has acknowledged you. Then state 
your name, so that others know who is speaking. 
 

 Follow the Presiding Member’s directions and rulings. 
 

 If you are unclear about what is happening in an eMeeting, immediately state your 
name to draw the Presiding Member’s attention and enable you to then seek 
clarification from the Presiding Member. 
 

 Avoid looking for opportunities to call Points of Order; instead, politely and 
respectfully gain the Presiding Member’s attention and explain any deviation from 
your Meeting Procedures, the Local Government Act or any other relevant matter. 

2.3 Leaving and Returning to an eMeeting 

If you have disclosed an interest or need to leave an eMeeting for any other reason, you 
MUST advise and be acknowledged by the Presiding Member before you leave and when 
you return. Admin. Regulation 11(b) prescribes this information must be recorded in the 
Minutes. 

 State your name and wait until the Presiding Member acknowledges you. Restate 
your name if the Presiding Member has not heard you at first. 
 

 When acknowledged by the Presiding Member, advise the meeting of the reason for 
leaving the meeting, for example: 

I have disclosed an interest and am required to leave the meeting for 
discussion of this item. 

You may be disconnected from the meeting and then reconnected once the 
item in which you have an interest has been resolved. When you return, state 
your name so the Presiding Member can acknowledge the time you returned 
to the meeting for the Minutes. 

OR 

I wish to leave the meeting for a short period and I will advise the Presiding 
Member when I return. 

If you are leaving the place approved for connection to the eMeeting, make 
sure that no-one else is able to access or interfere with your eMeeting 
connection and when you return, state your name so the Presiding Member 
can acknowledge the time you returned to the meeting for the Minutes.  

OR 

I wish to leave the meeting and will not be returning. 

Ensure the Presiding Member acknowledges the time of your departure from 
the eMeeting for recording in the Minutes, before you disconnect from the 
eMeeting. 
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3 ADDITIONAL GUIDING PRINCIPLES FOR PRESIDING MEMBERS 

3.1 Leading eMeetings 

The Presiding Member role is to lead and facilitate the smooth transaction of the business of 
Council. Presiding Members should consider the following advice to ensure eMeetings are 
as effective and efficient as possible. 

 Slow the meeting down. Participating in an electronic meeting will be more difficult for 
Council Members to follow; this particularly so for the Minute Taker. 
 

 Introduce each agenda item, stating item number and title - this will help Council 
Members to follow the eMeeting’s progress. 
 

 After each Item, ask attendees to indicate if they are ready to move to the next item 
and allow a pause to enable time for attendees to respond (if required). 
 

 If not in visual contact, select junctures throughout the eMeeting to conduct a ‘role 
call’ to ensure Council Members have connectivity with the meeting. 

3.2 Facilitating Motions and Voting 

3.2.1 Calling for Movers and Seconders 

When calling for movers / seconders, there may be multiple Council Members speaking at 
once – the Presiding Member will endeavour to be fair and ensure he/she is not always 
selecting the same Council Member/s. 

The Meeting Procedures (Standing Orders) Local Law specifies how a vote must be taken 
(i.e. show of hands). A Council resolution at the start of the meeting may be appropriate to 
suspend specific Local Law clauses for eMeetings (see 1.1  Potential Suspension of Meeting 
Procedures (Standing Orders) Local Law). 

3.2.2 Voting 

Voting will be carried out by exception  

The Presiding Member will ask Council Members to indicate if they wish to vote against the 
motion. If no Council Member responds, the motion is declared carried unanimously and 
minuted accordingly. 

If one or more Council Members are against, the Presiding Member will obtain the names of 
each Council Member wishing to vote against the motion, and deduce whether this results 
in the vote being carried or lost. In this case, the number of votes for and against must be 
announced for minute-taking purposes. 

(See 6. Process of Motions for eMeetings (Voting by Exception) for detailed process 
flowchart.) 
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4 CONDUCTING AN EMEETING 

4.1 Immediately Before an eMeeting Commences 

The CEO will ensure the relevant systems are tested off-line before Council Members 
connect to the eMeeting platform. 

All Council Members and staff are to be connected to the eMeeting at least 10 minutes 
before the scheduled meeting time. This time will be used to test each connection to ensure 
each person can be heard by, and can hear the Presiding Member, CEO and each other. 

The CEO will ensure that technical staff are available to assist in resolving issues that may 
occur during the meeting. 

The CEO will ensure that the Minute Taker is able to communicate with the Presiding 
Member, so the accuracy of Minutes can be facilitated. 

The Presiding Member will remind Council Members of the Local Government’s agreed 
protocols for participating in an eMeeting (as outlined in this eMeeting guide). 

4.2 During an eMeeting 

4.2.1 Attendance  

The Presiding Member will confirm that each person expected to attend the meeting is 
connected to the eMeeting platform and therefore in attendance. For example: 

Presiding Member:  “Council Members and staff please respond when your name is called
    to confirm that you are in attendance. …Cr Smith?” 

Cr Response:   “Cr Smith is here!” 

The Presiding Member calls on the next person to confirm their attendance and awaits their 
response, continuing until all persons expected to attend are confirmed. 

Presiding Member:  “Is there anyone in attendance that has not yet been recorded?” 

4.2.2 Matters Behind Closed Doors 

Council must pass a motion to go behind closed doors, so that the closure and re-opening of 
the meeting and the matters behind closed doors can be appropriately recorded in Minutes. 

4.3 Conflicts of Interests in an eMeeting 

At the Declaration/Disclosure of Interest Item of Business, the Presiding Member will read 
aloud each disclosure of interest received before the meeting. 

 The Presiding Member will then ask if there are any further disclosures to be made. 
Council Members should ensure they make any additional disclosures at this point so 
that the Minute Taker can record the relevant Agenda Items. 
 

 Subsequently, the Presiding Member will announce disclosed interests just prior to 
the relevant Agenda Item. 
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Example process for disclosing interests in an eMeeting: 

 State your name and wait for the Presiding Member to acknowledge you. 
 

 Once acknowledged by the Presiding Member, state the conflict of interest being 
disclosed (financial / proximity / impartiality) and the relevant Agenda Item and Title. 
 

 The Presiding Member will acknowledge the interest by repeating the Council 
Member’s name and the details of the interest for recording in the Minutes. 
 

 After the meeting, Council Members must provide the disclosure of interest in writing 
by email to the CEO. 

4.4 Maintaining Attendee Connection to an eMeeting 

4.4.1 Attendance Check 

The Presiding Member will need to periodically evidence that eMeeting attendees (Council 
Members, CEO and the Minute Taker) remain connected and in attendance throughout an 
eMeeting.  

Checks may be required more frequently if there have been technical difficulties during the 
meeting. Regular checks ensure that the Minutes evidence a quorum has been maintained 
throughout the meeting.  

A check will take the form of a ‘roll call’ after every couple of agenda items, with the Minutes 
recording the outcome. 

If a Council Member loses connection to an eMeeting, the Presiding Member will advise the 
meeting the time the absence of the Member is noted for recording in the Minutes. The 
Presiding Member will ask the meeting to wait until the Council Member is reconnected. 

4.4.2 Dealing with Technical Difficulties 

It may be necessary for the Presiding Member to adjourn the meeting for a short period to 
allow technical difficulties to be resolved. 

 The Presiding Member will adjourn the meeting for a specified period of time 
estimated for the technical difficulties to be resolved (i.e. 15 Minutes), advising 
Members of the time that the meeting will reconvene. 
 

 Before adjourning the meeting, the Presiding Member will take a ‘roll call’ so that the 
Minutes record each person in attendance at the point of adjournment. 
 

 When the meeting is reconvened, the Presiding Member will announce the time the 
meeting is reconvened and again take a ‘roll call’ so the Minutes record each person 
in attendance at the meeting at the point the meeting is reconvened. 

4.4.3 Closing the eMeeting 

Before closing the meeting, the Presiding Member will undertake a final ‘roll call’ so the 
Minutes evidence continued attendance of Elected Members. 
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5 AFTER AN EMEETING 

5.1 Documents Tabled at an eMeeting 

Any document tabled at the meeting, including circulated by electronic means, must be 
made available for public inspection in accordance with Administration Regulations 14 and 
14E(5). 

5.2 Unconfirmed Minutes of a Council Meeting 

Unconfirmed Minutes of a Council Meeting, including an eMeeting, are to be available for 
public inspection within 10 business days of the meeting – Administration Regulation 13(a). 

5.3 Unconfirmed Minutes of a Committee Meeting 

Unconfirmed Minutes of a Committee Meeting, including an eMeeting, are to be available for 
public inspection within 5 business days of the meeting – Administration Regulation 13(b). 
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6 PROCESS OF MOTIONS FOR EMEETINGS (VOTING BY 
EXCEPTION) 
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