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1. Introduction 
Council meeting procedures are largely determined by the Local Government (Procedures at 
Meetings) Regulations 2013. This Code of Practice identifies those discretionary procedures 
determined by Council, for Council meetings. 
 

2. Legislative Requirements 
Procedures at Council meetings are regulated by the Local Government (Procedures at Meetings) 
Regulations 2013. The Council is able to set discretionary procedures pursuant to Regulation 6. This 
Code of Practice is made pursuant to this Regulation and has, in accordance with the Regulation, been 
passed by a two-thirds majority of Members. Council has, in considering the exercise of a power under 
this Regulation, taken into account the Guiding Principles as described in Regulation 4. 
 
On 15 March 2020, the Chief Executive of the Department for Health and Wellbeing in the State of 
South Australia, pursuant to section 87 of the South Australian Public Health Act 2011, declared that 
an emergency which threatens to cause the death of, or injury or other damage to the health of any 
person is occurring or about to occur in relation to the transmission of COVID-19, and declared the 
emergency to be a public health emergency. 
 
On 22 March 2020, the State Co-ordinator for the State of South Australia declared, pursuant to section 
23 of the Emergency Management Act 2004, that a Major Emergency is occurring in respect of the 
outbreak of the Human Disease named COVID-19 within South Australia. 
 
On 30 March 2020 the Minister for Transport, Infrastructure and Local Government issued a notice 
pursuant to section 302B of the Local Government Act 1999 (Notice No 1) varying or suspending the 
operation of the specified provisions of the Local Government Act 1999 as set out in Schedule 1 to 
Notice No 1. Notice No 1 commenced operation on 31 March 2020. 
 
For the period Notice No 1 has effect (as provided for in Notice No 1), this Code of Practice is altered 
as set out below and those alterations have effect notwithstanding any other provision in this Code of 
Practice to the contrary. 
 
For the avoidance of doubt, save for the alterations to the Code of Practice as set out below, this Code 
of Practice otherwise applies to all meetings of the Council. 
 

3. Supporting Documentation 
This Policy, ‘Code of Practice – Meeting Procedures’ should be read in conjunction with the Local 
Government (Procedures at Meetings) Regulations 2013 and the LGA ‘Council Meeting Procedures 
Handbook May 2015’ 
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3.1 Policy Application 
 The provisions of this Policy apply to or in relation to— 

(a) the meetings of a council; and 
(b) the meetings of a council committee performing regulatory activities; and 
(c) the meetings of any other council committee if the council has, by resolution, determined that this 

Policy should apply to that committee. 
 

3.2 Interpretation 
In this Policy, unless the contrary intention appears— 
1 Act means the Local Government Act 1999; 
2 clear days - in the calculation of clear days in relation to the giving of notice before a meeting— 

(a) the day on which the notice is given, and the day on which the meeting occurs, will not be 
taken into account; and 

(b) Saturdays, Sundays and public holidays will be taken into account; 
3 delivery means via post, in person or electronically via email council@goyder.sa.gov.au 
4 deputation means a person or group of persons who wish to appear personally before a council 

or council committee in order to address the council or committee (as the case may be) on a 
particular matter; 

5 disconnection of the electronic includes: 
(a) ending a telephone connection such that the discussion and voting at the meeting cannot be 

heard;  
(b) ending a video conferencing connection such that the discussion and voting at the meeting 

cannot be seen or heard;  
(c) logging out of a virtual meeting room or space such that the discussion and voting at the 

meeting cannot be seen or heard; 
(d) signing out of a virtual meeting room or space such that the discussion and voting at the 

meeting cannot be seen or heard; or 
(e) disconnecting any other electronic means such that the discussion and voting at the meeting 

cannot be seen or heard. 
6 electronic means includes a telephone, computer or other electronic device used for 

communication. 
7  formal motion means a motion— 

(a) that the meeting proceed to the next business; or 
(b) that the question be put; or 
(c) that the question lie on the table; or 
(d) that the question be adjourned; or 
(e) that the meeting be adjourned; 

8 guiding principles means the following principles that should be applied with respect to the 
procedures to be observed at a meeting of a council or a council committee— 
(a) procedures should be fair and contribute to open, transparent and informed decision-

 making; 
(b) procedures should encourage appropriate community participation in the affairs of the 

 council; 
(c) procedures should reflect levels of formality appropriate to the nature and scope of 

responsibilities exercised at the meeting; 
(d) procedures should be sufficiently certain to give the community and decision-makers 

confidence in the deliberations undertaken at the meeting. 
9  member means a member of the council or council committee (as the case may be); 
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10  point of order means a point raised to draw attention to an alleged breach of the Act or the Local 
 Government (Procedures at Meetings) Regulations 2010 or this Policy in relation to the 
 proceedings of a meeting; 

11  presiding member means the person who is the presiding member of a council or council 
 committee (as the case may be) and includes any person who is presiding at a particular meeting; 

12 regulations means the Local Government (Procedures at Meetings) Regulations 2013. 
13  written notice includes a notice given in a manner or form determined by the council. 

 
4.1  Addresses by Members etc 

1 A member must not speak for longer than five minutes at any one time without leave of the 
meeting. 

2 A member may, with leave of the meeting, raise a matter of urgency. 
3 A member may, with leave of the meeting, make a personal explanation. 
4 The subject matter of a personal explanation may not be debated. 
5 The contribution of a member must be relevant to the subject matter of the debate. 

 
4.2 Adjourned Business 

1 If a formal motion for a substantive motion to be adjourned is carried— 
(a) the adjournment may either be to a later hour of the same day, to another day, or to another 

place; and 
(b) the debate will, on resumption, continue from the point at which it was adjourned. 

2 If debate is interrupted for want of a quorum and the meeting is then adjourned, the debate will, 
on resumption, continue from the point at which it was interrupted. 

3 Business adjourned from a previous meeting will be included in the usual order of business on 
the Agenda at a subsequent meeting. 

4 The provision may be varied at the discretion of the council 
 

4.3 Adjourned Meetings 
If a meeting is adjourned to another day, the Chief Executive Officer must: 

 (a) give notice of the adjourned meeting to each member of the Council setting out the date,  
  time and place of the meeting; 
 (b) give notice of the adjourned meeting to the public by causing a notice setting out the date, 
  time and place of the meeting to be published on a website determined by the chief  
  executive officer. 
 
4.4  Attendance at Council Meetings 

1 Members of the Council may participate in a meeting of the Council by electronic means. 
 A member of the Council participating in a Council meeting by electronic means is taken to be 

present at the meeting provided that the member: 
(a) can hear all other members present at the meeting;  
(b) can be heard by all other members present at the meeting; and 
(c) can be heard by the person recording the minutes of the meeting 

2 Where: 
(a) a Council member is to participate in a Council meeting by electronic means; and 
(b) the electronic means has the functionality to allow the Council member to participate in the 

meeting by being heard but not seen or by being both seen and heard; and 
(c) the electronic means of the Council has the functionality to allow the council member to be 

heard but not seen or to be both seen and heard, the member must participate by being both 
seen and heard. 
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4.5 Commencement of Meetings and Quorums 

1 A meeting will commence as soon after the time specified in the notice of meeting as a quorum is 
present. 

2 If the number of apologies received by the chief executive officer indicates that a quorum will not 
be present at a meeting, the chief executive officer may adjourn the meeting to a specified day 
and time. 

3 If at the expiration of 30 minutes from the time specified in the notice of meeting as the time of 
commencement a quorum is not present, the presiding member or, in the absence of a presiding 
member, the chief executive officer, will adjourn the meeting to a specified day and time. 

4 If a meeting is adjourned for want of a quorum, the chief executive officer will record in the minute 
book the reason for the adjournment, the names of any members present, and the date and time 
to which the meeting is adjourned. 

5 If a meeting is adjourned to another day, the chief executive officer must— 
(a) give notice of the adjourned meeting to each member setting out the date, time and place of 
 the meeting; and 
(b) give notice of the adjourned meeting to the public by causing a notice setting out the date, 
 time and place of the meeting to be placed on display at the principal office of the council. 

6  A member of the Council participating in a Council meeting by electronic means is taken to be 
present at the meeting provided that the member: 

 (a) can hear all other members present at the meeting;  
 (b) can be heard by all other members present at the meeting; and 
 (c) can be heard by the person recording the minutes of the meeting. 
 A quorum is taken to be present even if 1 or more Council members constituting the quorum is 

present 
 

4.6 Deputations 
1 A person or persons wishing to appear as a deputation at a meeting must deliver (to the principal 

office of the council) a written request to the council. 
2 The chief executive officer must transmit a request received under to the presiding member. 
3  The presiding member may refuse to allow the deputation to appear at a meeting. 
4 The chief executive officer must take reasonable steps to ensure that the person or persons who 

requested a deputation are informed of the outcome of the request. 
5 If the presiding member refuses to allow a deputation to appear at a meeting, the presiding 

member must report the decision to the next meeting of the council or council committee (as the 
case may be). 

6 The council or council committee may resolve to allow a deputation to appear despite a contrary 
ruling by the presiding member. 

7  A council may refer the hearing of a deputation to a council committee. 
 
4.7 Divisions 

1 A division will be taken at the request of a member. 
2 If a division is called for, it must be taken immediately and the previous decision of the presiding 

member as to whether the motion was carried or lost is set aside. 
3 The division will be taken as follows— 

(a) the members voting in the affirmative will, until the vote is recorded, stand in their places; 
and 

(b) the members voting in the negative will, until the vote is recorded, sit in their seats; and 
(c) the presiding member will count the number of votes and then declare the outcome. 
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(d) where a member is participating in a meeting by electronic means which has audio only, the 
member will provide a verbal indication of voting in the affirmative or in the negative. 

4 The chief executive officer will record in the minutes the names of members who voted in the 
affirmative and the names of the members who voted in the negative (in addition to the result of 
the vote). 

5 (3) may be varied at the discretion of the council. 
 

4.8 Leave of the Meeting 
 A vote on whether leave of the meeting is granted may be conducted by: 

(a) a show of hands; or 
(b) where a member is participating in a meeting by electronic means which has audio 

 only, a verbal indication of voting in the affirmative or voting in the negative.  
 A division may be called in relation to the vote. 

 
4.9 Interruption of meetings by members 

(1)  A member of a council or council committee must not, while at a meeting— 
(a) behave in an improper or disorderly manner; or 
(b) cause an interruption or interrupt another member who is speaking. 

(2)  Subregulation (1)(b) does not apply to a member who is— 
(a) objecting to words used by a member who is speaking; or 
(b) calling attention to a point of order; or 
(c) calling attention to want of a quorum. 

(3)  If the presiding member considers that a member may have acted in contravention of 
 subregulation (1), the member must be allowed to make a personal explanation. 
(4)  Subject to complying with subregulation (3), the relevant member must leave the 
 meeting while the matter is considered by the meeting. 
(5)  If the remaining members resolve that a contravention of subregulation (1) has 
 occurred, those members may, by resolution— 

(a) censure the member; or 
(b) suspend the member for a part, or for the remainder, of the meeting. 

(6)  A member who— 
(a) refuses to leave a meeting in contravention of subregulation (4); or 
(b) enters a meeting in contravention of a suspension under subregulation (5), 
is guilty of an offence. 

 Maximum penalty: $1 250. 
 

4.10 Minutes 
1 The minutes of the proceedings at a meeting must be submitted for confirmation at the next 

meeting or, if that is omitted, at a subsequent meeting. 
2 No discussion on the minutes may occur before confirmation, except as to the accuracy of the 

minutes as a record of proceedings. 
3 On the confirmation of the minutes, the presiding member will— 

(a) initial each page of the minutes, which pages are to be consecutively numbered; and 
(b) place his or her signature and the date of confirmation at the foot of the last page of the 
 minutes in hardcopy or electronically 

4 The minutes of the proceedings of a meeting must include— 
(a) the names of the members present at the meeting; and 
(b) in relation to each member present— 

  (i)  the time at which the person entered or left the meeting; and 
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  (ii)  the method of attendance by each person; and 
 (iii) unless the person is present for the whole meeting, the point in the proceedings at 

which the person entered or left the meeting; and 
(c) each motion or amendment, and the names of the mover and seconder; and 

 (d) any variation, alteration  or withdrawal of a motion or amendment; and 
(e) whether a motion or amendment is carried or lost; and 
(f) any disclosure of interest made by a member; and 
(g) an account of any personal explanation given by a member; and 
(h)  details of the making of an order under subsection (2) of section 90 of the Act (see subsection 

(7) of that section); and 
(i) a note of the making of an order under subsection (7) of section 91 of the Act in accordance 

with the requirements of subsection (9) of that section; and 
(j) details of any adjournment of business; and 
(k) any other matter required to be included in the minutes by or under  the Act or any 

regulation. 
(l) a record of any documents tabled at the meeting; and 
(m) a description of any oral briefing given to the meeting on a matter of council business; and 
(n) any other matter required to be included in the minutes by or under the Act or any 

regulation 
 

4.11 Motions 
1 A member may bring forward any business in the form of a written notice of motion. 
2 The notice of motion must be given to the chief executive officer at least five clear days before the 

date of the meeting at which the motion is to be moved. 
3 A motion the effect of which, if carried, would be to revoke or amend a resolution passed since 

the last periodic election of the council must be brought by written notice of motion. 
4 If a motion is lost, a motion to the same effect cannot be brought— 

(a) until after the expiration of 12 months; or 
(b) until after the next general election, 

 whichever is the sooner. 
5 Subject to the Act, the Regulations and this Policy, a member may also bring forward any business 

by way of a motion without notice. 
6 The presiding member may refuse to accept a motion without notice if, after taking into account 

the Guiding Principles, he or she considers that the motion should be dealt with by way of a written 
notice of motion. 

7 The presiding member may refuse to accept a motion if the subject matter is, in his or her opinion, 
beyond the power of the council or council committee (as the case may be). 

8 A motion will lapse if it is not seconded at the appropriate time. 
9 A member moving or seconding a motion will speak to the motion at the time of moving or 

seconding the motion. 
10 A member may only speak once to a motion except— 

(a) to provide an explanation in regard to a material part of his or her speech, but not so as to 
introduce any new matter; or 

(b) with leave of the meeting; or 
(c) as the mover in reply. 

11 A member who has not spoken to a motion may at a later stage of the debate move or second an 
amendment to the motion. 

12 A member who has not spoken in the debate on a question may move a formal motion. 
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13  A formal motion must be in the form of a motion set out in 4.8.14 (and no other formal motion to 
a different effect will be recognised). 

14 If the formal motion is— 
(a) that the meeting proceed to the next business, then the effect of the motion, if 

successful, is, in the case of an amendment, that the amendment lapses and the meeting 
proceeds with the consideration of the motion before the meeting without further reference 
to the amendment and, in the case of a motion, that the motion lapses and the meeting 
proceeds to the next item of business; or 

(b) that the question be put, then the effect of the motion, if successful, is that debate is 
terminated and the question put to the vote by the presiding member without further 
debate; or 

(c) that the question lie on the table, then the effect of the motion, if successful, is that the 
meeting immediately moves to the next item of business and the question can then only 
be retrieved at a later time by resolution (and, if so retrieved, debate is then resumed at 
the point of interruption); or 

(d) that the question be adjourned, then the effect of the motion, if successful, is that the 
question is disposed of for the time being but debate can be resumed at the later time (at 
the point of interruption); or 

 (e) that the meeting be adjourned, then the effect of the motion, if successful, is that the 
meeting is brought to an end immediately without the consideration of further business. 

15 If seconded, a formal motion takes precedence and will be put by the presiding member without 
discussion unless the motion is for an adjournment (in which case discussion may occur (but only 
occur) on the details for resumption). 

16 A formal motion does not constitute an amendment to a substantive motion. 
17  If a formal motion is lost— 

(a) the meeting will be resumed at the point at which it was interrupted; and 
   (b) if the formal motion was put during debate (and not at the end of debate) on a question, then 

a similar formal motion (ie, a motion to the same effect) cannot be put until at least one 
member has spoken on the question. 

18 A formal motion for adjournment must include the reason for the adjournment and the details for 
resumption. 

19 Any question that lies on the table as a result of a successful formal motion under 14(c) lapses at 
the next general election. 

20 The chief executive officer must report on each question that lapse, to the Council at the first 
ordinary meeting of the council after the general election. 

 
4.12 Motions (Amendments to) 

1 A member who has not spoken to a motion at an earlier stage of the debate may move or second 
an amendment to the motion. 

2 An amendment will lapse if it is not seconded at the appropriate time. 
3 A person who moves or seconds an amendment (and, if he or she chooses to do so, speaks to 

the amendment) will, in so doing, be taken to have spoken to the motion which the amendment 
relates. 

4  If an amendment is lost, only one further amendment may be moved to the original motion. 
5  If an amendment is carried, only one further amendment may be moved to the original motion. 
6  Clauses (1), (3), (4) and (5) may be varied at the discretion of the council. 
 

4.13 Petitions 
1 A petition to the council must— 
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(a) be legibly written or typed or printed; and 
(b) clearly set out the request or submission of the petitioners; 
(c)  include the name and address of each person who signed or endorsed the petition; and 
(d) be addressed to the council, delivered to the principal office of the council  

2 If a petition is received, the chief executive officer must ensure that the petition or, if the council 
has so determined as a policy of the council, a statement as to the nature of the request or 
submission and the number of signatures or the number of persons endorsing the petition, is 
placed on the agenda for the next ordinary meeting of the council or, if so provided by a policy of 
the council, a committee of the council. 

 
4.14 Questions 

1 A member may ask a question on notice by giving the chief executive officer written notice of the 
question at least five clear days before the date of the meeting at which the question is to be 
asked. 

2  If notice of a question is given— 
(a) the chief executive officer must ensure that the question is placed  on the agenda for the 
 meeting at which the question is to be asked; and 
(b) the question and the reply must be entered in the minutes of the relevant meeting. 

3  A member may ask a question without notice at a meeting. 
4 The presiding member may allow the reply to a question without notice to be given at the next 

meeting. 
5 A question without notice and the reply will not be entered in the minutes of the relevant meeting 

unless the members present at the meeting resolve that an entry should be made. 
6 The presiding member may rule that a question with or without notice not be answered if the 

presiding member considers that the question is vague, irrelevant, insulting or improper. 
 

4.15 Recommending revocation or amendment of council decision (submitted by CEO) 
 (1) The chief executive officer may submit a report to the council recommending the   
   revocation or amendment of a resolution passed since the last general election of the  
   council. 
 (2) The chief executive officer must ensure that the report is placed on the agenda for the  
   meeting at which the report is to be considered. 
 (3) The provisions of this policy may be varied at the discretion of the council. 

 
4.16 Suspension of Proceedings (Short Term) 

1 If the presiding member considers that the conduct of a meeting would benefit from suspending 
the operation of all or some of the provisions of this Division for a period of time in order to allow 
or facilitate informal discussions, the presiding member may, with the approval of at least two-
thirds of the members present at the meeting, suspend the operation of this Division (or any part 
of this Division) for a period determined by the presiding member. 

2. To the extent that any other discretionary provision of this Code of Practice or specific procedure 
adopted by the Council in this Code of Practice could be read as being inconsistent or 
incompatible with the ability of a member of the Council to participate in a meeting of the Council 
by electronic means, the provision is suspended in respect of the member while they are 
participating in the meeting by electronic means. 

3 The Guiding Principles must be taken into account when considering whether to act. 
4 If a suspension occurs under— 

(a) a note of the suspension, including the reasons for and period of suspension, must be 
entered in the minutes; and 
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(b) the meeting may proceed provided that a quorum is maintained but, during the period of 
suspension— 

  (i) the provisions of the Act must continue to be observed; and 
 (ii) no act or discussion will have any status or significance under the provisions which 

have been suspended; and 
 (iii)  no motion may be moved, seconded, amended or voted on, other than a motion that 

the period of suspension should be brought to an end; and 
(c) the period of suspension should be limited to achieving the purpose for which it was declared; 

and 
(d) the period of suspension will come to an end if -  

  (i) the presiding member determines that the period should be brought to an end; or 
 (ii) at least two-thirds of the members present at the meeting resolve that the period 

should be brought to an end. 
5 In circumstances where a provision is suspended under this paragraph, the presiding member 

may give directions to a member of the Council in respect of an alternative method of compliance 
with the suspended provision.  

6 Any member who disagrees with a direction of the presiding member under this paragraph may 
move a motion that the direction not be adhered to.  Such a motion must be moved immediately 
following the issuance of the direction. In the event such a motion is successful, the meeting may 
give directions to a member, by resolution.  

 
 

4.17 Tabling of Information 
1 A member may require the chief executive officer to table any documents of the council relating 

to a motion that is before a meeting (and the chief executive officer must then table the documents 
within a reasonable time, or at a time determined by the presiding member after taking into 
account the wishes of the meeting, and if the member who has required the tabling indicates that 
he or she is unwilling to vote on the motion until the documents are tabled, then the matter must 
not be put to the vote until the documents are tabled). 

2 The chief executive officer may, in tabling a document, indicate that in his or her opinion 
consideration should be given to dealing with the document on a confidential basis under section 
90 or 91 of the Act. 

 
4.18 Variations etc 

1 The mover of a motion or amendment may, with the consent of the seconder, request leave of the 
meeting to vary, alter or withdraw the motion or amendment. 

2  The presiding member must immediately put the question for leave to be granted and no debate 
will be allowed on that question. 

 
4.19 Voting 

1 The presiding member, or any other member, may ask the chief executive officer to read out a 
motion before a vote is taken. 

2 The presiding member will, in taking a vote, ask for the votes of those members in favour of the 
question and then for the votes of those members against the question (and may do so as often 
as is necessary to enable him or her to determine the result of the voting), and will then declare 
the outcome. 

3 A vote in relation to a question for decision before the Council may be taken: 
(a) a show of hands; or 
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(b) where a member is participating in a meeting by electronic means which has audio only, a 
verbal indication of voting in the affirmative or voting in the negative. 

The presiding member, or any other member, may ask the chief executive officer to read out a 
motion or amendment before a vote is taken. 
In relation to a member participating in a Council meeting by electronic means, a member is not 
permitted to vote in circumstances where there has been a disconnection of the electronic means. 

4 A person who is not in his or her seat is not permitted to vote may be  
a) varied at the discretion of the council and 
b) does not apply in relation to a member participating in a council committee meeting by 

telephone or electronic means approved in accordance with procedures determined by the 
council or council committee for the purposes of section 89 of the Act. 

 
Late Correspondence 
The closing time for all correspondence and other matters for Council and standing committee meetings shall 
be noon on the corresponding day of the week immediately preceding the meeting day every month. 
The closing time for correspondence and other matters for standing committee meetings shall apply to 
Councillors, ratepayers, electors and staff alike. 
Late items at Council or Committee meetings may be introduced only with the approval of the Mayor or 
Chairman of the particular meeting. 
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