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1. OVERVIEW 
 

The City of Canning (City) recognises the value of community input and is continually looking for ways 
to engage more deeply with the community.  One of the ways is through Advisory Groups.  This is 
backed by the research undertaken by the Australian Centre of Excellence for Local Government 
(ACELG) which identified the following benefits of establishing advisory groups: 

• Group members: generally saw the advisory groups as a structure through which they could 
contribute to, and have a degree of ownership of, a place with which they had significant 
history. 

• City officers: advisory groups provide them with an ongoing link to communities  and places, 
and in some cases played a crucial public management role. 

• The community: ratepayers might see advisory groups as an example of community input, a 
site where the community does public work. 

Advisory Groups provide a way for the City to have deeper conversations and collaboration with the 
community as part of the City’s existing community engagement framework.  It represents an 
increasing level of participation using the best practice model for community engagement. 

1.1. What are Advisory Groups? 
 
The role of an Advisory Group is to act in an advisory capacity, providing the City with its agreed 
views and/or proposals relevant to the objectives for which the Group was established.  An Advisory 
Group has no decision making powers and does not have any authority to act on behalf of the City.  In 
operation, the Group cannot direct staff, call tenders, award contracts, expend monies, direct 
volunteers, or do anything which is the responsibility of the City. 

Advisory Groups are made up of business and community representatives, with support from the 
City’s Administration.  

The City has three Groups: 

• Business Advisory Group; 

• Community Advisory Group; and 

• Sustainability and Environment Advisory Group. 

Business Advisory Group 

The Business Advisory Group aims to provide advice on the development and implementation of 
economic initiatives, innovation, growth strategies, partnership opportunities, and ways to diversify 
and grow the City’s business sector and profile. 

Community Advisory Group 

The Community Advisory Group aims to represent broad community views on City strategies, plans 
and initiatives and to provide advice on initiatives, polices and processes related to the delivery of 
objectives identified in the City’s Strategic Community Plan. 
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Sustainability and Environment Advisory Group 

The Sustainability and Environment Advisory Group aims to provide advice on how to develop and 
implement more sustainable practices in the community, how to conserve and enhance natural areas 
within the City, and to champion the development and implementation of initiatives, policies and 
processes in the delivery of the City’s Strategic Community Plan objectives relating to sustainability 
and environment 

1.2.  How are Advisory Groups Run? 
 
Advisory Groups are established by the CEO (‘CEO’) and may comprise community members 
(including representatives of organisations and agencies); elected members may attend if they wish  

Participants are recruited by advertising calls for expressions of interest and then through a formal 
application process. 

Each Advisory Group will be chaired by a community representative, elected by the members of the 
Advisory Group. 

Each Advisory Group will have the City’s Executive Support, providing both professional advice as 
well as undertaking the role of group ‘secretary’.  This non-voting role will be undertaken by a City 
officer and is the main contact for specific matters relating to the running of the Advisory Group. 

Advisory Groups do not have the power to make decisions on behalf of Council. 

1.3.  Terms of Reference 
 
The Advisory Group’s Terms of Reference (‘ToR’) detail what its role is. The ToR for each Advisory 
Group provides details of their objectives and how they are run. (Refer Appendices 1, 2 and 3.) 

Business Advisory Group 

The Business Advisory Group will be a key source of advice to City Officers in developing Business 
strategies that support the strategic and community goals and sustainability principles in Canning.  

The Group will: 

• Ensure that the City’s business community is provided with an appropriate communication 
mechanism; 

• Provide strategic advice to the City on issues that affect the business community; and 

• Raise the profile of the business community in Council activities and planning. 

Community Advisory Group 

The Community Advisory Group will provide City Officers with a reference point for eliciting broad 
community views/understanding on a range of issues and topics. It will be a key source of advice in 
developing strategies that support the strategic and community goals of Canning.  

The Group will: 

• Broadly represent community views on matters brought before the Group by City Officers; 
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• Raise issues and opportunities which relate to the Canning community; and 

• Provide advice to the City on issues affecting the community. 

Sustainability and Environment Advisory Group 

The Sustainability and Environment Advisory Group will be a key source of advice to City Officers in 
developing strategies that support the strategic and community goals and sustainability principles in 
Canning.   

The Group will: 

• Provide comment, expert advice, local knowledge, information and feedback regarding plans, 
services and  programs; and 

• Provide the City advice in relation to current and emerging issues and policy matters within the 
Canning community. 
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2. ADVISORY GROUPS, MEMBERS AND ROLES 
 

2.1.  Community Members 
 
Membership will be sought on the basis of a broad interest, understanding and commitment to 
business, and related matters.  A maximum of ten (10) representatives will be drawn from a cross- 
section of the community.  All community representatives are entitled to vote at Advisory Group 
meetings. 

The term of appointment for membership will be a period of up to two (2) years.  In the first election, 
five members will be appointed for 1 year and five for 2 years.  A Group member may re-nominate or 
be nominated for re-appointment upon the expiry of their term up to a maximum of three consecutive 
terms.  Should a vacancy occur during the term of appointment, the appointment to fill the casual 
vacancy will be filled following the normal process for appointments. 

The City will advertise in local newspapers, and on its website for nominations for membership of the 
Advisory Groups.  Applicants must submit their applications to the relevant Executive Manager. The 
CEO will make the selection. The CEO’s recommendation for membership is received by Council. 

Representatives have a responsibility to attend meetings, contribute to discussion and vote on 
matters before the Advisory Group. When a Community Representative appointed to the Advisory 
Group, is absent from three consecutive meetings without an apology to the Chair, their appointment 
will lapse and they will no longer form part of any quorum requirements. Executive Support will inform 
the member of their lapse of membership and the Council will fill their position on the Advisory Group 
in the normal manner. 

A member of the Advisory Group may resign at any time. The resignation must be in writing, in the 
form  of  a  letter  or  email  addressed  to the relevant  Executive Support officer stating  their  
intention  to  resign. Resignations will be acknowledged by the relevant Executive Support officer and 
the member will no longer form part of any quorum requirements. 

2.2.  Advisory Group Member Appointments 
 
Chair and Deputy Chair: The Chair and Deputy Chair of the Advisory Group will be community 
representatives elected by other members of the Advisory Group. 

City Staff involvement: The CEO and/or relevant Director, from time to time, may nominate staff for 
involvement on the Advisory Group. Council staff required to attend the Advisory Group will 
participate and contribute to the discussion and debate but will not have any voting rights. 

Advisory Group support: The relevant Executive Manager will arrange for administrative support for 
the Advisory Group. Such support will include the preparation and distribution of the agenda, notice of 
meeting and business papers and recording of the minutes. The Advisory Group secretariat is also 
responsible for arranging meeting venue, refreshments and coordinating any presentations. 

2.3.  Review of Terms of Reference and Membership 
 
The Advisory Groups’ ToR will be reviewed at least every two years. Amendments to the ToR will be 
approved by CEO. 
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2.4.  Election of Advisory Group Chair and Deputy 
 
This responsibility resides with the individual Groups.  At the first meeting of the Advisory Group after 
the member appointments are made by the CEO, a Chair and Deputy Chair is to be elected. A 
community member is to be either Chair or Deputy Chair. 

The Executive Support will call for nomination from the members at the commencement of the 
meeting.  Should there be only one nomination (accepted by the nominee) then Executive Support will 
declare that member elected as Chair, and that member shall take up the role from that time on. 

Should there be two or more nominations, then Executive Support will conduct a ballot.  This will be 
as simple as each group member writing the name of their preferred candidate on a ‘post-it note’ or 
other paper and it being placed in an opaque/solid container. 

Executive Support will count the votes and declare the candidate with the most votes elected as 
Chair. 

Once the Chair is elected, they will call for nominations for Deputy Chair in a process similar to that 
above. 

2.5.  Advisory Group Roles 

Chair and Deputy Chair 

The Chair will preside over the conduct of the Advisory Group, leading the Group through the agenda 
papers. They will encourage member participation and discussion, keep order and manage any 
debate, and call for vote when required.   

Importantly the Chair will ensure that the matters under discussion at the meeting are relevant and in 
accordance with the Advisory Group’s ToR. 

The Chair needs to develop a good working relationship with Executive Support to ensure the 
effective management of Advisory Group meetings. 

A Deputy Chair will undertake the role of Chair should the incumbent be absent or unable to do so.  

 Advisory Group Member 

A Group Member is appointed to an Advisory Group to bring a level of knowledge or expertise in 
relation to the ToR. 

It is important for a Group Member to contribute to the matters under discussion, bringing their 
perspective to the topic.  The Group Member should also be supportive of the outcomes of the 
Advisory Group. 

A Member should endeavour to advise Executive Support should they be unable to attend a meeting 
and if continued absence becomes an issue, the Member should reconsider their appointment so 
another prospective candidate can be given the opportunity to contribute. 

 Executive Support 

Executive Support will comprise a City officer who undertakes three distinct roles: 
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• To act as Advisory Group ‘secretary’ or ‘administrative support’. 

• To provide professional advice in relation to the business of the Group. 

• To act as a contact point for Advisory members who which to raise Agenda items. 

Executive Support will prepare the Advisory Group business papers, the reports, agenda and 
minutes. They shall be the primary point of contact between the Group and the City. 

Executive Support will also provide advice in relation to the effective running of Group meetings. 
Other City officers may attend Advisory Group meetings for the purpose of providing guidance and 
professional advice. 

Guests 

Guests are people (other than City officers) who are invited to attend an Advisory Group meeting on a 
regular or ongoing basis.  Guests are people who are invited to attend a meeting on a ‘one-off’ 
occasion to make a presentation or speak to a particular issue. Guests are not entitled to participate 
in debate or voting on a matter before the Group.  

Meetings are not open to the public. 
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3. ADVISORY GROUP BUSINESS PAPERS (REPORTS, AGENDA, MINUTES) 
 
Executive Support will prepare the business papers of the Advisory Group. 

3.1.  Reports 
 
Reports will be written by the City’s Executive Support for the Group’s consideration. The Report 
should contain sufficient information to enable the Group to have a meaningful discussion. 

The report author will prepare the report based on their professional expertise.  

Advisory Group members may also suggest future Agenda items. 

3.2.  Agenda 
 
The Agenda is the program (with its accompanying reports) for the Group meeting and should be 
prepared and delivered to Group Members prior to the meeting so that they may have sufficient time 
to consider Reports and other items. 

Under the ToR Agenda Business Papers should be provided at least 7 working days prior to the 
meeting. 

A typical agenda briefly sets out what matters will be covered and in what order. The Chair should 
ensure that any new agenda items raised during the meeting are put on the agenda for the next 
meeting. This allows members time to consider matters properly. 

3.3.  Minutes 
 
The minutes of a meeting should be a chronological record of what occurred at the Advisory Group 
meeting.  Minutes are not required to be verbatim (recording exactly what has been said) but a record 
of decisions /actions. 

A good process for making sure that the minutes are accurate is to: 

• Make sure that someone is nominated to take the minutes.  Generally, this will be the Advisory 
Group’s secretary and that responsibility will be allocated in the ToR. 

• Keep a record of proceedings during the meeting.  Minutes should be as brief as possible 
without jeopardising accuracy and credibility of the record.   

• Make sure that attendances and any apologies are noted.  This is usually done at the 
beginning of a meeting. 

• Draft minutes for the previous meeting will be circulated 10 days after the meeting, giving 
people time to consider whether the minutes accurately reflect their recollection of the meeting 

• Present previous minutes for approval.  The minutes should be presented for approval at the 
next meeting.  Members should be given the opportunity to propose corrections to the minutes 
or to seek to have additional details of what occurred recorded, and these can be allowed or 
disallowed on the vote of people who attended the previous meeting.  Minutes should be 
approved on the basis that they are a correct record of the meeting. 
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• Identifying the approved minutes.  After any approved changes to the minutes have been 
noted, it is a good idea to have the Chair sign that the minutes are the approved minutes of 
the meeting.   

• Keeping the approved minutes. The City will hold the records of originals, copies of any 
correspondence and other documents tabled at the meeting also are kept as attachments to 
the minutes. 

The City’s Executive Support officer will submit the Advisory Group minutes to Council meetings. 
(Refer Appendix 6: TEMPLATE – Advisory Group Minutes.) 
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4. GENERAL MEETING GUIDELINES 
 
All meetings of the Advisory Group should be properly convened. As a guide all members must be 
notified of: 

• What type of meeting is being held; 

• The place, date and time of the meeting; and 

• The agenda items to be considered at the meeting. 

The following suggestions can assist with the smooth running of a meeting: 

• Make sure that everyone at the meeting gets a say.  This can mean that some people who 
tend to dominate should be stopped and quieter people should be encouraged to say what 
they think; 

• At the same time, no one wants to spend hours and hours at meetings and under the ToR the 
maximum time for a meeting is 1.5 hours.  If there are a lot of people who want to speak in 
relation to the matters under discussion, it might be useful to limit the amount of time each 
member can have to speak on a matter; and 

• Make sure that there are clear decisions on the matters being discussed, which everyone 
understands. 

4.1.  Chair 
 
A proper meeting must have a Chair to chair the proceedings.  The Chair is required to control the 
meeting procedures and has the task of: 

• Checking (and, usually, signing) the minutes of previous meetings; 

• Keeping time (this is important, to ensure the meeting gets through its business in the 
allocated time); 

• Dealing with the order of business; 

• Facilitating discussion; 

• Keeping order; 

• Ensuring everyone has an opportunity to speak; 

• Declaring the result of any decisions (i.e. what has been resolved); 

• Making sure that decisions are reached on issues that are discussed and that everyone 
understands what the decisions are; 

• If the vote is ‘tied’ then the Chair has the casting vote; and 

• Declaring the meeting closed. 
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4.2.  Meetings 
 

The Advisory Group is to meet at a minimum quarterly, except during the months of Christmas recess 
being December and January.  A meeting will be limited to a maximum of 1.5 hours duration unless 
the Advisory Group resolves to extend the meeting. 

Extra meetings may be called by the Chair of the Advisory Group in consultation with the Director (or 
delegate).  The location, date and starting time for meetings will be advised on the agenda with the 
notice of all meetings be given by the Director (or delegate).  The Notice of Meeting and Papers shall 
be provided to members at least 7 working days prior to the meeting. 

Each meeting shall be properly recorded by the taking of minutes.  (Refer Section 3) 

The Advisory Group meetings will not be open to members of the public.  Representatives of the 
community or other organisations may be invited or requested to address the Advisory Group. 

4.3. Conduct of Advisory Group Meetings 
 
Meeting Schedules 

The Executive Support of the Group should arrange the dates of the meetings and make the Advisory 
Group aware of them. Meetings are expected to be held quarterly (but not in the December/January 
recess period).  

Quorum  

A quorum is required for any meeting to proceed. A quorum is a minimum 50% members, the 
minimum of 50% of members must be present within 5 (10) minutes of scheduled meeting start time.  
If Quorum not present then meeting is to be cancelled and rescheduled. 

Absence of Chair and Deputy Chair 

Should the Chair or Deputy be absent or unwilling to chair a meeting, then the Group will elect an 
Acting Chair from their number. A member of Executive Support will take the Chair, open the meeting 
and call for nominations. 

Declaration of Opening 

The Chair will open the meeting noting the time and recognising any guests present.  The Chair will 
recite the ‘Acknowledgement of Country’ as printed in the Agenda, acknowledging the traditional 
custodians of the land. 

Record of Attendance 

Executive Support will record in the minutes those present at the meeting. 

Apologies / Leave of Absence 

The Chair will ask for any apologies or note those already received and these will be recorded in the 
minutes. Executive Support should have notice of such leave and the Chair will note them. 

If a member has submitted an apology they will be recorded as such. If no apology has been received 
the member shall be recorded as ‘Absent’. 
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Confirmation of Minutes of the Previous Meeting 

The Chair will ask if the minutes are a correct record of the previous meeting.  They are taken to have 
been read and it is not an opportunity to raise matters unless there needs to be a correction. 

Matters Arising From Previous Minutes 

The Chair will ask if there are any matters arising from the previous minutes. 

This is not the time to go through the previous minutes page by page and discuss ongoing projects. 
The Executive Support may wish to provide an update on a matter at this point if it relates to the 
previous minutes and it is not covered later in the Agenda. 

General Business 

The Chair will ask if there is any further business.  This is the section of the meeting where Group 
members and Executive Support may raise issues that are not on the Agenda but relate to the ToR. 

This can be updates of matters from representative groups and the like. 

Generally no recommendations should arise from this section in the Agenda.  However, requests may 
come about for Executive Support to undertake some action, such as preparing a future report to the 
Advisory Group.  

Date and Time of Next Meeting 

Once the Chair considers sufficient time has been provided for General Business, they will note the 
date and time of the next meeting, and in some cases this might be ‘to be advised’. 

Closure 

The Chair will thank all those in attendance and close the meeting noting the time of closure. 

You can also view the Department of Local Government’s publication “A Guide to Meetings” at 
www.dlgc.wa.gov.au/Publications/Documents/Guide_to_Meetings.docx 

4.4.  Information Flow to Council 
 
Information from the Advisory Group can flow to Council in two ways: 

1. Where there are no recommendations to Council, the minutes of the Advisory Group go to 
Council, accompanied by a summary of the meeting. The Council formally resolves to receive 
the information. 

2. Where there is an officer’s recommendation to Council, then the Officer’s report will reference 
any discussion or points of view presented by the Advisory Groups under the report section: 
Consultation. 

 

 

 

http://www.dlgc.wa.gov.au/Publications/Documents/Guide_to_Meetings.docx
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1. Aims 
 

1.1. The Business Advisory Group aims to provide advice on the development and implementation 
of economic initiatives, innovation, growth strategies, partnership opportunities, and ways to 
diversify and grow the City’s business sector and profile. 
 

2.  Objectives 
 

2.1.  The Business Advisory Group will be a key source of advice to City Officers in developing 
Business strategies that support the strategic and community goals and sustainability 
principles in Canning. The Group will: 
 
• Ensure that the City’s business community is provided with an appropriate 

communication mechanism; 

• Provide strategic advice to the City on issues that affect the business community; and 

• Raise the profile of the business community in Council activities and planning. 

 

3. Membership 
 

3.1. The term of appointment for membership, with the exception of the Chair, will be a period of 
two (2) years.  A Group membership may be nominated for re-appointment upon the expiry of 
their term up to a maximum of three consecutive terms.  Should a vacancy occur during the 
term of appointment, the appointment will be filled following the normal process for 
appointments. 
 

3.2. The City will advertise in local newspapers, and on its website, for nominations for 
membership of all Advisory Groups.  Applicants must submit their applications in writing to the 
relevant Executive Manager.  Officers will assess nominations and make recommendations to 
the CEO for endorsement. 
 

3.3. When a member represents an organisation: 
 
• In the event the nominated representative cannot attend, the organisation may, with the 

support of the Advisory Group, nominate a proxy. 

• If the nominated representative is no longer able to attend, then the organisation may 

put forward an alternate member, with the support of the Advisory Group, for the term 

of that appointment. 

• There may be only one representative from that organisation on the Business Advisory 

Group. 

 
3.4. A member of an Advisory Group may resign at any time.  The resignation must be in writing, in 

the form of a letter or email, addressed to the relevant Executive Manager. 
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3.5. Types of membership: 
 
Community Representation Membership will be sought on the basis of a broad 

interest, understanding and commitment to business, and 
related matters.  A maximum of ten (10) representatives 
will be drawn from a cross-section of the Canning 
community. 

 
Chair and Deputy Chair The Chair and Deputy Chair of the Advisory Group will be 

community representatives elected by other members of 
the Advisory Group. 

 
City Officers  Will be specified according to each Group.  City staff 

attending the Advisory Group will participate and 
contribute to the discussion and debate but will not have 
any voting rights. 

 
Advisory Group Support The relevant Executive Manager will arrange for 

administrative support.  Such support will include the 
preparation and distribution of the agenda, notice of 
meetings, and recording and distribution of minutes.  The 
Advisory Group secretariat is also responsible for 
arranging meeting venue, refreshments and coordinating 
any presentations. 

 
Elected Members Elected Members will be notified of all meetings and may 

attend Group meetings at will. 

 

4.  Meetings 
 

4.1. Advisory Groups will meet quarterly except during the months of Christmas recess being 
December and January.  A meeting will be limited to a maximum of one and a half hours 
duration, unless the Group resolves to extend the meeting to a particular time for the 
completion of business.  Extraordinary meetings may be called by the Chair in consultation 
with the relevant Executive Manager.  The location, date and starting time for meetings will be 
advised on the agenda.  Notice of all meetings shall be given by the Executive Manager.  The 
notice of meeting and papers shall be provided to members at least seven (7) working days 
prior to the meeting. 
 

4.2. Members may list matters for consideration by tabling matters at one meeting for discussion at 
the next.  The relevant Executive Manager will be responsible for preparing the Advisory 
Group Agenda, researching and reporting on those matters tabled for discussion. 
 

4.3. Feedback by the Group will be embodied in the appropriate Officer’s report to Council under 
the Consultation section. 
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4.4.  Each meeting shall be properly recorded by the taking of minutes.  The minutes of the meeting 
will be submitted to the next available Council Meeting. 
 

4.5.  Meetings will not be open to members of the public.  Representatives of the community or 
other organisations may be invited or requested to address the Group on matters on the 
agenda. 
 
 

5. Confidentiality and Privacy 
 

5.1.  Members may have exposure to confidential or personal information.  Members are required 
to maintain the security of any confidential information and not access, use or remove any 
information, unless the member is authorised to do so. 
 

5.2.  Members are not to speak to the media in their capacity as Advisory Group members.  In 
accordance with Council’s Media Policy, the Mayor is the only person permitted to speak to 
the media on behalf of the Council. 
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1. Aims 
 

1.1. The Community Advisory Group aims to represent broad community views on City strategies, 
plans and initiatives and to provide advice on initiatives, policies and processes related to the 
delivery of objectives identified in the City’s Strategic Community Plan. 
 
 

2. Objectives 
 

2.1. The Community Advisory Group will provide City Officers with a reference point for eliciting 
broad community views/understanding on a range of issues and topics.  It will be a key 
source of advice in developing strategies that support the strategic and community goals of 
Canning.  The Group will: 

 
• Broadly represent community views on matters brought before the Group by city 

Officers; 
 

• Raise issues and opportunities which relate to the Canning community; and 
 

• Provide advice to the City on issues affecting the community. 
 

3. Membership 
 

3.1. The term of appointment for membership, with the exception of the Chair, will be a period of 
two (2) years.  A Group membership may be nominated for re-appointment upon the expiry of 
their term up to a maximum of three consecutive terms.  Should a vacancy occur during the 
term of appointment, the appointment will be filled following the normal process for 
appointments. 
 

3.2. The City will advertise in local newspapers, and on its website, for nominations for 
membership of all Advisory Groups.  Applicants must submit their applications in writing to the 
relevant Executive Manager.  Officers will assess nominations and make recommendations to 
the CEO for endorsement. 
 

3.3. Members have a responsibility to attend meetings and contribute to discussion/debate. 
 

3.4. A member of an Advisory Group may resign at any time.  The resignation must be in writing, 
in the form of a letter or email, addressed to the relevant Executive Manager. 
 

3.5. Types of membership: 
 
Community Representation Membership will be sought to represent the areas of 

Seniors (2), Young People (2), Indigenous or Non-
English Speaking background (2), and General, on the 
basis of a broad interest, understanding and commitment 
to the Canning community.  A maximum of ten (10) 
representatives will be appointed. 
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Chair and Deputy Chair The Chair and Deputy Chair of the Advisory Group will be 

community representatives elected by other members of 
the Advisory Group. 

 
City Officers Will be specified according to each Group.  City staff 

attending the Advisory Group will table papers for 
discussion and participate in the discussion. 

 
Advisory Group Support The relevant Executive Manager will arrange for 

administrative support.  Such support will include the 
preparation and distribution of the agenda, notice of 
meetings, and recording and distribution of minutes.  The 
Advisory Group secretariat is also responsible for 
arranging meeting venue, refreshments and coordinating 
any presentations. 

 
Elected Members Elected Members will be notified of all meetings and may 

attend Group meetings at will. 
 

4.  Meetings 
 

4.1. Advisory Groups will meet quarterly except during the months of Christmas recess being 
December and January.  A meeting will be limited to a maximum of one and a half hours 
duration, unless the Group resolves to extend the meeting to a particular time for the 
completion of business.  Extraordinary meetings may be called by the Chair in consultation 
with the relevant Executive Manager.  The location, date and starting time for meetings will be 
advised on the agenda.  Notice of all meetings shall be given by the Executive Manager.  The 
notice of meeting and papers shall be provided to members at least seven (7) working days 
prior to the meeting. 

 
4.2. Members may list matters for consideration by tabling matters at one meeting for discussion 

at the next.  The relevant Executive Manager will be responsible for preparing the Advisory 
Group Agenda, researching and reporting on those matters tabled for discussion. 

 
4.3. Feedback by the Group will be embodied in the appropriate Officer’s report to Council under 

the Consultation section. 
 

4.4. Each meeting shall be properly recorded by the taking of minutes.  The minutes of the 
meeting will be submitted to the next available Council Meeting. 

 
4.5. Meetings will not be open to members of the public.  Representatives of the community or 

other organisations may be invited or requested to address the Group on matters on the 
agenda. 
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5. Confidentiality and Privacy 
 

5.1. Members may have exposure to confidential or personal information.  Members are required 
to maintain the security of any confidential information and not access, use or remove any 
information, unless the member is authorised to do so. 

 
5.2. Members are not to speak to the media in their capacity as Advisory Group members.  In 

accordance with Council’s Media Policy, the Mayor is the only person permitted to speak to 
the media on behalf of the Council. 
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1. Aims 
 
1.1. The Sustainability and Environment Advisory Group aims to provide advice on how to 

develop and implement more sustainable practices in the community, how to conserve and 
enhance natural areas within the City, and to champion the development and implementation 
of initiatives, policies and processes in the delivery of the City’s Strategic Community Plan 
objectives relating to sustainability and environment. 
 

2. Objectives 
 

2.1. The Sustainability and Environment Advisory Group will be a key source of advice to City 
Officers in developing strategies that support the strategic and community goals and 
sustainability principles in Canning. The Group will: 
 
• Provide comment, expert advice, local knowledge, information and feedback regarding 

plans, services and programs; and 
 

• Provide the City advice in relation to current and emerging issues and policy matters 
within the Canning community. 

 

3. Membership 
 

3.1. The term of appointment for membership, with the exception of the Chair, will be a period of 
two (2) years.  A Group membership may be nominated for re-appointment upon the expiry of 
their term up to a maximum of three consecutive terms.  Should a vacancy occur during the 
term of appointment, the appointment will be filled following the normal process for 
appointments. 
 

3.2. The City will advertise in local newspapers, and on its website for nominations for 
membership of all Advisory Groups.  Applicants must submit their applications in writing to the 
relevant Executive Manager.  Officers will assess nominations and make recommendations to 
the CEO for endorsement. 
 

3.3. Members have a responsibility to attend meetings and contribute to discussion/debate. 
 

3.4. A member of an Advisory Group may resign at any time.  The resignation must be in writing, 
in the form of a letter or email, addressed to the relevant Executive Manager. 
 

3.5. Types of membership: 

Community Representation  Membership will be sought on the basis of a broad 
interest, understanding and commitment to natural and/or 
built environment and related matters in Canning, and will 
comprise a maximum of ten (10) representatives drawn 
from a cross-section of the Canning community. 
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Chair and Deputy Chair  The Chair and Deputy Chair of the Advisory Group will be 
community representatives elected by other members of the 
Advisory Group. 

City Officers  Will be specified according to each Group. City staff attending 
the Advisory Group will table papers for discussion and 
participate in the discussion. 

Advisory Group Support  The relevant Executive Manager will arrange for administrative 
support. Such support will include the preparation and 
distribution of the agenda, notice of meetings, and recording and 
distribution of minutes. 

The Advisory Group secretariat is also responsible for arranging 
meeting venue, refreshments and coordinating any 
presentations. 

 

Elected Members Elected Members will be notified of all meetings and may attend 
Group meetings at will. 

 

4. Meetings 
 

4.1. Advisory Groups will meet quarterly except during the months of Christmas recess being 
December and January.  A meeting will be limited to a maximum of one and a half hours 
duration, unless the Group resolves to extend the meeting to a particular time for the 
completion of business. Extraordinary meetings may be called by the Chair in consultation 
with the relevant Executive Manager.  The location, date and starting time for meetings will be 
advised on the agenda.  Notice of all meetings shall be given by the Executive Manager.  The 
notice of meeting and papers shall be provided to members at least seven (7) working days 
prior to the meeting. 
 

4.2. Members may list matters for consideration by tabling matters at one meeting for discussion 
at the next.  The relevant Executive Manager will be responsible for preparing the Advisory 
Group Agenda, researching and reporting on those matters tabled for discussion. 
 

4.3. Feedback by the Group will be embodied in the appropriate Officer’s report to Council under 
the Consultation section. 
 

4.4. Each meeting shall be properly recorded by the taking of minutes.  The minutes of the 
meeting will be submitted to the next available Council Meeting. 
 

4.5. Meetings will not be open to members of the public.  Representatives of the community or 
other organisations may be invited or requested to address the Group on matters on the 
agenda. 
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5. Confidentiality and Privacy 
 

5.1. Members may have exposure to confidential or personal information.  Members are required 
to maintain the security of any confidential information and not access, use or remove any 
information, unless the member is authorised to do so. 
 

5.2. Members are not to speak to the media in their capacity as Advisory Group members.  In 
accordance with Council’s Media Policy, the Mayor is the only person permitted to speak to 
the media on behalf of the Council. 
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APPENDIX 4: TEMPLATE - Advisory Group Report 

 
ADVISORY GROUP REPORT 

 
 

TITLE 
 
(Insert Topic/Title) 
 

MEETING DATE 
 
(Scheduled Advisory Group Meeting Date) 
 

REPORTING 
OFFICER 

 
(City Officer/s compiling report) 
 

IN BRIEF 

(Brief overview of subject) 
 
 
 
 

BACKGROUND 

(Include detail of why report being prepared; all relevant background; images, reference 
to Council Plans, Strategies; Policy; previous Council Reports on matter, etc) 
 
 
 
 
 
 

DETAIL 

(Further detail as required) 
 
 
 
 

COMMENT 

(Officer Comment – assist with guiding Group in their discussions on the matter) 
 
 
 
 

ADVISORY 
GROUP 
DISCUSSION 

(COMMENTS CAPTURED DURING DISCUSSION AT MEETING) 
 
 
 

ACTION 

(Advisory group Action agreed on) 
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APPENDIX 5: TEMPLATE - Advisory Group Meeting Agenda 

 

ADVISORY GROUP MEETING AGENDA 
 

DATE  
TIME  

LOCATION  

TYPE OF MEETING  

CHAIR  

ATTENDEES   

APPOLOGIES  

ABSENTEES  

MINUTES   
 

Acknowledge the Whadjuk Noongar people who are the Traditional Custodians of the Land. We would also like to pay our 
respect to Elders, both past and present. 

 

1.0 Confirmation of minutes 

Item Description/Summary Outcome By Whom 

1.1 Confirmation of the minutes of the 
previous meeting held on XXXXX  

 
Confirmed minutes for endorsement by 

Council on XXXX   
 

 

 

2.0 Matters arising from previous meeting minutes 

Item Description/Summary Outcomes By Whom 

2.1    

2.2    
 

3.0 Agenda Items 

Item Description/ Summary Actions By Whom 
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4.0 Meeting Attachments 

Item Description/Summary 

4.1 Unconfirmed Minutes from XXXX (D18/XXXXXX) 

4.2  

4.3  

Meeting Closed:  
Next Meeting: XXXX 
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APPENDIX 6: TEMPLATE - Advisory Group Meeting Minutes  
 

ADVISORY GROUP MEETING AGENDA 
 

DATE  
TIME  

LOCATION  

TYPE OF MEETING  

CHAIR  

ATTENDEES   

APPOLOGIES  

ABSENTEES  

MINUTES   
 

Acknowledge the Whadjuk Noongar people who are the Traditional Custodians of the Land. We would also like to pay our 
respect to Elders, both past and present. 

 

1.0 Confirmation of minutes 

Item Description/Summary Outcome By Whom 

1.1 Confirmation of the minutes of the 
previous meeting held on XXXXX  

 
Confirmed minutes for endorsement by 

Council on XXXX   
 

 

 

2.0 Matters arising from previous meeting minutes 

Item Description/Summary Outcomes By Whom 

2.1    

2.2    
 

3.0 Agenda Items 

Item Description/ Summary Actions By Whom 
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4.0 Meeting Attachments 

Item Description/Summary 

4.1 Unconfirmed Minutes from XXXX (D18/XXXXXX) 

4.2  

4.3  

Meeting Closed:  
Next Meeting: XXXX 
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