


Public Question Time
Please see attached guidelines for participation in public question time

Council Meeting:  ________  /  ________  /  ________


Name: 

Street Address:

Suburb:	Postcode:

Optional: Telephone (business hours):

Mobile: 	Email:

Question or Statement:

Priority will be given to questions that relate to a matter listed in the Council Agenda for the requested meeting.
Does the question relate to a matter listed in the Council Agenda? Report No.

YES 					NO 

Do you wish to attend the Council meeting in person or online to ask your question or make your statement?
In person (subject to limits)		Online (via Zoom)



















Privacy Statement 
The purpose of collecting your personal details is so a written response to your question can be provided. If you do not provide this information, Council will be unable to provide you with a written response. Your telephone details are optional and may assist Council is seeking clarification from you on the information you are seeking.
Your name will appear in the Council minutes along with the details of the question. If your question is taken on notice, your name, question and Council’s response will appear in the agenda of the next Council meeting. Any other personal information on this form will only be disclosed to Councillors and Council Officers and will be retained on Council files until destroyed in accordance with the Public Records Act 1973.
Personal information collected on this form will be handled in accordance with the privacy principles in the Privacy and Data Protection Act 2014 and Council's Information Privacy Policy.













	Office use only

	Present:
	

	Question answered
	

	On notice required
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GUIDELINES FOR PUBLIC QUESTION TIME
3.6 Questions of Council and Community Statements  – Governance Rules
Overview Notes: 
As outlined in the purpose of these Governance Rules, Council Meetings are held for Council to make its decisions. Members of the public do not have a right to address Council, however provisions are made for Council to respond to questions from the community, and in particular circumstances, such as Meetings Designated for Planning and Related Matters, for the public to make submissions to Council on planning permit applications.
At each Ordinary Meeting there is an opportunity for members of the public to ask questions of the Council or make a statement to Council. Assistance is available for any community member seeking or requiring support to write or ask their question(s).
At a Meeting Designated for Planning and Related Matters, objectors to, and proponents of, planning permit applications, are provided a three minute opportunity to address Council in relation to items being considered at that Meeting.
3.6.1 Questions of Council and Community Statements 
(1) Members of the public may only address a Council Meeting in accordance with the provisions of these Governance Rules. 
(2) Unless Council resolves differently, there must be a time provided for questions of Council and Community Statements at every scheduled Council Meeting not designated for Planning and Related Matters to enable members of the public to submit questions to Council. 
(3) Sub-Rule (2) does not apply during any period when a Meeting is closed to members of the public in accordance with section 66(2) of the Act. 
(4) There will be no Questions of Council and Community Statements during a local government election period. 
(5) The time provided for questions of Council and community statements will not exceed 30 minutes in duration, unless by resolution of Council, in which case, the time may be extended for one period of up to 30 minutes. 
(6) Priority will be given to questions and statements that relate to matters listed in the Agenda. If time allows, questions about items other than those listed on the Agenda will be considered. 
(7) A maximum of two questions or statements, in any combination, is allowed per person. If a person has submitted two questions or statements, the second or statement question may, at the discretion of the Chairperson: 
(a) be deferred until all other persons who have submitted questions have asked their first question; and/or 
(b) not be asked or permitted if the time allotted for public question time has expired. 
(8) A person submitting two questions or statements, in any combination, may identify the priority order of the questions or statements. 
(9) Prior to the hearing of Questions of Council and Community Statements, the Mayor will inform Councillors and the public of the total number of questions received for the Council meeting (including how many have been taken on notice). 
[image: ]

3.6.2 Questions of Council 
(1) Persons wishing to ask a question will be encouraged to submit their question on the Questions of Council form available on Council’s website by 12 noon on the day of the Council Meeting. 
(2) Questions can be submitted by: 
(a) The online form at www.Merri-bek.vic.gov.au 
(b) Email to: governance@Merri-bek.vic.gov.au; or 
(c) Mail to: Locked Bag 10, Merri-bek Vic. 3058; or 
(d) In person at the Coburg Civic Centre Customer Service Centre at 90 Bell Street Coburg, up until the beginning of an in-person council meeting. 
(e) A copy of all questions and community statements including those to be taken On Notice received before 5pm on the day of the Council Meeting, will be distributed to Councillors as soon as reasonably practicable. 
(3) Assistance will be available for any community member seeking or requiring support to write their question(s). 
(4) A maximum of three questions will be heard on any one subject. Council will then proceed to the next subject, returning to the previous subject if time allows. 
(5) Questions that are submitted in writing but not asked, will be taken On Notice. 
(6) Persons submitting questions must be present in the public gallery either personally or by representative unless the question has been submitted in accordance with a procedure developed at Rule 3.6.4. 
(7) When invited by the Chairperson, the person submitting the question: 
(a) Must state their name and suburb; 
(b) May ask their question, with a preamble or background for up to 3 minutes. 
(8) The Chairperson may elect to answer the question themselves or a Councillor may nominate themselves to answer each question. Prior to responding, the Chairperson may seek contextual information from the person submitting the question. 
(9) The Chairperson may at their discretion, refer the question to the Chief Executive Officer, who may refer it to a member of Council staff. 
(10) No discussion of a question or answer will be allowed, other than for the purposes of clarification by a Councillor. 
(11) A question or community statement may be disallowed by the Chairperson if the Chairperson determines it: 
(a) relates to a matter outside the duties, functions or powers of Council; 
(b) is defamatory, indecent, abusive, offensive, irrelevant, trivial or objectionable in language or substance; 
(c) may lead to a breach of Council’s obligation to comply with its statutory obligations; 
(d) deals with subject matter already answered; or 
(e) deals with a matter that should be, or has been, considered as a confidential matter. 
(12) No questions directed at an individual Councillor or member of Council staff will be allowed. 
(13) The Chairperson may decide to take any question On Notice. Questions On Notice will be actioned by the relevant Director and a written response forwarded to the person and made available to Councillors. The status of On Notice items will be reported to the next practicable Council Meeting. 
(14) A question will only be dealt with as an On Notice question if the entire question has been provided in writing and contact details for a response are provided. An incomplete question or a question where not contact details are provided will not before the time allowed for public question time and community statements has elapsed. 
3.6.3 Community statements 
(1) A member of the community may make a statement, for up to 3 minutes, in relation to any matter listed on the Agenda for the Council Meeting that the statement is to be made. 
(2) Community Statements must not be directed at individual Councillors or members of Council staff. 
(3) Community Statements will not receive a response. 
(4) The Chairperson may cease a community statement he or she deems defamatory, indecent, abusive, offensive, irrelevant, trivial or objectionable in language or substance. 
(5) A member of the public wishing to make a community statement may indicate their intention in advance of the Meeting or by completing a form on arrival at the Meeting. 
3.6.4 Questions and community statements from members of the public not in attendance and at Meetings conducted electronically
(1) Council may, by resolution, determine that the Chief Executive Officer must develop a procedure that enables the submission of questions and statements by community members who are not in attendance but are viewing the livestream to be admitted to the Meeting. 
(2) A procedure developed at Sub-Rule (1) must include the person asking the question being visible to the Meeting when asking a question. 
(3) Where a person is experiencing technical difficulties that prevents them from asking their submitted question, as lodged in accordance with Rules 3.6.2 or 3.6.3 (ie. unable to connect to an online meeting) or where connectivity issues arise that prevent the person from being able to be seen or heard when invited to address Council, the Chairperson may elect to read out their question. 
(4) A procedure developed in accordance with Sub-Rule (1) must give consideration to: 
(a) Accessibility; 
(b) Community members in attendance at the Meeting; and 
(c) Relevance of the question to an item on the Agenda for the Meeting. 
(5) If a Council Meeting is being conducted electronically or online, in accordance with any Guidelines issued for the Minister for Local Government, provision will be made for questions and community statement to be made via video call, if the question or intent to make a submission is lodged in accordance with Rules 3.6.2 or 3.6.3 as is applicable. 
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