
 
 
 
 
 
 
 
 
 
 
 

Elected Members Communications Policy 1 

Responsible Directorate: Governance and Strategy 

Objective:  To guide the appropriate communication systems by Elected Members. 

1. Application: 

This Policy applies to all current Elected Members of the City of Joondalup Council. 

2. Statement: 

The City supports and implements good governance practices and applies these principles to 
the appropriate use of and access to communication systems and information managed and 
retained by the City. 
 
As such, it is the City’s position that communications, made on behalf of the City or Council, 
should be appropriately coordinated to ensure that quality and consistent information is 
provided to the community and City stakeholders. 

3. Details: 

3.1. Elected Member Communications — General: 

There are various statutory requirements relevant to Elected Member communications 
as follows: 
 
a. State Records Act 2000 requires that all correspondence, including email, relating 

to the business of the City and the Council must be retained in the official records 
of the City. 
 

b. Sections 2.8(1)(d) and 5.41(f) of the Local Government Act 1995, provides that only 
the Mayor may speak on behalf of the City (or the CEO Chief Executive Officer if 
authorised by the Mayor to do so). 
 

c. Freedom of Information Act 2000 1992 requires the preservation of correspondence 
and its availability for Freedom of Information purposes. 
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d. Section 5.93 of the Local Government Act 1995 provides that an Elected Member 
(as well as employees) must not make improper use of any information acquired. 
 

e. Regulation 6 of the Local Government (Rules of Conduct) Regulations 2007 
provides for Elected Members to maintain confidentiality. 

3.2. Media Relations: 

In accordance with the Local Government Act 1995, the Mayor only can speak on behalf 
of the City, or if authorised by the Mayor, the Chief Executive Officer.  
 
When speaking to the media as spokesperson for the City, the Mayor may only represent 
the official view of the City, having regard to the City’s Code of Conduct Policy, the Local 
Government Act 1995 and the Local Government (Rules of Conduct) Regulations 2007.  
 
Elected Members other than the Mayor, or the Deputy Mayor in the role as Acting Mayor, 
may not speak to the media purporting to represent the views of the Council or the City. 

3.3. Representing the City at Functions and Events: 

The Mayor or, where unavailable, the Deputy Mayor, is the Council’s and the City’s official 
representative at civic functions and events. In the event that neither is available for a 
specific event, the Mayor will nominate one of the following in order of preference: 

 
a. Relevant Ward Councillor 

 
b. Councillor with a specific interest 

3.4. Correspondence: 

Mayoral letterhead will be available for the Mayor for responses to civic invitations, 
functions and the like. In the event that the Mayor receives correspondence relevant to 
the business of the City, the Mayor may use mayoral letterhead to acknowledge receipt 
and advise that the City will respond to the matter raised. 
 
Where the Mayor is providing technical information to correspondents, the Chief 
Executive Officer will be requested to draft the correspondence or that section of the 
correspondence for the Mayor. Councillors will be issued with Councillor letterhead. In 
the event that Councillors choose to comment in writing on Council or City matters, they 
do so as individual Councillors, and must not purport they are speaking on behalf of the 
City or the Council, or commit the City or the Council. 
 
Correspondence generated and received by Elected Members that relate to the business 
of the City is subject to the State Records Act 2000, the City’s Records Management 
Policy and Recordkeeping Plan, and as such must be retained within the City’s corporate 
recordkeeping system. 

3.5. Electronic Correspondence: 

Electronic correspondence generated and received by Elected Members that relate to 
the business of the City is subject to the State Records Act 2000, the City’s Records 
Management Policy and Recordkeeping Plan, and as such must be retained within the 
City’s corporate recordkeeping system. 
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Each Elected Member is provided with a City of Joondalup email address and is to be 
used for electronic correspondence between the community and the Elected Members 
and which relates to the business of the City. 
 
Electronic equipment, in particular computers, utilised by any Elected Member, is subject 
to the conditions of use and service agreement between Elected Members and the City. 
Elected Members utilising the City’s equipment and/or email facilities are required to sign 
the written agreement regarding usage and support of the equipment and facilities.  

3.6. Ward Meetings Elected Member Availability: 

Each financial year, up to three external meetings per Ward will be available for the 
relevant Ward Councillors and the Mayor to meet with the community in that Ward. A 
Councillor may use an external ward meeting for their Ward individually, subject to the 
agreement of their co-ward Councillor and Mayor. 
 
Requests for ward meetings are to be directed to the Chief Executive Officer who will 
make the necessary arrangements, should the meeting occur in one of the City’s facilities 
and the facility is available for use.   
 
Where the Mayor or Ward Councillor wishes to use a non-City facility, the relevant Elected 
Members are to make all the necessary arrangements and meet any associated costs. 
These costs may be claimed in accordance with the Elected Members’ Entitlements 
Policy. 
 
Such meetings will be promoted on the City’s relevant social media platform and on the 
City’s website.  
 
No external ward meetings will be arranged within three months of a local government 
election day.  
 
Elected Members may request that advertisements are placed in local newspapers 
detailing their availability to meet with electors/residents to discuss issues of community 
concern. 
 
Where the Elected Member wishes to meet with electors/residents within a City of 
Joondalup facility (other than the Civic Centre), the Elected Member is to contact the 
Chief Executive Officer, who will make the necessary arrangements. 
 
Where the Elected Member wishes to use a non-City facility, the Elected Member is to 
make all the necessary arrangements and meet any associated costs. These costs may 
be claimed in accordance with the Elected Member Entitlements Policy. 
 
The City shall include in its annual budget the provision for these advertisements to be 
placed in local newspapers up to six (6) times each year the size of which is to be 
determined by the Chief Executive Officer. However, no advertisements shall be placed 
nor any related meetings shall occur between electors/residents and Elected Members 
(where that Elected Member has a direct interest) which are at the cost of the City, within 
three months prior to an election day. 

3.7. Access to Information: 

Access to corporate information by Elected Members is managed in accordance with 
Section 5.92 of the Local Government Act 1995 and the City’s Freedom of Information 
Guide. 
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Elected Members who wish to view records outside of those records detailed within 
Section 5.92 of the Local Government Act 1995 and the City’s Freedom of Information 
Guide, must demonstrate to the Chief Executive Officer the relevance of the information 
to their performance as an Elected Member. Should approval be granted, the Chief 
Executive Officer will determine the manner in which the access in is permitted. 

 
 
 
Creation Date: March 2012 

Formerly: 

• Communications Policy 

• Provision of Information Policy 

• Public Submissions Policy 

 Use of Common Seal and the Signatories for Contract 
Execution Policy 

Amendments: CJ032-03/12 

Related Documentation: • Code of Conduct Policy 

• Freedom of Information Act 1992 

• Local Government (Rules of Conduct) Regulations 2007 

• Local Government Act 1995 

• Online Services Usage Protocol for Elected Members  

• Recordkeeping Plan 

• Records Management Policy 

• State Records Act 2000 

• State Records Commission Policy — Local Government 
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