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CAMPBELL TOWN DISTRICT COMMITTEE 
MEMORANDUM OF UNDERSTANDING 
1. PARTIES TO THE AGREEMENT 

1. This Memorandum of Understanding is between the Northern Midlands Council and the members of the 
Campbell Town District Committee (“Committee”).  

2. The Committee was established on 2 April 1993 and confirmed as a special committee of the Northern Midlands 
Council in March 1995 pursuant to section 24 of the Local Government Act 1993.   

2. TERM 

The term of this MOU is from the date of signing, or 1 July 2024 (whichever is first) until 30 June 2026. 

3. DEFINITIONS 

“Agreement” means this Memorandum of Understanding. 

“Committee” means the Campbell Town District Committee. 

“Committee Officer(s)” means the Committee Chairperson, Vice-Chairperson and Secretary (if applicable). 

“Complaint” means a statement of objection or that something is unsatisfactory or unacceptable. 

“Council” means Northern Midlands Council. 

“Council Liaison” means the Council Officer who is the point of contact (and secretary if applicable) to the Committee. 

“District” means representatives from Campbell Town and the surrounding areas of Conara, Epping Forest, Cleveland 
and Lake Leake. 

“MOU” means this Memorandum of Understanding. 

“Term of Membership” means the period of time Committee members are appointed in accordance with clause 5.3. 

4. PURPOSE 

1. The purpose of the MOU is to document the purpose of the Committee and to formalise the governance and 
functioning of the Committee for the effective and efficient running of the Committee, while clarifying the scope 
of the Committee. 

2. This MOU supersedes all previous agreements between Council and the Committee. 

3. The purpose of the Committee is to: 
a. Be a communication channel and conduit for information between Council and the Committee’s local 

community in accordance with clause 6.2(f) and (g); 
b. Identify any needs, concerns and expectations of the local community by way of community consultation 

and engagement as the Committee considers appropriate in accordance with clause 6.2(f) and (g); and 
advise Council by providing written notification to the Council Liaison Officer or as Motion for Council to 
consider within the Committee’s meeting minutes of these needs; and 

c. Consider and provide written feedback to Council in respect to matters referred to the Committee by 
Council for consultation.  

d. The Committee is to act in an advisory capacity only.  For the purposes of this MOU the term “advisory” 
means: 
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e. Having the power to make recommendations to Council but not to take action enforcing them (unless 
requested to by Council); and 

f. Committees do not deal with the investigation and response to complaints which they may receive from 
time to time. Should the Committee receive a Complaint from a community member with respect to 
Council’s activities or functions, the Committee Chairperson is to forward the complaint, along with the 
complainant’s details (if applicable) onto the Council Liaison Officer for the Council to investigate, respond 
and action. The Committee’s involvement with the complaint is at an end once the information has been 
provided to Council. 

g. In the event the complainant makes additional complaints to the Committee with respect to the same 
matter, the Committee is to pass the additional complaints onto Council as per clause 4(3)(f) and is not 
expected to further respond or engage with the complaint, other than advising it is a matter for the 
complainant to take up with Council. 

h. As the Committee is an extension of the Council and Council is the Planning Authority, the Committee is 
not able to make submissions/representations in response to Development Applications received. The 
Committee is permitted to discuss the Development Application(s), however cannot make any decisions 
or resolutions as a Committee in response to Development Application(s) received by Council. Should 
Committee members wish to make a submission/representation towards a Development Application, 
they are to do so in their personal capacity. 

4. To assist the Committee with its communications with the wider community, and to protect the Chairperson’s 
privacy, Council will establish for the Committee a Northern Midlands Council email address 
“…..@nmc.tas.gov.au” for the Committee’s use and will publicly advertise the creation of these email addresses 
to the broader community and advise that should the community wish to contact the Committee, they are to do 
so via the designated Council email. 

5. Should the Committee wish to establish a social media account (i.e. Facebook Page) for the purpose of 
communication with the community and publication of public notices regarding Council’s activities, the 
Committee is permitted to do so. Should the Committee establish a social media account, the Committee must 
comply with Council’s Communications and Social Media Policy (copy annexed hereto and marked B) and 
provide to Council the names of all account users.  

5. MEMBERSHIP 

1. Members of the Committee are to comprise of residents, representatives of local businesses and organisations 
of Campbell Town based within that district, with invitations to be extended to local business owners, local 
committees for membership representation and other social enterprise to join the Committees membership. 

2. Membership of the Committee shall comprise of a minimum of six (6) members and a maximum of ten (10) 
members. 

3. Members are appointed for a term of two years. 

4. The Term of Membership is to commence in July and conclude in June two years from the commencement date.  

5. The Committee shall have the power to appoint from within the membership the following Committee Officers 
at the Committee’s Biennial General Meeting: 
a. Chairperson;  
b. Vice Chairperson; and 
c. Secretary (if applicable in circumstances where the Committee provides its own secretariat). 

6. The Chairperson may hold the position of Chairperson for 2 consecutive terms only (i.e. being a total of 4 years) 
before they must vacate that position to allow for a new Chairperson to take on the role. The Chairperson may 
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re-apply for the position of Chairperson in the future but not for the Term immediately following their 2 
consecutive terms. 

7. All Committee Officers shall be appointed by the Committee at the Biennial General Meeting held at the 
commencement of a two-year Term of Membership. 

8. The office of a member becomes vacant if the member is absent from 3 consecutive ordinary meetings of the 
Committee without a leave of absence granted by the Committee Chairperson or Council. The Committee 
Chairperson or Council will give consideration to a written application for an extended period of leave of absence 
which has been endorsed by the Committee on a case by case basis.    

Application for Membership 

9. Membership of the Committee is to be advertised by Council no less than 4 weeks and no more than 12 weeks, 
prior to the expiration of a Term of Membership.  Advertising is to occur: 
a. in the Northern Midlands Courier and Examiner newspaper; and 
b. on social media; and 
c. on Council’s website.  

10. Should the number of applications for Committee membership exceed the number of vacancies, Council’s 
Executive Committee will determine the successful applicants in consultation with the Councillor 
representative(s) to the Committee. 

11. Any member vacancy arising during the Term of Membership may be filled upon application for membership 
being received and any vacancy filled during a Term of Membership is for the remaining period of the MOU. 

Confirmation of Appointment of Membership 

12. Committee membership is to be ratified by the Council at the next ordinary Council meeting prior to the 
commencement of the Term of Membership. 

13. In the event insufficient applications are received to fill the number of vacancies, Council will periodically re-
advertise the vacant positions in the Northern Midlands Courier Newspaper, on Council’s website and via social 
media. 

14. Applications to Committees with less than 10 members can be made at any time; however, applications will not 
be accepted for ratification by Council within the final  three months of a Term of Membership. 

15. In the event less than six (minimum number of members) applications for membership are received, the 
Committee is to go into recess until a sufficient number of applications are received. 

16. In the event the Committee is unable to reach quorum at 2 consecutive meetings, the Committee will be placed 
into recess until additional members are appointed to the Committee. 

17. Membership will be subject to the applicant holding current registration as a Council Volunteer and a Working 
with Vulnerable People Card, and as such, the contract with Council as a Volunteer extends to membership of 
the Committee; with Volunteer registration and induction to be completed by the applicant prior to the 
commencement of membership. The applicant and Committee is to work with Council’s Work, Health and Safety 
Officer in relation to the volunteer induction. 

18. At the conclusion of their Term of Membership, members are eligible to reapply for membership. Should a re-
appointment not occur, Council will provide written notice to the applicant. 

6. ROLES AND RESPONSIBILITIES 

1. The Committee’s primary and priority focus is to work with the Council to make the Northern Midlands an 
enviable place to live, work and play.   
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Committee 

2. The following are the roles and responsibilities of the Committee: 

a. To nominate one point of contact between the Committee and Council, and in the event the Committee 
does not advise who they have nominated, the default contact person will be the Chairperson. 

b. To provide Council with a list of the Committee’s meeting dates and times immediately following the 
meeting at which they are set. 

c. To ensure the Chairperson and Vice-Chairperson attend a formal Council arranged information session 
with Council to receive information, direction and training, including but not limited to the following 
matters: 
i) Management and governance of Committee meetings, including declarations of pecuniary 

interests; 
ii) The Committee’s relationship with Council;  
iii) The distinction between strategic and operational matters; and  
iv) The role and purpose of the Committee. 

d. To notify Council of matters which are strategic in nature (which Council is directly responsible for, or, 
may have influence over) within the District, including within meeting minutes any Motion to be 
submitted and considered to Council. 

e. To provide written comment and/or feedback on matters referred to it by Council. 
f. To liaise with the community and special interest groups to ascertain their views/opinions on local issues 

and projects and notify Council of these, with such consultation occurring in a manner considered most 
appropriate by the Committee. 

g. To receive communications from the local community and special interest groups and forward their 
letters/requests with appropriate comment/feedback to Council, with such communication occurring in 
a manner considered most appropriate by the Committee. 

h. Will direct any complaints received by the Committee (via email or during Committee meetings) to the 
Council Liaison Officer via email for Council to action, including provision of contact details of the 
complainant. The Committee is not required to investigate or respond to the complaint received. 

i. To provide to Council in March each year a prioritised list of works and services to be considered for 
funding in the following budget year, including projects which could be considered for funding under 
appropriate Federal and State Government schemes. 

j. Committee Members are to submit customer requests to Council online at 
www.northernmidlands.tas.gov.au/contact/report-an-issue when matters of concern to the Committee 
or which they are advised of by community members are operational in nature e.g.: lawn mowing; road 
repairs. Should the Committee receive complaints from community members relating to operational 
matters or Council provided services, the Committee is to refer the community member to Council’s 
Customer Request process as per the above. 

Council 

3. The following are the roles and responsibilities of the Council: 
a. To produce the agenda for the Committee for the first ordinary meeting incorporating the Biennial 

General Meeting following the commencement of the Term of Membership, and subsequent meetings 
should the Committee elect for Council to provide secretarial support. 

b. The Council will, at its next Ordinary Meeting following a local government election, appoint Councillor 
Representative(s) to the Committee. 

c. The Council will appoint a Council Liaison Officer to the Committee.   
d. To notify and communicate with the Committee on matters of interest or concern to the local community. 
e. To ensure all Committee members are currently registered volunteers of Council and inducted. 
f. To receive and investigate Motions put by the Committee. 

http://www.northernmidlands.tas.gov.au/contact/report-an-issue
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g. The Committee Liaison Officer shall respond to the Committee with Council’s decision and any necessary 
supporting information, documents and/or advice within 10 working days from the date of the Council 
meeting to which the Motion was submitted. 

h. Unless another relevant Officer is identified, the Council Liaison Officer shall be the point of contact for 
the Committee to submit questions, including requests for updates, to Council in relation to ongoing 
operational matters of Council and the Council Liaison Officer shall provide comment and/or advice on 
matters referred to it by the Committee in a timely manner. 

i. To receive and consider the prioritised list of works and services from the Committee to be considered 
for funding, including projects that could be considered for funding under appropriate Federal and State 
Government schemes. 

j. Investigate and respond to complaints forwarded by the Committee in accordance with Council’s policy 
and procedure, including responding directly to the complainant and providing confirmation to the 
Committee that the complaint has been received and actioned. 

k. Shall publicly promote the Committees within the wider community, including promoting their role as a 
communication channel between Council and the community and the opportunity for community 
members to attend Committee meetings.  

l. To provide the Committee with a Council issued email address (and training if necessary) and advise the 
wider community of the change in contact details. 

7. MEETING PROCEDURES 

Meeting Administration 

1. Meetings are to be governed in accordance with the procedures stated within this MOU.  In the event this MOU 
is silent in respect to a procedure, reference is to be made to the Local Government (Meeting Procedures) 
Regulations 2015 for the appropriate procedure. 

2. Meetings are to be held at a minimum once per quarter. Official Council supported meetings (i.e. secretarial 
support) shall be held on a bi-monthly basis (meaning every second month). Should the Committee elect to meet 
on a monthly basis they are welcome to do so, however acknowledge that at one of the meetings Council 
secretarial support will not be available. 

3. The Committee is able to call a special meeting of the Committee outside the bi-monthly meeting should there 
be an item requiring consideration and discussion by the Committee prior to the next scheduled meeting. Special 
meetings of the Committee must follow the same procedures as provided for in this MOU. 

4. The meeting dates and times are to be determined by the Committee at the Biennial General Meeting and the 
Committee will take all reasonable steps to ensure the meetings occur at a time convenient to the wider 
community (e.g. outside business hours), with the view of increasing community engagement at Committee 
meetings. 

5. Meeting length is not to exceed 1.5 hours.   

6. If the Committee is meeting at a Council owned facility, the Committee is not required to pay hire-fees and must 
ensure facility hire bookings are made for each meeting with the relevant person, being Council’s Facilities 
Officer for Council run facilities and the nominated point of contact for facilities managed by a Management 
Committee of Council. 

7. The Biennial General Meeting of the Committee will take place with the first ordinary meeting of the Committee 
at the commencement of each Term of Membership. 

8. A calendar of meeting dates for the following calendar year is to be determined by the Committee at its last 
ordinary meeting of that year and provided to Council.  
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9. Committees shall make an Acknowledgement of Country at the commencement of each meeting and take place 
immediately following the ‘Attendance’ item of the meeting. 

10. Committees must include ‘Declarations of Pecuniary Interest’ as a standing Agenda item at each meeting with 
this agenda item immediately following the ‘Acknowledgment of Country’ agenda item. 

Notice of Meeting, Meeting Agenda & Minutes 

11. Notice of a meeting and an agenda are to be provided to the Committee members and the Councillor 
Representative(s) of the Committee at least 4 days but not more than 14 days prior to an ordinary meeting. 

12. Minutes of an ordinary meeting of Committee are to be circulated to Committee members and to the Council 
Liaison Officer via email sent to council@nmc.tas.gov.au as soon as practicable after the meeting, but no more 
than 10 working days after the meeting.  

13. If the Committee wishes Council to investigate a matter, it must put a motion to the Council for consideration 
as set out and formatted in Annexure A to this MOU.  Any motion is to be received by Council no less than 10 
days prior to the next Council meeting. Should the motion not be received within this timeframe, it will be held 
over to the following ordinary meeting of Council. Council is to have listed in the next Council Meeting Agenda 
any motions reflected in the Committee’s minutes. 

14. Committee Motions are not to be repetitive or relate to operational matters, should the Committee have 
questions in relation to operational matters, or requests for updates, the Committee shall make a request to the 
Council Liaison Officer or the Councillor Representative and is not required to submit a Motion. 

15. The Council Liaison will report back to the Committee the outcome of the motions within 10 working days 
following the Council meeting. 

Quorum & Voting 

16. A meeting may only take place if the Committee has quorum. A meeting quorum is a majority of the Committee’s 
current membership.  For example, if the total number of members is 8, the quorum is 5. 

17. A decision by the Committee is to be made by consensus (half the members present at a meeting, plus one).  In 
the event the decision is split, the Chairperson is to make the final decision. 

Councillor Representative 

18. The Councillor Representative is an advisory role only. The Councillor Representative is not entitled to move 
motions or vote on any decisions made by the Committee.  

19. The Chairperson may not withhold from an attending Councillor Representative the freedom to speak at a 
meeting. 

20. Any Councillors attending meetings who are not the appointed Councillor Representative do so as a guest only. 
Guest Councillors must adhere to the meeting procedures applicable to Guests and are not to address the 
Committee as if they were the appointed Councillor Representative. 

Guests 

21. Guests attending Committee meetings are to do so as observers only. Guests may only participate in the meeting 
on invitation by the Chairperson.  Guests must abide by meeting protocols.  

22. Guests wishing to make a presentation or to provide comment at a meeting are to seek consent from the 
Chairperson and/or Secretary prior to the meeting.   

23. Unless otherwise agreed by the Chairperson and/or Secretary, such presentation or comment by a guest is 
limited to a maximum of 3 minutes.     

mailto:council@nmc.tas.gov.au
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Subgroups 

24. The Committee may make a recommendation to Council for endorsement to establish a special interest 
subgroup of the Committee. 

25. Secretarial support will not be provided by Council for subgroup meetings; however, some administration 
assistance may be provided for projects approved by Council. 

26. If required, subgroup meetings will be arranged outside of ordinary meeting times, at a time convenient to the 
subgroup members.  

27. Subgroup members are required to take minutes at their meeting and submit those minutes to the Chairperson 
and Council Liaison Officer for the purpose of inclusion on the following Council Agenda. 

8. COMMUNICATION, INFORMATION SHARING AND CONSULTATION 

1. The role of the Councillor Representative is to provide information to the Committee from the Council. 

2. Minutes of the meetings of the Committee are to be included by the Council Liaison Officer in the next Council 
meeting after the meeting of the Committee if provided 10 days prior to the Council meeting and if no motions 
require Officer investigation prior to Council consideration.   

3. The Committee must not communicate to third parties on behalf of Council without prior written approval of 
the General Manager and must obtain written approval from the General Manager of any written 
correspondence (email, letter, social media post, public notice etc.) to be sent by the Committee. 

4. The Committee acknowledges that the Mayor is the official spokesperson of Council and any media request or 
comment sought from the Committee must not be given by the Committee and must be referred to Council.  

5. Any incoming (or outgoing) official correspondence received (or sent) by the Chairperson, or received on behalf 
of the Chairperson, in relation to the Committee, which has not been referred to the Committee by Council or 
generated by Council, is to be provided to Council within 14 days of receipt thereof.  Correspondence will be 
recorded by Council and a formal response provided by Council.   

9. REVIEW AND EVALUATION 

1. Council retains the right to review this Memorandum of Understanding at any time. 

2. At the Biennial General Meeting of the Committee, the Committee is to review the provisions of this MOU, 
execute the document and return a signed copy to the Council Liaison Officer.  

10. GRIEVANCE AND CONFLICT RESOLUTION 

1. Council’s People and Culture Business Partner will attempt to resolve any grievances or conflicts, utilising the 
framework and guidelines detailed in Council’s Issue Resolution Policy and Procedure. 

2. The Committee is not required to investigate any complaints received, the Committee’s role is to pass complaints 
received along to the Council for the Council to investigate. 

3. If there is no resolution, Council’s General Manager will meet with the relevant parties and attempt to reach 
agreement or resolution. 
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11. SECRETARIAL SUPPORT & RESOURCES 

1. Provision of secretarial support will be provided by Council: 
a. For meetings held on a bi-monthly or quarterly basis (subject to officer availability, and that meetings 

commence at or before 6.00pm), OR 
b. Funds of $2,500 in lieu of secretarial support (currently the monies are provided for projects subject to 

Council approval). 

2. In the event the Committee elects to provide its own secretarial support and receive funds in lieu from Council, 
it is recommended those funds are expended by the Committee (on Council approved projects) within the 
financial year it is received, with the funds accumulating for a maximum of two financial years. Any funds not 
expended within the two year period not be carried over to the following financial year. 

3. The Committees appointed Council Liaison Officer will provide secretarial support for a maximum of six meetings 
per annum. 

4. The Committee is to opt for one of the following resources to be provided by the Northern Midlands Council: 

   Secretarial assistance at scheduled bi-monthly / quarterly meetings (meetings commencing at or before 
6.00pm), subject to Officer’s availability. 

OR 

   An annual budget allocation of $2,500, in lieu of secretarial assistance, to be made available for projects, 
or secretarial support, as approved by Council. 

 

CAMPBELL TOWN DISTRICT COMMITTEE  
  CHAIRPERSON 

 NAME:  

 DATE:  
   

 WITNESS:  

 NAME:  
   

NORTHERN MIDLANDS COUNCIL   

  MAYOR 

 DATE:  

   
  GENERAL MANAGER 

 DATE:  
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ANNEXURE A 
 

DRAFT MOTION TO COUNCIL FOR COMMITTEE MINUTES 
 
 
To provide clarity in motions/recommendations from the Committees, all proposed motions and the associated 
minutes need to contain the Five W’s and H as detailed below: 

• Who: The mover and seconder. 

• What: What is it the mover and seconder want Council to do? The more specific the better. For example, ‘That 
Council consider placing a park bench on the river walkway.’ 

• Where: Where should this occur in the municipality? For example, ‘The bench should ideally be placed where the 
walkway goes past the boat ramp, which is roughly 1km from the Victoria Square.’ 

• When: For example, ‘The Committee notes there was no budget allocation for this in 2023-24 and would like to 
see it included in the 2024-25 budget.’ 

• Why: For example, ‘The Committee notes this is an especially scenic part of the walkway and it’s where people like 
to take a breather while walking as there’s a climb on the walkway immediately before when heading toward 
Longford.’ 

• How: For example, ‘That subject to its inclusion in the 2024-25 capital works budget that the Manager Works aim 
to organise the works to occur before summer 2024.’ 

 
 
Please include any motions in your meeting minutes in the following format: 
 
Recommendation [Number]: [Name] 
 
Mover: 
Seconder: 
 
Committee Comments/Background: 
 
That it be recommended to Council that: 
 
a) Council consider [details of the recommendation – one recommendation per point] 
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ANNEXURE B 
 

Communications and Social Media Policy 
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NORTHERN MIDLANDS COUNCIL 

HUMAN RESOURCES POLICIES & PROCEDURES 

  

Policy Name: 

Policy Owner: 

Communications & Social Media Policy 

People & Culture Business Partner 

Originated Date: August 2015 

Amended Date/s: June 2017; May 2019; August 2023 

Review Date: 

 
Applicable Legislation: 

This Policy should be reviewed as required and/or as legislation 
changes 

Age Discrimination Act 2004 (Cth) 
Anti-Discrimination Act 1998 (TAS) 
Australian Human Rights Commission Act 1986 (Cth) 
Disability Discrimination Act 1992 (Cth) 
Fair Work Act 2009 (Cth) 
Local Government Act 1993 (TAS) 
Racial Discrimination Act 1975 (Cth) 
Sex Discrimination Act 1984 (Cth) 
Work Health & Safety Act 2012 (TAS) 
Workers Rehabilitation & Compensation Act 1988 (TAS) 
 

Publication Sources: ECM - 15/013 - Human Resources Policies & Procedures 
LivePro / HR / HR Policies 
Works Depot, Childcare Facility and Pool Locations 

 

 

 

1. AUTHORITY & APPLICATION: 

This Policy should be considered in conjunction with the following policies and procedures: 

 Disciplinary 
 Employee Code of Conduct 
 Fitness for Work 
 Issue Resolution 
 Performance Management 
 Work Health & Safety 
 Workplace Behaviour 

 

Definitions 
 
Business Use – any use of a communication device that is required for work purposes. 
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NORTHERN MIDLANDS COUNCIL 

HUMAN RESOURCES POLICIES & PROCEDURES 

Communication Devices – any device used for any communication purpose by a worker and 
may include but is not limited to telephones/smart phones (both landline and mobile 
devices), computers, walkie-talkies, radios, copiers, facsimiles or equivalent of all of the 
preceding and their respective hardware, software and applications including email, 
electronic data, internet services and social media. 
 
Council - Northern Midlands Council. 
 
Councillor - an elected member of Council known as a Councillor or Alderman or otherwise 
meeting the definition of a Councillor as defined under section 3 of the Local Government Act 
1993 (TAS). 
 
Council Owned Communication Devices – any communication device owned or supplied by 
Council. 
 
Employee - a person who carries out work for Council as an employee of Council. 
 
General Manager - the General Manager of Council as appointed under section 61 of the 
Local Government Act 1993 (TAS). 
 
Infringing Workplace Behaviour - any act or omission, which amounts to a breach of any 
Council policy, contractual obligation or misconduct at common law. 
 
Manager/Supervisor - a person at the workplace who is appointed to a position that has 
management/supervisory responsibilities for others or their appropriately nominated or 
authorised delegate. 
 
Other Persons at the Workplace - any person at the workplace who is not a worker including 
visitors and ratepayers. 
 
Personal Use – any use that is not business use. 
 
Policy - this Policy including the Authority and Application. 
 
Social Media – online platforms that promote social and professional networking and sharing 
of information.  Social media does not just involve text commentary or statements it can also 
involve audio, multimedia pictures, movies and photos.  Social media includes: 
 
 social networking sites (e.g. Facebook, MySpace, LinkedIn, Bebo, Yammer) 
 video and photo sharing websites (e.g. Flickr, Youtube, Instagram) 
 blogs, including corporate blogs and personal blogs 
 micro-blogging (e.g. Twitter) 
 wikis and online collaboration (e.g. Wikipedia) 
 forums, discussion boards and groups (e.g. Google groups, Whirlpool) 
 vod and podcasting 
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NORTHERN MIDLANDS COUNCIL 

HUMAN RESOURCES POLICIES & PROCEDURES 

 instant messaging (including sms) and/or  
 any successor or equivalent to the above 

 
Use – to deploy, create, store, communicate, transmit or access any material, information, 
image or the like by any communication device. 
 
Worker - a person, other than a Councillor, who carries out work in any capacity for Council, 
including work as: 
 
 an employee 
 a contractor or subcontractor 
 an employee of a contractor or subcontractor 
 an employee of a labour hire company who has been assigned to work at Council 
 an outworker 
 an apprentice or trainee 
 a student gaining work experience or 
 a volunteer 

 

Workplace - a place where work is carried out for Council. 
 

Training 

Council will provide all persons covered by this Policy with the appropriate training so they are 
made aware of their responsibilities and obligations under the Policy. 
 

Amendment 

Council retains the sole discretion to reasonably vary, terminate or replace this Policy from time 
to time.  Council will consult before amendments are made and will notify and train those the 
amendments apply to. 
 
Interpretation of Policy 

The singular includes the plural and vice versa. 
 
A reference to any legislation includes all delegated legislation made under it and amendments, 
consolidations, replacement or re-enactments of any of them. 
 
A reference to a policy or procedure means any approved policies or procedures of Council 
unless otherwise stated. 
 
‘Including’ and similar expressions are not words of limitation. 
 
A reference to a document (including this document) is to that document as amended, novated 
or replaced unless otherwise stated. 
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NORTHERN MIDLANDS COUNCIL 

HUMAN RESOURCES POLICIES & PROCEDURES 

 
Where a word or expression is given a particular meaning, other parts of speech and 
grammatical forms of that work or expression have a corresponding meaning. 
 
Examples used in this Policy are for illustrative purposes only and are not intended to be 
exhaustive. 
 
Unless expressly provided for, this Policy is not in any way incorporated as part of any enterprise 
agreement and does not form part of any employee’s contract of employment and any 
applicable enterprise agreement or contract of employment will prevail over this Policy to the 
extent of any inconsistency. 
 
It is not intended that this Policy impose any obligations on the Council or those covered by it 
that are unreasonable or contrary to the operation of applicable laws.  Any obligation, direction, 
instruction or responsibility imposed by this Policy must be carried out in a manner that an 
objective third party would consider to be fair and reasonable taking into account and in the 
context of all the relevant applicable laws, operational and personal circumstances. 
 
Questions relating to the interpretation, application or enforcement of this Policy should be 
directed to the person’s manager/supervisor or the People & Culture Business Partner. 
 

Reporting of Breaches 

Persons covered under the paragraph ‘Coverage’ must reasonably report breaches of infringing 
workplace behaviour as follows: 
 
For breaches by: 
 
 an employee (other than the General Manager) or other workers, the report must go 

to the reporting person’s applicable manager/supervisor and/or 
 the General Manager the report must go to the Mayor (or if unavailable to the next 

appropriately delegated Councillor) and 

as otherwise required or permitted by applicable laws. 
 

Breach of this Policy 

Persons covered under the paragraph ‘Coverage’ who engage in infringing workplace behaviour 
may (as is appropriate) be subject to appropriate disciplinary action in accordance with the 
Disciplinary Policy and Procedure (employees) or removal from the workplace or termination 
of services (workers, other than employees and other persons at the workplace).  Infringing 
workplace behaviour may also amount to breaches of applicable laws: 
 
 exposing individuals to legal proceedings and 
 making Council vicariously liable for the conduct of others 
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2. PURPOSE: 

The purpose of this Policy is to provide a framework for decisions and standards relating to 
the use of communication devices and social media. 

 

This Policy confirms that Council will not tolerate the use of communication devices and social 
media which is unlawful or a risk to health and safety of workers or other persons at the 
workplace. 

This Policy recognises Council’s commitment to provide a safe and healthy workplace for 
workers and other persons (any person at the workplace who is not an employee, including 
visitors) in the workplace relating to the use of communication devices and social media. 

This Policy will instruct and guide workers and other persons at the workplace regarding the 
use of communication devices and social media.  In addition to outlining the minimum 
standards expected at all times in relation to the use of communication devices and social 
media.   

This Policy recognises that all workers are accountable for their own behavior relating to the 
use of communication devices and social media. 

This Policy will operate with applicable laws and policies. 
 

3. COVERAGE: 

This Policy covers and applies to workers in relation to: 
 
 behaviour at the workplace 
 the performance of work for or in connection with Council and 
 conduct outside the workplace or working hours if the acts or omissions: 

o are likely to cause serious damage to the relationship between Council, 
Councillors, workers or other persons at the workplace or 

o are incompatible with a worker’s duty to Council or employment relationship 
or engagement or 

o damage or are likely to damage Council’s interests or reputation 
 

4. REQUIREMENTS: 

Workers must comply with this Policy. 

Workers must not use communication devices or social media in any way which: 
 

 breaches this Policy or any other policy or procedure including the Workplace 
Behaviour Policy or Employee Code of Conduct Policy 

 breaches applicable laws or is otherwise unlawful or 
 fails to comply with a lawful and reasonable direction by Council 
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Managers/Supervisors are required to promote this Policy within their area of responsibility 
and take reasonable steps to ensure that any potential breaches of this Policy are identified, 
taken seriously and acted upon appropriately. 
 

5. GENERAL PRINCIPLES: 

Council may provide workers with communication devices for business use only or business 
use and reasonable personal use at Council’s discretion.  Such authority will be provided in 
writing on an individual basis. 

In determining whether a worker will be provided with communication devices and to what 
extent, Council at its complete discretion will take into consideration all relevant matters 
including, Council’s network and other system storage, security and usage requirements, the 
worker’s personal circumstances and work requirements and the nature and topic of the use.   

The requirements set out previously under ‘Requirements’ apply equally to business use and 
personal use of communication devices. 

Council, at its discretion, may remove, restrict or change a worker’s authority to use Council 
owned or supplied communication devices or worker owned or supplied communication 
devices where used for business use or in the workplace. 

Council will, through authorised personnel, monitor and if necessary copy, delete, remove or 
quarantine any information, data, transmissions or files (incoming and outgoing) or like 
materials arising out of the use of communication devices from the Council’s information 
technology system or network, or any worker’s Council provided communication device 
without notice. 
 

6. USE OF COMMUNICATION DEVICES: 

In relation to the use of communication devices, workers must: 
 

 not divulge passwords or user identification to other persons, other than the IT 
Systems Officer 

 not alter a Council owned communication device by removing software restrictions 
imposed by the operating system of the device 

 not alter a Council owned communication device other than those settings 
immediately accessible in standard settings or in contravention of any specific 
direction of a manager/supervisor 

 not allow any person to use a Council owned communication device without prior 
written approval from their manager/supervisor 

 maintain Council owned communication devices they use in accordance with the 
manufacturer’s specifications 

 take care to ensure a Council owned communication device is securely kept 
 immediately advise their manager/supervisor and the IT Systems Officer of any 

damage to or theft of a Council owned communication device 
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 not install any software on a Council owned communication device (with the 
exception of Council nominated applications downloaded from the App Store) without 
written prior approval from their manager/supervisor and the IT Systems Officer 
 

 comply with applicable laws including not engaging in, for example: 
o defamatory comments (e.g. falsely naming a person as a criminal) 
o inappropriate or unlawful workplace behavior comments (e.g. discriminatory, 

harassing, bullying or repeated unreasonable behavior) 
o misleading and deceptive conduct (e.g. our product will give you 150% 

improvement in profit with no reasonable basis) 
o contempt (e.g. publicising court orders or matters under consideration) 
o infringements of intellectual property rights (e.g. breach of copyright by 

copying information without referencing the source, or downloading movies, 
TV shows, music and other entertainment or similar) or 

o privacy issues such as disclosing personal or sensitive information (e.g. a 
person lives at ABC Street and has 4 children with a particular medical 
condition) 

 not use another person’s identification (electronic or otherwise) to use a 
communication device 

 not obscure or attempt to obscure the origin of any use of a communication device in 
the workplace  

 not access, send, receive, download, store or distribute defamatory, discriminatory, 
harassing, or inappropriate materials of any kind 

 not disclose Council’s confidential information or damage or engage in use likely to 
damage Council’s interests or reputation 

 not gain or attempt to gain unauthorised access to Council’s, information technology 
system or network, or any other worker or other person in the workplace’s 
communication device and 

 not interfere with or alter any security measures provided for the Council’s, 
information technology system or network, or any other worker’s or other person in 
the workplace’s communication device 

 

7. BUSINESS USE OF SOCIAL MEDIA: 

In relation to business use of social media, workers must: 
 

 adhere to any communication protocols, authorisations or requirements of their role 
or position description or contractual arrangements and apply any warnings, notices, 
protocols or other identifications as required by Council from time to time 

 not breach or engage in activity that has the capacity to breach any contractual 
requirements with third parties 

 act honestly, with integrity, courtesy and professionalism 
 comply with applicable laws including not engaging in, for example: 

o defamatory comments (e.g. falsely naming a person as a criminal) 
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o inappropriate or unlawful workplace behavior comments (e.g. discriminatory, 
harassing, bullying or repeated unreasonable behavior) 

o misleading and deceptive conduct (e.g. our product will give you 150% 
improvement in profit with no reasonable basis) 

o contempt (e.g. publicising court orders or matters under consideration) 
 

o infringements of intellectual property rights (e.g. breach of copyright by 
copying information without referencing the source or downloading movies, 
TV shows, music and other entertainment or similar) or  

o privacy issues such as disclosing personal or sensitive information (e.g. a 
person lives at ABC Street and has 4 children with a particular medical 
condition) 

 only use Council logos, branding, photos/images or trademarks with prior Council 
approval 

 not ‘air’ personal campaigns and keep personal opinions separate from professional 
 avoid political bias and real or potential conflicts of interest 
 not establish fictitious names or identities deliberately intended to deceive, mislead 

or lie 
 adhere to Council’s style guide as set by the Council from time to time 
 notify their manager/supervisor and the IT Systems Officer of any activity that occurs 

whilst using the communication device or social media that has the potential to affect 
the integrity of the Council’s information technology system or network, or any 
Council representative or other person’s communication device  

 not disclose Council’s confidential information or damage or engage in use likely to 
damage Council’s interests or reputation 

 should be respectful of others using language that is polite, courteous and appropriate 
to the circumstances and 

 should not be disrespectful of others including using obscene, defamatory, 
discriminatory, threatening, harassing, insulting or offensive language  

 

8. PERSONAL USE OF SOCIAL MEDIA:  

In relation to personal use of social media, workers: 
 

 are permitted to use communication devices or social media where authorised by 
Council for non-work-related purposes during work time that is reasonable and does 
not negatively impact on work or the workplace 

 must not disclose Council’s confidential information or damage or engage in use likely 
to damage Council’s or worker’s or other persons at the workplace interests or 
reputations or engage in conduct in breach of paragraph ‘Coverage’ 

 may disclose they are workers, provided they make it clear that that they do not speak 
on behalf of the Council and their views are personal only and do not represent the 
views of Council including where they are likely to be reasonably identified as a worker 
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 must not cite, reference or identify (including conduct that is likely to identify) other 
workers or other persons at the workplace without their prior approval 

 must avoid using business email addresses for or in any personal social media 
communications and 

 must not start or participate in a Facebook group, online club or any other community 
using Council’s name 

 

9. MONITORING AND PRIVACY: 

Workers should be aware that information, data, transmissions or files (incoming and 
outgoing) or like materials arising out of the use of communications devices are capable of 
being monitored by authorised persons nominated by Council and intercepted, traced or 
recorded by others even without the knowledge of Council.  

Privacy using communication devices cannot be guaranteed. 

Council may monitor the use of communication devices at any time including randomly or 
where Council considers it appropriate to: 
 ensure compliance with applicable laws, policies and procedures and reasonable 

directions 
 compile or audit data or information regarding the use of communication devices 
 investigate suspected behaviour that may be contrary to or in breach of applicable 

laws, policies and procedures or reasonable directions or 
 prevent unauthorised or unlawful use of communication devices. 

Council may appoint any appropriately qualified and/or accredited person to monitor the use 
of communication devices on its behalf or with Council.  Where it does, Council will advise 
workers of this appointment either before or after the event as appropriate in the 
circumstances. 

Any employee found to be in breach of this Communications and Social Media Policy may be 
subject to disciplinary action, up to and including termination of employment. 
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