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1  INTRODUCTION 

Under the Local Government Act 1989, the roles and functions of Council are defined as follows: 

A Council is elected to provide leadership for the good governance of the municipal district and the 
local community. 

The role of a Council includes: 

 Acting as a representative government by taking into account the diverse needs of the local 
community in decision making; 
 

 Providing leadership by establishing strategic objectives and monitoring their achievement; 
 

 Maintaining the viability of the Council by ensuring that resources are managed in a responsible 
and accountable manner; 

 
 Advocating the interests of the local community to other communities and governments; 

 
 Acting as a responsible partner in government by taking into account the needs of other 

communities; and 
 

 Fostering community cohesion and encouraging active participation in civic life. 

The functions of a Council include: 

 Advocating and promoting proposals which are in the best interests of the local community; 
 
 Planning for and providing services and facilities for the local community; 
 
 Providing and maintaining community infrastructure in the municipal district; 
 
 Undertaking strategic and land use planning for the municipal district; 
 
 Raising revenue to enable the Council to perform its functions; 
 
 Making and enforcing Local Laws; 
 
 Exercising, performing and discharging the duties, functions and powers of Councils under this 

Act and other Acts; 
 
 Any other function relating to the peace, order and good government of the municipal district. 
 
In order to give effect to these functions, a range of policies and procedural directives are required 
to ensure uniformity in approach, understanding, and administration. This approach also underpins 
accountability and transparency. 
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2 PURPOSE 

The purpose of this protocol is to provide a definition and framework for the development of policy 
and strategic documents and related procedures for Mornington Peninsula Shire Council. 

The Policy Development Protocol is to apply to all Mornington Peninsula Shire Council staff. 

3 POLICY DEVELOPMENT PROTOCOL OBJECTIVES 

Mornington Peninsula Shire Council’s Mission is to service the people of Mornington Peninsula 
Shire equitably, effectively and efficiently, to create a better environment and quality of life, as well 
as satisfy the expressed need of the community within the limits of the resources available. 

The principles of this policy are therefore to provide a system to underpin accuracy of information, 
clarity in meaning and equity in purpose. 

The objectives of this protocol include: 
 
 To ensure there is a uniform system for the development and approval of policy; 

 
 To support quality information utilisation and dissemination; and 

 
 To underpin a system of consultation and inclusion for relevant stakeholders. 

4  SOURCES OF POLICY 
4.1 REGULATION OVERSIGHT ORGANISATIONS 

Oversight bodies routinely request Councils to amend, review or develop a policy position or 
procedure on a range of matters. These organisations include the Office of Local Government, the 
Ombudsman, Victorian Civil and Administrative Tribunal (VCAT), Department of Environment, Land, 
Water and Planning (DELWP) and similar entities. 

4.2 LEGISLATIVE REQUIREMENTS 

There is a raft of State and Commonwealth legislation which require Councils to develop a policy 
position on issues across the spectrum of Local Government responsibilities. A significant amount of 
policy development is in response to regulatory requirements. 

4.3 STATE AND COMMONWEALTH GOVERNMENT RESPONSES 

Council may also wish to develop policies to respond to issues raised by State and Federal 
Governments. 
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4.4 COUNCILLORS 

Issues may be brought to the attention of Councillors by community members. A Councillor should 
direct these issues to the CEO or raise them at appropriate workshops, Council or committee 
meetings. 

4.5 COUNCIL STAFF 

Council planning days, strategic planning processes, Council reports and community events may 
highlight issues that could be subject to a policy position consideration. The corporate and 
management plans may also be the documents that lead into a requirement for policy or procedural 
development. 

4.6 COMMUNITY 

The CEO and Council staff may receive written and verbal requests from the community which may 
require the application of policy. 

5 TYPES OF POLICY 
5.1 STATUTORY 

Statutory policies are those policies that are adopted by Council due to a legislative requirement. 
These policies influence the strategic direction of Council’s business. 

5.2 STRATEGIC 

Strategic policies are those policies that are adopted by Council due to its’ desire to influence the 
direction of an issue or assist in the delegated decision making for Council staff. Strategic policies 
may include but are not exclusive of Council Plan, Long Term Financial Plan, Municipal Public 
Health Plan, Arts & Culture Plans, and Economic Development Plans. 

5.3 ADMINISTRATIVE 

These policies or procedures are approved by the CEO and outline the manner in which operational 
issues should or may occur. These policies should reflect the delegations approved for various 
levels of Council staff and influence the day-to-day operations of the Council.    Staff consultation, 
together with endorsement from the Executive Management Team is required. It is important to note 
that these administrative policies are not the subject of this protocol. 

6 HOW COUNCIL DEVELOPS A POLICY POSITION  

There are several stages in the development of a policy and these are outlined below. In all 
respects each stage reflects a common sense approach and inclusive method. 
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A policy register managed by Governance outlining all policy work being undertaken within the 
organisation will be circulated to Councillors on a monthly basis through the Councillor 
Communicator. 

This register will be in a table format outlining the subject matter of the policy or strategy either in 
development or review, the department allocated responsibility for this work, the responsible Officer 
and a timeframe for adoption. 

6.1  STRUCTURE OF A POLICY DOCUMENT 

Policy papers should include a set structure in the presentation of information and should be in a 
standardised format template located on OurSpace and subject to the Corporate Style Guide.    

The policy document should be marked “Draft’ either through the use of a watermark and/or by 
insertion in the title page until the policy or procedure is formally adopted. 

6.2 RESEARCH AND DATA/INFORMATION GATHERING 

Research/development of a draft policy document will be based on a variety of possible sources 
such as regulatory requirements, a request from Council, an auditor’s report, a directive from the 
Office of Local Government and various other potential sources.  

The initial research phase is critical in:   

1. Establishing the principle sources of information and relevance;  
 

2. Ensuring all regulatory elements, as required, are included; and 
 

3. Addressing the specific issue which is the subject of the policy.  

There are a number of methods to gather information including:  

 Councillor and stakeholder input; 
 

 A literature review; 
 

 Surveys: either statistical or non-statistical/ formal or informal; 
 

 Collection of qualitative or non-qualitative information; 
 

 Existing policy documents from other Local Government bodies, and 
 

 Best practice guidelines.  

6.3 WOIC (WORKSHOP OF INTERESTED COUNCILLORS) 

The concept of a Workshop of Interested Councillors (WOIC) needs to be considered at a very early 
stage in policy development.  The terminology of a WOIC is intended to capture Councillors who 
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have a particular interest or expertise in a specific area of policy, and who are available to dedicate 
further resources, time and attention at the policy development phase. 

Councillors may request a WOIC on any policy or strategy in development.  Officers in turn are 
advised to organise a WOIC at an early stage of policy review or development so as to seek broad 
input from interested Councillors. 

The advantages of a WOIC are as follows: 

 Provides opportunity for interested Councillors and Officers to work collaboratively on a strategic 
body of work; 

 
 Provides Councillors with ownership and “buy in”; and 

 
 Greater efficiency in formulating strategic documents. 

6.4 PRESENTATION OF THE DRAFT – COUNCILLOR BRIEFING 

Council Officers presenting a draft policy to Council are to assume that the report and draft have 
been read by Councillors in advance of the briefing.  There is no requirement for a formal 
presentation at briefing.  Officers will be required to field questions from Councillors on the draft 
document. 

6.5 COMMUNITY CONSULTATION/PUBLIC EXHIBITION 

Once a draft policy is approved by Council, a process of public exhibition, community consultation 
and engagement commences and is to be undertaken over a minimum of 28 days. 

Community consultation is essential for the development of Council policies and strategic 
documents such as Council Plan. 

The following tools should be considered in the community consultation phase: 

 Copies of the draft to be made available at Customer Service Centres and Libraries; 
 

 Public advertisement; 
 

 Use of Council Website; 
 

 Direct Stakeholder meetings; 
 

 Use of Council Facebook; and 
 

 Use of targeted social media in relation to engaging with specific groups. 
 

At the conclusion of the consultation period, all submission and comments received are to be 
considered and a further report provided to Council encompassing the findings. 
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6.6 COUNCIL ADOPTION 

Following consultation the revised document together with a table of comments from the community 
is to be included with the report to Council for adoption. 

Officers need to clearly outline community feedback which has been taken on board and led to a 
revision of the draft.  Community comments which have not been considered, in terms of amending 
the draft need to be acknowledged with a sound reasoning as to why the comments were unable to 
be incorporated. 

It is also imperative that all financial implications of adopting this new policy are clearly outlined in 
the body of the report for Council consideration. 

6.7 PROMOTION AND DISSEMINATION  

Upon approval of a policy paper/statement it is a critical step to ensure there is effective 
promulgation of a policy to staff and stakeholders. 

For effective dissemination, policy documentation should not only be available but promoted by the 
responsible department. 

The responsible department must also ensure the policy documents are available on the intranet, 
Council website (internet), listed on a document register, the Council’s policy register and be 
available in hard copy. 

7  REVIEW AND EVALUATION 

This policy will be subject to biennial review and evaluation of effectiveness. 
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