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PURPOSE To establish procedures for the security of information and 
documentation provided to Councillors and Committee Members to 
ensure that the integrity of Council’s decision making process and its 
credibility is maintained. 

OBJECTIVES To ensure that the security of information and documentation 
provided to Councillors and Committee Members remains in a 
secure and confidential state to prevent the improper access of that 
information. 

To ensure that all documentation provided to Councillors safeguards 
personal information and adheres to the principles of Privacy 
Legislation and Local Government Act requirements relating to 
Confidential items. 

SCOPE This Policy applies to all Councillors and Committee Members of the 
Mornington Peninsula Shire. 

DEFINITIONS Committee 
Members 

means all Members of Special Committees 
appointed in accordance with Section 86 of the 
Local Government Act 1989, composed solely of 
Councillors, including members of Council’s Audit 
Committee. 

 Council 
Committee 

means a Special Committee established under 
Section 86 of the Local Government Act 1989 
composed solely of Councillors, including Council’s 
Audit Committee. 

 Confidential 
Items 

 

means items considered by Council or a Council 
Committee during a meeting, or part of a meeting, 
which was closed to members of the public in 
accordance with Section 89(2) of the Local 
Government Act 1989 or any items deemed or 
marked to be confidential by any Councillor, 
Committee Member or Officer of Council. 

 External 
Deliveries 

means the delivery of satchels to Councillors and 
Committee Members. 

 Council 
Courier 

Means the person designated with the responsibility 
for the delivery of satchels to Councillors and 
Committee Members. 

POLICY That the delivery of information and documentation to Councillors 
and Committee Members be enclosed in a sealed satchel or 
envelope to a designated, predetermined location to reduce the 
likelihood for improper access to that information. 
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PROCEDURE External Deliveries 

1. Each satchel must display the name of the Councillor or 
Committee Member to whom it is addressed and be clearly 
labelled with the message – “Confidential – to be Opened by 
Addressee Only”. 

2. Each Councillor and Committee Member shall designate the 
location for delivery of their satchel. Such location may only be the 
Councillor’s or Committee Member’s permanent place of 
residence or normal place of business or a Municipal Office. 

3. If, during delivery, there is no-one in attendance at the designated 
location, the Councillor or Committee Member may nominate a 
secure place for the delivery of the satchel. 

4. Each satchel shall be packed at Council’s Rosebud Office by a 
member of staff of the Mayor & Councillor Support Team.  The 
satchel shall then be fitted with a tamper protection seal prior to 
delivery to the Councillor or Committee Member. 

5. If no person is available to accept delivery of a satchel, or no 
secure place is provided for the delivery of the satchel, the satchel 
shall be returned to the Mayor & Councillor Support Team at the 
Rosebud Office the following day. 

6. Where satchels are returned, to the Mayor & Councillor Support 
Team, the Councillor or Committee Member concerned must 
arrange with the Mayor & Councillor Support Team for 
collection/delivery of their satchel. 

7. Where a Councillor or Committee Member is on leave of absence 
on a satchel delivery day the satchel will be retained at the 
Rosebud Office by the Mayor & Councillor Support Team until 
appropriate arrangements are made for its collection/delivery by 
the Councillor or Committee Member. 

Meeting Deliveries 

1. All information and documentation received by the Mayor & 
Councillor Support Team shall be placed in a sealed 
satchel/envelope and made available for each Councillor to collect 
at Council or Council Committee Meetings, or Councillor Briefings. 
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PROCEDURE   
(Cont’d) 

2. Each satchel/envelope must display the name of the Councillor or 
Committee Member to whom it is addressed and be clearly 
labelled with the message – “Confidential – to be Opened by 
addressee Only”. 

The Governance Unit shall collect the satchels/envelopes for 
Councillors who did not attend a Council or Committee Meeting and 
return them to the Mayor & Councillor Support Team at the Rosebud 
Office the following day.   

RESPONSIBILITY Manager – Governance and Corporate Support For ensuring the 
Policy and procedures are implemented and maintained. 

Mayor & Councillor Support Coordinator For ensuring that all 
satchels/envelopes are secured and delivered in accordance with this 
policy. 

Governance Unit 

For collecting all satchels/envelopes for Councillors who did not 
attend Council and Council Committee Meetings and for returning the 
satchels/envelopes to the Mayor & Councillor Support Team the next 
day.  

RELATED 
POLICIES 

Councillors’ Code of Conduct 

RELATED 
LEGISLATION 

Local Government Act 1989. 

REFERENCES Council has a number of references in considering the integrity of 
documentation and ensuring that sensitive information provided to 
Councillors and Committee Members is not made available to others. 
These references include: 

• Local Government Act 1989; 

• Meeting Procedures and Common Seal Local Law; 

• Council Plan; and 

• Councillors’ Code of Conduct. 

REVIEW This Policy shall be subject to review within 12 months of the next 
general Council election to be held in October 2016. 

 


