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Local government has a significant impact on
the lives of all Victorians. Councils spend over
$4 billion annually to provide more than

100 different services to the communities they
represent and are responsible for $43.5 billion
worth of assets and infrastructure.

Councils are complex businesses that provide and
maintain a wide diversity of public buildings, amenities
and services. To provide a benchmark for comparison:
the largest council would be in the top 100 employers in
the state and smaller rural councils are often the largest
employer in the region.

Councillors, elected by residents and ratepayers, have
an exciting and challenging role to fulfil. They must be in
touch with their community and balance the needs of the
community within a framework of financial accountability.
The work of councillors is varied and occurs within a
highly political environment.

One of the most challenging aspects of this work is that
councillors are required to make decisions on a regular
basis that affect people’s lives to varying degrees and
some of these decisions will not always be popular with
all constituents. It is important that councillors can
successfully communicate fo their consfituents the council’s
need fo pursue the longterm objectives and vision of
council.

Standing for election provides a great opportunity to
influence the future direction of the local community and
help those who require support. It can be daunting and
fime consuming, but also rewarding. Councils are
complex and vibrant organisations that require talented
and dedicated individuals to participate in making the
decisions that count.
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LOCAL GOVERNMENT
IN VICTORIA

Local government is a vital part of our electoral
system of government representing people who
live, work and visit a municipality. The central
role of democratically elected councillors is to
advocate and lead on behalf of their
community in the many spheres that affect
their lives.

Councillors are accountable to their communities so
decision making and consultation processes must be
fransparent. local government enables new inifiatives for
the economic, social and cultural development of the
community, supports individuals and groups, and
provides a wide range of services for the wellbeing

of the community.

local government is the third level of government in the
Australian Federal system. It was established by an Act of
State Parliament, which specifies local government
powers, duties and functions.

In Victoria, 79 municipal councils represent about 4.6
million people. Each council varies in size, population,
rate base and resources but all must operate in
accordance with the Local Government Act 1989.

Councils operate within a legislative framework
established by the Victorian Parliament through
the Local Government Act 1989 (LG Act).

In 2003 Parliament passed legislative changes that
represent the most fundamental and extensive
amendments to the LG Act since its inception.

These changes include electoral reforms to ensure more
democratic representation; governance changes to
improve fransparency and probity; and more accountable
financial management and public reporting.

The amended Act also acknowledges the constitutional
status of local government in Victoria as a ‘distinct and

essential fier of government consisting of democratically
elected councils’.

2 WHAT IS LOCAL GOVERNMENT?

All councils consist of elected members ([democratically
elected councillors) and the administration (council
employees). The elected councillors appoint the chief
executive officer, decide on the council policies and
monitor council operations. The operational arm is
responsible for implementing council decisions.

Llocal government has responsibility for implementing
many diverse programs, policies and regulations set by
the Commonwealth and State Governments. However,
councils have powers to establish their own regulations
called local laws and can provide a range of
discretionary services in response to local community
needs. So each municipality is distinct and while there
may be some common services across local government
there is also a degree of diversity.

More information on the range of services delivered by
Victorian councils is outlined in Appendix A.

The local government provisions in the Constitution
cannot now be removed or changed without the approval
of Victorian electors in a statewide referendum.

There are a number of other key Acts under which local
government operates including the Planning and
Environment Act and the Health Act.

Appendix B of this Guide sets out the Preamble in the
Local Government Act, which broadly outlines the role
of councils and recognises local government’s
consfitutional sfatus.



COUNCIL RESPONSIBILITIES

AND FUNCTIONS

“The purpose of local government is to provide
a system under which councils perform the
functions and exercise the powers conferred by
or under this Act and any other Act for the
peace, order and good government of their
municipal districts.” (G Act, Part 1A

Councils are area-based, representative governments with
a legislative and electoral mandate to manage local
issues and plan for the community’s needs.

According to the LG Act, councils:

> Express community identity and establish community
goals

> Undertake physical, social and economic planning

> Provide either directly, or via contract management,
a range of services

> Have substantial resources and expertise

> Have political, management and decision-making
sfructures

> Offer residents many different ways to participate in
decision making.

Objectives of a council

1. The primary objective of a council is fo endeavour fo
achieve the best outcomes for the local community
having regard to the longterm and cumulative effects
of decisions.

2. In seeking fo achieve ifs primary objective, a council
must have regard to the following facilitating
objectives:

a) To promote the social, economic and environmental
viability and sustainability of the municipal district

b) To ensure that resources are used efficiently and
effectively and services are provided in accordance
with the Best Value Principles fo best meet the needs of
the local community

c) To improve the overall quality of life of people in the
local community

d) To promote appropriate business and employment
opportunities

e) To ensure that services and facilities provided by the
council are accessible and equitable

f) To ensure the equitable imposition of rates and charges

gl To ensure fransparency and accountability in council
decision making. LG Act, Section 3C

Role of a Council

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

2. The role of a council includes:

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

b) Providing leadership by establishing strategic
objectives and monitoring their achievement

c) Mainfaining the viability of the council by ensuring
resources are managed in a responsible and
accountable manner

d) Advocating the interests of the local community o other
communities and governments

el Acting as a responsible partner in government by
faking info account the needs of other communities

f)  Fostering community cohesion and encouraging active
participation in civic life. LG Act, Section 3D
Functions of a Council

1. The functions of a council include:
a) Advocating and promoting proposals which are in the
best inferess of the local community

b} Planning for and providing services and facilities for
the local community

c) Providing and mainfaining community infrastructure in
the municipal disfrict

d) Undertaking strategic and land use planning for the
municipal district

e) Raising revenue to enable the council fo perform its
functions

f) Making and enforcing local laws

gl Exercising, performing and discharging the duties,
functions and powers of council under the LG Act and
other Acts

h) Any other function relafing to the peace, order and
good government of the municipal disfric.

2. For the purpose of achieving ifs objectives, a council
may perform ifs functions inside and outside its
municipal district. LG Act, Section 3E
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LOCAL GOVERNMENT
FUNDING SOURCES

Local government in Australia receives funding
and revenue from several major sources:
> Rates on property

> Fees, fines and charges [e.g. swimming pool entry
fees, waste depot fees, planning permit fees, parking
fees and fines)

> Borrowings [e.g. to pay for large infrastructure projects)

> Ofther sources [e.g. asset sales, donations,
contributions, reimbursements and interest earned)

> Specific purpose grants from State and Commonwealth
Governments, for funding specific projects or programs

> General purpose grants from State and
Commonwealth Governments that are not tied o a
specific purpose.

State and Commonwealth Government grants are
typically derived from a sharing of taxation revenue.

On average, local government collects only three cents of
every dollar raised through taxes in Australia.

While exact percentages are adjusted very slightly each
year, approximate figures from all local government
funding sources are as follows:

> /5% in rafes, fees, fines and charges
> 15% in specific purpose grants

> 10% in untied revenue from general purpose grants.

4 SECTION 1 > WHAT IS LOCAL GOVERNMENT?
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ROLE AND RESPONSIBILITIES

A councillor’s role is exciting, diverse and
demanding. As the governing body of a local
municipality, councillors play a vital leadership
role in creating and implementing their
community’s vision, strategic direction and the
values within which they operate.

Councillors guide the development of local policies, set
service standards and priorities and monitor the
performance of the organisation. Other responsibilities of
councillors include determining the financial strategy and
budget, allocating resources, and liaising with other levels
of government, the private sector and non-government
community groups.

A maijor task for councillors is o represent their
consfituents and advocate on their behalf on a wide
range of issues. Councillors provide an invaluable link
between the community and council.

The LG Act places a legislated responsibility on
elected councillors to provide leadership and
good governance for the municipal district and
the community.

In particular the Preamble to the Act and the role and
functions of a council, as outlined in the previous section,
defail the leadership responsibilities of councillors.

In representing the interests of their community, councillors
are faced with the challenge of practising and
implementing good governance processes.

The Good Governance Guide 2004, developed by
State and local government members of the Good
Governance Advisory Group defines governance as:

"...The process of decision making, and the process by
which decisions are implemented (or not implemented).

Good governance is participatory; consensus oriented;
accountable; transparent; responsive; effective and
efficient; equitable and inclusive; and law abiding.

6 WHAT IS EXPECTED OF A COUNCILLOR?

The key responsibilities of councillors are in the areas of:

> Strategic planning for the whole municipality and a
sustainable future

> Representation on behalf of all citizens
> Advocacy on a broad range of issues

> Coordination with other spheres of government, the
private sector, non-government and community sectors

> Management of a competitive organisation and of the
community’s assets

> Facilitation of community participation

> Relationship with and employment of the chief
executive officer.

The principle and practice of democratic governance
underpins governance in the local government sector.
Democratic governance refers to the democratic nature
of local government and the accountability of local
government fo their communities.” Page 6, Good

Governance Guide 2004.

Governance at the local level involves councillors in @
range of activities including:

> Civic leadership

> Representation and advocacy

> Intergovernmental negotiation

> Marketing and communication

> Decision making and enforcement of local laws

> local policy and planning development in a regional
and state confext

> Accountability and performance measurement

> Resources and asset management.



COUNCILLOR ACTIVITIES

Councillors are required to participate in a
wide variety of activities, both as an elected
representative of the community and as a
member of the governing body of council.

Councillors are accountable to their community and must
respond to the needs of voters and advocate on their
behalf. Some of the activities undertaken by councillors
as include:

1. Community Involvement and Accountability

Many citizens who become councillors have already had
a high level of involvement in community organisations
and events. Attending community meetings, gauging
community values and needs, as well as being available
and approachable are part of being a councillor.

Councillors, both individually and collectively, are
accountable to their community. They have a responsibility
fo respond to requests for information, be prepared to
explain the reasons for their own or the council’s actions,
and defend council proposals.

2. Advocacy

The council often represents and advocates on behalf of
its residents and community agencies on key issues that
affect the wellbeing of the local area. This includes
meeting with other levels of government, statutory bodies,
businesses and regional interest groups.

Councillors also play an important role in the decision-
making processes that guide and govern the strategic
vision and directions for the municipality.

Councillors need to balance their obligation to represent
the inferests of their consfituents and fo make decisions
that will benefit all the community.

3. Debating and Decision Making

Regular council meetings and more frequent committee
meetings are where council's key decisions are made. Prior
to full council and committee meetings councillors receive
the agenda and relevant reports to read and consider. The
reports provide background information and advice on the
issue from senior specialist council officers. At the meetfings
councillors debate the issues and make considered
decisions in the best inferests of the community.

The decision-making processes of the council must be open,
accessible and transparent except in limited circumstances
when confidentiality is required. Any meefing of a council,
or a special committee, must be open fo members of the
public. The LG Act specifies the circumstances where a
council meeting can be closed to the public.

Fach council has a local law that govemns the conduct of
council meetings, which all councillors must be familiar with.

4. Council Plan and Annual Reporting

A council must produce several important planning and
reporting documents as prescribed in the LG Act including
a Council Plan, a Strategic Resources Plan and an Annual
Report. Developing and adopting these is the
responsibility of councillors.

The process of drawing up the Council Plan generally
includes consultation with the community and enables
councillors to influence the direction of the council. Each
of the documents must follow a statutory process, which
includes being available for inspection by the public,
being formally adopted by the council and then submitted
fo the Minister for Local Government.

A Council Plan must be prepared within six months
following a general election. The plan includes council’s
strategic objectives and implementation tools for the next
four years.

The Strafegic Resources Plan is also part of council’s
overall sirategy, which sets out the financial and human
resources that will be required fo achieve the strategic
objectives contained in the Council Plan. The Strategic
Resources Plan must be reviewed each financial year and
adopted by council no later than 30 June.

Each year the council also publishes an annual report,
which provides feedback on the achievements and
activities of the council. This is available to the community
and other stakeholders. The annual report should include
audited performance sfatements that report on
achievements against the key targefs and measures
identified in the council's budget.

5. Budgeting and Financial Management

Councillors are responsible for determining the council’s
annual budget, which includes those activities and
projects o be funded during the year and the level of
rates and charges required to fund them. The budget must
also identify targefs and measures that show the extent to
which key strategic activities are to be achieved during
the year.

Councils seek to make the most out of the revenue
available. The budget process involves setting priorities
and allocating funds to achieve the strategic objectives in
the Council Plan.

Councillors are also involved in monitoring spending
against budget allocations and the achievement of council
objectives. To ensure that council plans, budgets and
reports can be compared, standard financial rating and
capital works statements must be used in council plans,
strategic resource plans, budgets and annual reports.

Councils are required to comply with a set of statutory
principles of sound financial management. Councillors
play an important role in ensuring their council:
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a) Manages financial risks prudently, having regard to
economic circumstances

b) Pursues spending and rating policies that are consistent
with a reasonable degree of stability in the level of the
rates burden

c) Ensures that decisions are made and actions are
taken having regard to their financial effects on future
generations

d) Ensures full, accurate and timely disclosure of financial
information relating to the council. LG Act, Section 136(2)

6. Approving Development Proposals

A councillor's role in forming strategic land use and
development plans and deciding planning applications
can be challenging and time consuming. Councillors
confribute to the review of the council’s planning scheme
including the Municipal Strategic Statement, and actively
participate in the development of local planning policies
fo form a sound strategic basis for decision making.

Councillors are often faced with having to decide
confentious development proposals affer considering
opposing viewpoints from rafepayers, developers and
other parties. Issues requiring council’s consideration
when deciding applications include objections and
submissions received by the council as well as
environmental issues, visual amenity considerations,
impact of a development on neighbourhood character,
economic and social considerations.

Relevant strategic plans, policy statements, guidelines or
codes assist in guiding how a council uses ifs discretion
when deciding a planning application.

8 SECTION 2> WHAT IS EXPECTED OF A COUNCILLOR?

As councils are faced with having to decide thousands of
applications per year, some of its decision-making
responsibilities may be delegated to council officers.
Therefore council policies must be clear and unambiguous to
provide enough guidance fo officers fo decide applications.

Additional information on the planning process in Victoria
and useful information to assist councillors perform their
function and responsibilities within the planning system
can be found in the MAV resource — Planning in Victoria:

A Councillor's Guide.

7. CEO Performance Review

Management accountability is a fundamental
responsibility of the elected council.

When council has decided on its direction, strategy and
policies it delegates authority to the CEO for implementing
these decisions and managing dayfo-day operations.

In order fo assess the performance of the CEO council
defermines systems for monitoring performance. This can
be managed by specifying performance goals, key
performance indicators and evaluation methods in the
CEO’s contract of employment. The CEO's performance
is reviewed regularly and contracts of employment are
signed for three- or five-years’ duration.



ROLE OF THE MAYOR

The mayor is a councillor elected by the council
to lead the council for a one-year term.

This excludes the City of Melboume, which has a directly
elected Lord Mayor and deputy Llord Mayor who

nominate for office jointly, as legislated in the City

of Melbourne Act 2001.
The Mayor has added responsibilities that include:

1. Leader of the Council

The mayor presides over council meetings, conducting
meetings in accordance with local laws and established
conventions and protocols. The mayor promotes high
standards of democratic governance and chairs meetings
efficiently, firmly and fairly. In the event that a vote is fied,
the mayor has a casting vote.

2. Enhancer of Good Governance

The mayor is as a symbol of democratic leadership fo the
community, the council and council staff. The mayor acts
fo create political stability within the elected council and
ensure effective and respectful communication between
councillors and the CEO.

3. Builder of External and Media Relations

The mayor acts to develop and maintain relationships
with stakeholders including other councils, state and
commonwealth governments, community and business
groups and the media. The mayor acts as the public

spokesperson for the council to communicate its role,
decisions and activities, and promote council and
community interests.

4. Promoter of Civic and Institutional Pride

The mayor serves as the council's social, cultural, polifical
and business ambassador, presiding over key civic
functions, maintaining a presence within the municipality
and ensuring that it is appropriately represented af relevant
and important occasions. The mayor welcomes formal
visitors and delegations to the municipality; presides over
local citizenship ceremonies; opens exhibitions, eventfs,
demonstrations and ceremonies; presents awards; and
visits schools and community groups.

5. Supporter and Engager with the Community

The mayor promotes community development, defends
communities against external threats and displays public
leadership in times of disaster. The mayor is accessible,
visible and approachable.

6. Facilitator of the Process of Governing

The mayor leads for the whole council, facilitating the
participation and inclusion of all councillors and ensuring
effective communication and respectful relationships
among councillors. The mayor acts to heal rifts amongst
colleagues and minimises political isolation of any
councillor. The mayor puts the interests and harmony of
the council above their own and takes ultimate public
responsibility for the council’s performance.

WORKING WITH THE CEO
AND COUNCIL STAFF

To achieve maximum results for the community
a council needs a strong team of councillors
and management. While councillors determine
policy directions for the municipality, they also
need to rely on advice from the organisation.

The administration’s role is to provide relevant and timely
information fo council. Councillors evaluate alternative
options and assess the impact of decisions before
deciding what it considers to be in the community’s best
interest. The organisation then implements the policy
directions decided on by council.

The process and relationship are inferactive, with each
having distinct roles and functions. Understanding these
differences will influence the degree to which a trusting
and professional working relationship can be established
between council and management.

The importance of frust and mutual respect within the
council team and between council and senior
management cannot be underestimated. There needs to
be a shared commitment fo the goals of the council by
both councillors and senior management.

Chief Executive Officer’s
Management Responsibilities

The role of the CEO as defined in the LG Act is to:
> Establish and maintain an appropriate organisational

structure for the council

> Ensure that the decisions of the council are
implemented without undue delay

> Manage council's dayto-day operations in accordance
with the council plan

> Provide timely advice to the councll
> Appoint, direct, manage and dismiss staff.

It is the council’s responsibility to appoint the CEO,
negotiate confractual obligations and manage and
review their performance.

While the separation of policy making and dayto-day
management is important, it should be managed
sensitively, so a high level of trust is cultivated between
the councillors and the CEO and a sound and effective
working relationship is achieved.

CITIZEN TO COUNCILLOR 2008> 9



WORKING WITH OTHER

COUNCILLORS

Councillors are often elected having promised
to achieve — or oppose — particular issues or
projects. It is important to understand that
councillors do not make decisions on their own.

The major challenge for councillors, therefore, is to
convince sufficient of their councillor colleagues to support
their particular positions and have their issues adopted as
part of the council’s plans, policies or programs.

WORKING WITH

COMMUNITY

Councillors provide an invaluable link between
the community and council. A council should
consult and engage its community and, in so
doing, reflect the aspirations of that community.

Community planning processes help communities identify
priorities and assist councils identify strategic issues as well
as increasing community partficipation and engagement.

Consultation gives citizens another opportunity to express
their opinions and provide information to inform the
decision makers, prior to a decision being taken.

10 SECTION 2> WHAT IS EXPECTED OF A COUNCILLOR?

This is a complex and fluid process in an environment in
which there are often no formal party platforms or
mandates. It means that councillors need to be very
focused on working with one another.

THE

Consultation does not mean that councils are bound to
follow the maijority position on an issue. Llocal government
is not government by referendum. Rather, good consultation
means that the council knows and understands the range of
community opinions about a particular issue, and can use
this information to inform ifs decision.

There are occasions when a council needs to
demonstrate community leadership. This may arise
because of information that is available to the council, or
stem from a council's perception of its role as a
government elected to govern or from its understanding of
its community built upon by considered consultation and
engagement processes.
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TIME COMMITMENT

The role of councillor involves several hours
each week for formal duties and many more
hours for informal duties such as meeting with
constituents and attending community functions.

The time commitment varies from councillor to councillor
and council to council, but it could require a core
commitment of 15-25 hours a week.

Some councillors may be able to devote more hours.
Councillors should expect to attend at least one meeting
per week.

Formal council meetings are held at least once o month,
however council may have commitiee meetings or other
activities, which form a regular schedule. Councillors
often nominate for a particular committee responsibility,
which holds separafe committee meetings.

Councillors are not considered employees of
their council and do not receive employment
benefits such as a salary and leave entitlements.

Councillors receive an allowance as fixed by an Order in

Council, which takes effect from 29 November 2008.

Each council determines the amount to be paid o
councillors within specified limits set by the State
Government. These limits vary depending on the revenue
and population base of each council. Mayors receive a

larger allowance due to their increased workload and role.

Category 1 allowances are set at $6,500 to $15,700
and up to $47,000 for the mayor; Category 2 from
$8,100 to $19,600 and up to $60,700 for the mayor;
and Category 3 from $9,800 to $23,500 and up fo
$75,000 for the mayor. The list of councils in each
category is provided in Appendix C.

The allowances increase annually in line with changes to
the Victorian Statutory and Executive Officers’ payments.
This has averaged around 3.5 per cent per annum. An
amount equal fo the superannuation guarantee (9%) is
payable on top of the councillor allowance.

Councillors who reside in remote areas can be paid an
additional allowance of $40 for each day they attend
authorised meetings or functions. A maximum payment
that can be received by a councillor under this provision

is $5,000 per annum.

12 FULFILLING YOUR DUTIES AS A COUNCILLOR

Regular council and committee meetings may fake up
more than one night each week. It is unlikely that
councillors will be fulfilling their elected duties every night
of the week. Night functions are shared with other
councillors o avoid overload.

Councillors must also find time to respond to phone calls and
correspondence from consfituents raising issues of concern.

There may also be involvement in external organisations,
for example with neighbourhood house committees,
school and recreational committees. These committees
meet at the discrefion of their membership.

Many councillors refain their employment and undertake the
role of councillor in their own time. Partners of councillors are
not expected to attend all civic events and receptions,
however an invitation is offen extended to them.

Councils are required to provide administrative support,
resources, facilities and reimbursement of a councillor’s
travel and outof-pocket expenses. These include:

> administirative support, an office and a vehicle for the mayor;

> a computer, mobile phone, landline phone, stationery,
access to a fax machine and photocopier for all
councillors (including the mayor); and

> the reimbursement of travel, phone, internet and
childcare expenses for all councillors.

In addifion, council can decide whether o provide a pool
vehicle and access fo office space and fumiture for councillors.

Income equivalent to a councillor’s allowance will need to
be included in their taxation return. Councillors can
decline to receive an allowance, in which case no tax
would arise. Superannuation contributions to a complying
fund do not represent assessable income. Councillors are
also entitled to deduct expenses relevant to their election
costs and activities as a councillor.

The Australian Taxation Office sets limits for election
expenses that can be deducted from o candidate’s
income fax.

For further information on taxation of councillor
allowances and candidate expenses, please contact

the ATO on 13 28 61.



REWARDS AND BENEFITS

There are many rewards for serving your local
community. It is an important and challenging
role and provides one of the most direct means
an individual can influence the decisions that
affect their local area.

1. Satisfaction in Serving the Community

Councillors, by virtue of their elected role, have influence
and involvement in the planning and development of their
local environment. They like getting a better deal for their
community. They value being in or close to the places
where decisions are made. Councillors have differing
inferests, motivations and skills. They will make different
contributions to the council and will draw their own levels
of satisfaction from the outcomes.

2. Personal Enrichment

Citizens elected as councillors bring with them a wide
range of employment, educational, community and
general life experiences. Through full participation in local
government, councillors learn about democratic
processes, consulfation processes at a formal and
informal level, and to be responsible and accountable for
what they do. To see the development and
implementation of programs they have initiated or been
involved with is rewarding.

3. Professional Development

Councils are expected to support new councillors by
offering professional development programs. Councillors,
through a combination of on-the-job experience and
professional development programs, will gain knowledge
and skills in areas which help them perform effectively —
for example, in budgeting, corporate planning, meefing
procedures, advocacy, negotiation and media.
Professional development is voluntary but sfrongly
encouraged and accessible.

OBLIGATIONS AND PROTOCOLS

Once elected, a councillor must take an Oath
of Office before the CEO, which is dated and
signed and recorded in the council minutes.
Failure to take the Oath within three months of
being declared elected will result in the office
of that councillor becoming vacant.

The Oath of Office confirms a councillor’s intent to carry
out their role impartially, to the best of their ability, and in
the best inferests of the municipality.

The LG Act requires councillors to perform their duties with
a high level of probity, especially when dealing with
matters that may affect their material wellbeing. The
community is entitled to expect that:

> The business of the council is conducted with
efficiency, effectiveness and impartiality

> The councillor will attend all meetings of council
[except where leave of absence has been obtained)
and vote on all matters except when prohibited from
doing so

> Councillors and sfaff obey the spirit and lefter of the
law and, in particular, the provisions of relevant
statutes, regulations and local laws.

Councillors must ensure there is no conflict or
incompatibility between their personal inferests and the
impartial fulfilment of their public duties. There are a
number of obligations and protocols councillors are
expected fo observe in regard to interest and conduct.
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DISCLOSURES OF INTEREST

The LG Act requires councillors to differentiate
between an ‘inferest’, ‘conflict of interest’ and
‘pecuniary inferest’. The procedure to be
followed and obligations on a councillor will
depend on which ‘interest’ they are deemed to
have. The procedure for identifying and
disclosing the different types of ‘interest’ is
provided below.

An Interest

Provisions within the LG Act exist in relation fo an
‘interest’ a councillor may have in certain matters before
the council.

An ‘interest’ arises if a councillor, special committee
member or close associate receives (or has a reasonable
expectation of receiving) a direct or indirect pecuniary or
non pecuniary benefit; or suffers a direct or indirect
pecuniary or non pecuniary defriment. An interest also
arises if there is a reasonable perception that any of the
previous statements has occurred.

A councillor must disclose the nature of their inferest
before a matter is considered or discussed and the
inferest must be recorded in the minutes of the council or
special committee meeting.

Conflict of Interest

A conlflict of interest applies only in respect to a contract
or proposed confract or other matter if either there is a
"direct or indirect pecuniary interest or the councillor/
special commitlee member forms an opinion that their
interest may conflict with the proper performance of their
public dutfies’.

When a councillor has a conflict of interest they must
follow certain procedures if they infend fo be present af the
meeting where the conflict is fo be discussed. These
procedures include: disclosing the nature of the conflict
immediately before consideration or discussion; not faking
part in a motion relating to the contract or matter and
leaving the room while a vote is taken. The disclosure must
be recorded in the minutes of the meefing. Penalties apply
for non-compliance with these procedures.

If @ councillor is not to be present at the meeting they
must still disclose the nature of their conflict of inferest to
the CEO, mayor or chairperson prior to the meeting.
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Pecuniary interest

The LG Act does not set out a simple, concise or
absolute definition of what consfitutes a ‘pecuniary
interest’. VWhether something is, or is not, a pecuniary
interest or indirect pecuniary inferest will depend on the
facts in each particular case.

Basically, a pecuniary interest is any inferest capable of
being measured in terms of money. Such interests need
not involve an advantage to councillors and may even
be to their defriment. An indirect pecuniary interest can
also result from a councillor's domestic partner or spouse
having a pecuniary interest in a contract or maiter.

When a particular matter in which a councillor has an
inferest comes before a council meeting, the councillor
must declare that inferest. The councillor can remain in
the council chamber for debate on the matter but must
leave the chamber before any vote is taken, including
any procedural motion.

In addition to any disclosure ot a meeting, on taking
office a councillor is required under the LG Act to
complefe a form disclosing any pecuniary interests. This
information is recorded in a register of interests that can,
in cerfain circumstances, be inspected by the public. This
information in the register of interest needs to be updated
each year.

Penalties apply for non-compliance with these
procedures.



ACCESS TO INFORMATION

Councillors are given access to all information
held by the council necessary for them to
properly perform their duties and meet their
responsibilities.

However, a councillor must not use council information to
gain advantage for themselves or any other person or
body, which is inconsistent with their responsibility to be
impartial.

Requirements in the LG Act outline Rules of Conduct that
require councillors and members of committees to act
honestly; exercise reasonable care and diligence; not
make improper use of their position; and not make
improper use of information.

Councillors must also be careful not to disclose any
confidential information obtained from council. There are
three specific circumstances where information can be
deemed confidential — if it is provided at a closed
meeting; designated by resolution of a council/special
committee; or designated by the CEO.

If a councillor releases information that they know, or
should reasonably have known was confidential that
councillor could be disqualified from continuing as a
councillor for a period of seven years. Monetary penalties
also apply fo these provisions.

The Freedom of Information Act and the Privacy Act also
apply to councils.

CODE OF CONDUCT

In addition to Rules of Conduct, there is a
statutory responsibility on all councils to develop
and approve a Code of Conduct to ensure
councillors behave fairly and openly at all times.

This Code must be reviewed within six months of each
general election and applies to all councillors and special
committee members. It must include:

> Rules of Conduct as set out in the LG Act

> Procedures to be followed for disclosure and conflict
of interests

> Processes to resolve disputes between councillors

> Carefaker procedures that will apply during an election
period.

The Code of Conduct can also reflect the values of the
local community, concerns of citizens and aspirations of
the council. It aims to uphold basic principles of ethical
and legal behaviour, as well as optimise the professional,
accountable and effective participation of each
councillor.

CEASING TO BE A COUNCILLOR

A person ceases to be a councillor if they are
convicted of a statutory offence as outlined in
the LG Act, if they become an undischarged
bankrupt or if they have been convicted of an
offence punishable upon first conviction by a
term of five years or more imprisonment.

A councillor can also be disqualified from continuing as a
councillor if they are incapable of fulfilling their role under
the LG Act or cease fo have a qualification enfitling them

fo continue in office.

All councillors go out of office at bam on the day
appointed for the general election and can retire from
office by not nominating for re-election. As councillors are
accountable to the community, their performance over
their term of office will have a bearing on their electoral
success if they stand for another term.

A councillor can resign in writing to the CEO. This is a
significant decision as council may need to conduct a by-
election to fill the extraordinary vacancy created by the
resigning councillor.
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POSTAL V
ATTENDANCE ELECTIONS

The Act allows a council to decide whether
voting will be by attendance or by a postal
vote. A majority of Victorian councils have
exercised the option to conduct their election
by postal vote. A procedure for the conduct of
a postal ballot is set out in the LG Act and the
Electoral Regulations.

A public notice of the election will state that if the election
is fo be conducted by postal vote, the week in which
postal ballot papers are likely to be delivered to voters
and the time and date that voting closes.

A person may stand as a candidate for
election if they are entitled under the LG Act
to be on the voters’ roll in respect of any ward
of the council in which the election is being
conducted and they are qualified to become
a councillor.

There are a number of situations that will cause a person
to be ineligible or disqualified from nominating as a
candidate for election to council. They are important fo
know about, as it is an offence to nominate as a
candidate when not qualified to do so.!

Disqualifications

The LG Act disqudlifies a person if they are:

> An undischarged bankrupt or person whose property is
subject to control under the law relating to bankruptey

> A person of unsound mind

> A member of council staff for which the election is
being held and has not taken leave to stand for
election

Each voter will receive a ballot paper, postal vote
certificate /declaration, candidate statements and
preferences if any, instructions on how fo vote and a pre-
paid envelope for the refurn of the ballot paper and
declaration. Postal ballots must be received by the
refurning officer by &pm on the last day of polling.

For affendance elections, public nofices will specify when
and where nominations are to be received as well as
how a voter may apply fo vote by pre-postal voting, and
may outline the fimes and locations of voting centres
where voters may vote on election day.

> A person elected to council who has not taken the
oath of office within three months of being declared
elected

> A person not entitled o be enrolled as an elector for
the Legislative Council and Assembly

> A person ‘incapable’ of becoming a councillor

> Making improper use of information and/or position
as a councillor

> Breaching the provisions relating to conflict/interest
> Convicted of electoral offences

> Failing to comply with councillor rules of conduct

> Improperly releasing confidential information.

A person is incapable of nominating as a candidate for
a period of seven years if they have been convicted of
an indictable offence or one of the sfatutory offences
listed in section 29 of the Act.

1. The City of Melbourne Act 2001 and several other acts make a number of
different provisions relating to the Melbourne City Council
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WARDS AND COUNCILLOR

NUMBERS

A ‘council’ consists of the councillors, who are
democratically elected under the LG Act and
must consist of no fewer than five but no more
than 12 councillors.

The council electoral structure may be configured so that it
is subdivided into a number of wards or remains un-
subdivided, meaning that there are no wards.

A council that is subdivided may have one or more
councillors fo represent each ward. If subdivided, the

selected councillors (between five and twelve) represent
the whole area of the municipality, although elected by
voters in their respective wards.

The structure of each council is subject to review every
second election. The review is conducted by the Victorian
Electoral Commission and communities are consulted as
part of this process. The review aims to provide fair and
equifable representation for vofers and considers facfors
including demographics, communities of inferest and
population growth.

NOMINATING FOR ELECTION

Nominations open on the day the voters’ roll is
certified and available. They close at 12pm on

28 October 2008. Dates for lodging
nominations are advertised in the local press.

A candidate must pay the prescribed fee and complefe a
nomination form (previously called a ‘notice of
candidature’], which requires them to complete
information including:

> The name of the council (and ward, if applicable) for
which he or she is a candidate

> A declaration stating the candidate’s eligibility to be a
candidate and their awareness that it is an offence
under the Act to submit a notice of candidature if @

CANDIDATE FEES

The prescribed fee for candidates nominating to stand
for council is $250. This fee must be paid in cash or by
bank cheque and lodged with the nomination form to the
refurning officer.

person is not qualified to be or capable of being a
councillor

The nomination form must be lodged in person.

Nomination forms are available from council offices.
Candidates are prohibited from nominating for election to
more than one council.

The returning officer must reject a nomination from a
person who is not on the voters’ roll, unless the
nomination is accompanied by a statutory declaration
that the person is entitled to be enrolled. A person who is
a councillor of any council may not nominate unless they
will cease to hold office on or before the election day.

The nomination fee is refurned to a candidate if the
candidate is successfully elected to council or receives af
least 4% of the total number of first preference votes.

ELECTION CAMPAIGN

DONATIONS

All candidates are required to complete and submit
an ‘election campaign return’ to the CEO of the
council in which they stood as a candidate.

The return must be submitted within 60 days after the
election day. The return must contain the defails of any
'gift’, including goods or services, valued at more than
$200 received during the ‘donation period’.
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The donation period starts from 30 days after the
previous election and finishes 30 days after the current
election. A penalty applies for failing to submit a return or
for providing particulars or information that the candidate
knows to be false or misleading.



ELECTORAL MATERIALS

The LG Act contains some prescriptions on the type
of material that can be published and authorised.

Approval is required for candidates to use 'how to vote’
cards. A 'how fo vote’ card is defined as any card,
handbill, pamphlet or notice that:

> Includes a representation or partial representation or
purported representation or purported partial
representation of a ballorpaper for use in an election; or

> Lists the names of any or dll of the candidates for an election
with a number indicating an order of voting preference
against the names of any or all of those candidates.

A 'how to vote’ card must include the name and address
of the person who authorised itf.

The returning officer, under the procedures sef out in the
LG Act and Electoral Regulations must register ‘how to
vofe’ cards for attendance elections.

A candidate can apply to the retumning officer for
registration of a ‘how to vote’ card from the first working
day after the close of nominations unfil 12 noon on the
sixth working day before election day.

The returning officer must register or refuse to register a
'how fo vote' card before noon on the next working day
affer receiving it. A candidate may seek to have a
refurning officer’s decision reviewed by VCAT. A
registered "how to vote’ card must have the following
endorsement af the end of the card: ‘Registered by the
Returning Officer for '

There are additional provisions relating fo the printing
and publication of ‘electoral material” that candidates
need to be aware of and comply with.

All electoral material must not be printed, published or
distributed unless the name and address of the person who
authorised the material appears at the end of the material.

If electoral material does not meet the definition of a "how
fo vote' card, it does not require registration by the
refurning officer. However, a 'how fo vote’ card is the
only material that can be distributed within 400 metres of
a voting centre during the hours of voting.

Appendix D confains a summary of campaign regulations
including rules governing electoral materials.

CANDIDATE STATEMENTS

A candidate who has nominated for an election
being conducted by postal voting is allowed to
prepare a personal statement, photograph and
indication of preferences for inclusion in the
postal ballot envelope.

A candidate statement must be lodged with the refurning
officer no later than 4pm on the day following the close
of nominations and must be compliant with the Electoral
Regulations in order o be published and included in the
ballot material posted to all voters.

Candidates should note that the refurning officer may only
publish the first 150 words (250 words for grouped City

of Melbourne candidates) of a personal statement.

However, the returning officer may liaise with any
candidate about the contfents or form of the personal
statement and amend it in accordance with the
candidate’s written consent. Any sfatements that contain @
reference fo another candidate without the written consent
of that other candidate must be rejected.

The returning officer may also reject the statement if, in
their opinion, it confains offensive or obscene material or
is likely to mislead or deceive a voter in the casting of
their vote. A candidate may be entitled to amend their
statement and resubmit it within required timelines.

A candidafe may lodge an indication of preference,
which confains the candidate’s preferred order of voting
within three days of the close of nominations. This must
be done in the form and order that each candidate
appears on the ballot paper and should only place a
number in the square opposite the names, which indicates
that candidate’s preferred order of voting.
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ENTITLEMENT DATE

Entitlement date is the day on which the voters’
list is closed to further enrolments by potential
voters and when the list commences its formal
preparation as a voters’ roll under the
provisions of the LG Act. Entitlement date
occurs 57 days before election day.

This means that people need to have:
> Notified the State or Commonwealth Electoral
Commission of any changes of address

> Nofified the council of property changes

The chief executive officer of each council must
prepare the voters’ roll in accordance with
procedure set out in the LG Act.

A council is required to ensure the voters’ roll is available
for inspection.

New processes have been infroduced to ensure electoral
rolls are as accurate as possible. These new processes

will require additional and more prominent public nofice
and for the rolls to close much closer to the election day.

Caretaker arrangements are applicable during
the election period.

During the caretaker period councils are:

> Prohibited from publishing or disfributing electoral
matter unless it contains only information about the
election process

> Prohibited from making certain major policy decisions.

The caretaker provisions operate during the “election
period’ or 32 days prior fo election day.

Electoral Matter

A council must not print, publish or distribute material that
contains electoral matter. Electoral matter is defined in the
Act as any matter, which is intended or likely to affect
voting in the election. Material that confains an express or
implicit reference to or comment on:

> the election

> Applied to be on the voters’ roll [if not automatically
entitfled) on or before entittlement date in order to be
enrolled to vote at the forthcoming council.

Where the entitlement to be enrolled is automatic, a
failure of the process to pick up corrections that should
have been made can still be corrected by the council.
However, where the entilement required some action
(such as an application] on the part of the potential voter
and that action has not been taken before entilement
date, it is less likely that any correction can be undertaken
in time for the coming elections.

A person enrolled as a ratepayer may apply fo be @
silent voter if they, or a family member's, safety is af risk.
This brings local government electoral rolls in line with
State Government elections.

The certified voters’ roll must be available for inspection
by the public for the period from the day the roll is
certified until 30 days after election day. However,
access to the rolls is limited to purposes relating to
elections, polls and council communication with
constituents. Access for any other purpose must be
approved by the Privacy Commissioner.

> a candidate in the election

> an issue submitted to or otherwise before the voters in
connection with the election

> any other material that is likely to affect voting af the
election.

Maijor Policy Decisions

A major policy decision is defined as being a decision:

> In relation to the employment, remuneration or
termination of the CEO (other than a decision fo
appoint an acting CEO)

> To enter a contract the total value of which exceeds
either $100,000 or 1% of council revenue from rates in
the preceding financial year (whichever is the greater)

> To exercise any power under Section 193 if the sum
assessed exceeds either $100,000 or 1% of council
revenue from rates for the preceding financial year
(whichever is the greater].
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ELIGIBILITY TO VOTE

A voter in a council election must be at least 18
years of age by election day and must be
entitled to be enrolled on the voters’ roll by
qualifying as a “resident” or “ratepayer”.

A resident who in enrolled for State elections on
entitlement date is automatically enrolled on the voters’
roll for a council election.

A ratepayer can be the owner/s or occupier/s of a
rateable property within a council area. A maximum of
two rafepayers can be enrolled on the voters' roll for a
council election. Generally up to two owners will be
automatically enrolled by the council.

A resident owner who is not on the State electoral roll can
apply for enrolment on the council voters' roll. If an owner
is a corporation, the council will not automatically enrol it

but the corporation can apply fo enrol one of its directors
or company secrefaries as a voter.

Up to two occupiers of a single property are eligible to
apply for enrolment in place of the owner/s only if they
pay the rates and only with the writlen agreement of the
owner/s, unless the council rate nofice is addressed
directly fo the occupiers.

Enrolments by application (from occupiers or resident
owners| are only valid for a single term of council. Before
the next election the council will send a letter to each
person whose enrolment is due to expire and advise how
they can re-enrol if they are still eligible.

A person can only be enrolled once in a council areq,
even if the person has entilements in more than one ward.

VOTING AT A COUNCIL ELECTION

Voting is compulsory for all people enrolled on
the voters’ roll in respect of the ward in which
the voter’s principal place of residence is
located.

However, voting is not compulsory for non-resident voters,
those aged 70 years or more or voters absent from
Victoria during the voting period. A person is only enfifled
fo vofe once in respect of each municipal district (council)
for which they are enrolled to vote.

The criterion for not pursuing persons required to vote
who have not done so is determined by the chief
executive officer, who must be safisfied that the person
had a sufficient reason for not voting.

To assist voters early voting centres may be opened by
the refurning officer from the day affer the close of
nominations until the day before election day.
Applications may also be made for a pre-poll postal vote,
fo allow entitled voters to vote on or before election day.

BALLOT PAPER ORDER

The returning officer must as soon as practicable affer
4pm on the 31st day before the election day hold a
ballot by lot to determine the order in which the name of
each candidate is to appear on the ballot paper.

WITHDRAWING OR RETIRING
FROM AN ELECTION

A candidate may withdraw a nofice of candidature
before 4pm on the 31st day before election day [i.e.
before the close of nominations).
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The notice of withdrawal must be in writing and contain
the particulars set out in the Regulations. The returning
officer must keep the nofice of candidature and refain the
nomination fee paid by a candidate who withdraws.



HOW VOTES ARE COUNTED

The proportional representation (PR) method
is used for counting election results for
un-subdivided councils and multi-member
council wards. The preferential system of
voting is used to count results in single
member council wards.

Election of the City of Melbourne's councillors uses a
different form of the proportional representation method

which is set out in the City of Melbourne Act 2001.

Preferential Voting System

This sysfem is referred to as the preferential system. It
applies where an electorate is electing a single member.

Under the preferential system, all valid first preference
votes are counted and sorted to ascerfain the number of
first preferences for each candidate.

Where one candidate has a majority (50% plus 1) that
candidate is declared elected.

If no candidate has an absolute majority the candidate
with the fewest votes is eliminated and their votes are
allocated fo their second preferences. This process is
repeated until one candidate obtains an absolute maijority
and is declared elected.

Proportional Representation

Proportional representation is the system of voting
designed fo elect candidates in proportion fo the amount
of support each has in the municipality.

Under this system, the candidates are elected in
proportion fo the number of votes they receive, which
does not require a candidate to obtain an absolute
majority of votes to be elected.

The returning officer will defermine a ‘quota’. The quota is
obtained by dividing the total number of formal votes by
one more than the number of candidates required to be
elected, and increasing the result by one. For example, in
an unsubdivided ward involving seven councillor positions

and 60,000 formal votes, the quota would be [60,000
divided by [7+1]] +1 = 7501].

Any candidate fo receive a number of first preference
votes equal fo or greater than the quota is elected. If all
the vacancies have not been filled the surplus votes of
each elected candidate will be transferred to the
continuing candidates according fo a formula for the
distribution of surplus votes.

If all the vacancies have not been filled when the surplus votes
for all elected candidates have been distributed, exclusion of
candidates with the lowest number of votes commences.

These processes continue unfil all vacancies are filled.

For more information on the voting systfems and counting
methods for local government elections contact the

Victorian Electoral Commission (VEC) on 13 18 32.

The retuming officer is permitted by the Regulations to use
electronic voting equipment fo assist in the counting of vofes.

DECLARATION OF
ELECTION RESULTS

The returning officer will publicly declare results
as soon as practicable after election day giving
the names of the candidates elected.

This will usually be by 6pm on the Saturday for councils
holding a postal vote and 6pm on Sunday for councils
conducting attendance elections. The declaration of the
election may be delayed if the retuming officer is required
fo conduct a re-count.

The returning officer is required under the LG Act to give
public notice of the result of the election and to advise the
Minister of the result.

Right to appeal to Municipal Electoral
Tribunal

The LG Act makes provision for a candidate or any 10
voters (including unenrolled voters) who dispute the
validity of an election to apply fo the Municipal Electoral
Tribunal (MET) to conduct an inquiry.

A MET is consfituted by a magistrate or acting magistrate.
An application to MET must be lodged within 14 days of

the declaration of the election.
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INTRODUCTION
TO CAMPAIGNING

This section provides an overview of various
approaches to campaigning, and includes
information on campaign brochures, door
knocking, advertising and using the media.

To campaign effectively you need to plan and be
prepared. It is important that you know:

> Information about the area in which you are standing

> Information about the procedure of the election and
voting processes.

The earlier you start your campaign, the more effective
it will be.

You need to consider what message you want fo
communicate fo voters and how you can best deliver that
message. This might include:

> Phoning, writing or emailing people you know

> Distributing a brochure

> Door knocking people in your local area

> Seeking endorsements through local organisations

> Attending shopping centres and recreational activities to
‘meet the people’

> Obtaining coverage in local press articles
> Placing advertisements

> Submitting information for local paper ‘profiles’ of
candidates

> Going to public meetings

> Creating a website.

Your approach will depend on the likely strength of your

opposition, what methods are most effective in reaching

voters in your area, your own fime availability, the number
of helpers you can organise, and the size of the area.

When organising your campaign, there are two poinfs fo
remember:

> Voting at local council elections is compulsory

> local government is locally based and personalised so
your campaign should reflect this.

There are some campaign offences that candidates should
be aware of. A summary of these offences is contained in

Appendix D.
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ADVERTISING

Campaign brochures

Many candidates use brochures as a vehicle for
providing information fo voters. They can be used when
door knocking, handed out at community events or
distributed in lefferboxes.

Brochures may include:
> A candidate slogan

> Introduction about yourself
> Photos of yourself, including action shots
> Your hopes and aspirations if elected

> Third party positive endorsements from prominent
people or community leaders such as past and present
local politicians, church leaders, service club leaders,
sporting association leaders, migrant associations,
progress associations, chambers of commerce, efc.

> Surveys fo obfain important feedback from voters on
issues imporfant to them, and which may lead fo the
production of a second brochure publishing the results
of the inifial survey

> An open letter to voters

> Voter information about the election, e.g. when it is
anticipated that postal ballots will arrive and when
they must be returned, or if attendance voting where
the polling places will be located and when they are
open

> Information about pre-poll voting or postal voting

> Your suggested 'How to Vote' card.

Some important detail
> As a candidate, never use the official council logo
> Never use photos of other people without permission

> Any written material promoting your campaign,
including electoral advertisements, handbills,
pamphlefs, notices efc., must have the name and
address of the person who has authorised the material
at the end

> If producing a 'How to Vote' card within your
pamphlet, make sure it has been approved by the
Returning Officer

> When in doubt always ask the Electoral Commission
Returning Officer

> Always proofread your pamphlet before production.
A spelling mistake makes you look unprofessional and
has the potential fo cost votes
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> Ensure your information is accurate and does not
contain offensive material or language

> Make sure that your election material does not contain
anything that is likely to mislead or deceive an elector
in relation to their vote. There is a penalty for printing,
publishing of distributing any election material that is
misleading or deceptive.

Posters

Posters have proven fo be a great way of building the
profile of a candidate.

Many candidates rely on A4 or A3 size posters of
themselves displayed around the ward, for example in
bakeries and butchers’ shops.

Again, always make sure that the name and address of
the person who has authorised the poster is at the end of
the poster.

Advertising in the Media

The scope of advertising in local newspapers depends on
the amount of money you can dedicate fo this form of
promotion.

Many local papers have a levy or surcharge if published
within the first five pages, or on the right hand side of the
paper, so fake this into account when budgeting for
advertising.

Many candidates advertise their ‘How fo Vote' card with
a photo in the local paper a week before voting.



DOOR KNOCKING

Door knocking is one of the most effective and
important ways of campaigning. It brings you
face-to-face with the community, providing you
the opportunity to hear about their concerns
and issues, as well as giving you a chance to
inform them of your approach and what you
stand for.

But what do | say?

A suggested good opening line is:

"Good morning/afternoon. My name is John Smith and |
am doing some door knocking in your neighbourhood
today as | have decided to stand for council atf the
coming elections. Are you aware there are council
elections happening?”

Important Points When Door Knocking

> This is a very important time for you as you have the
opportunity to learn and understand issues and
concerns important fo residents. It is an opportunity to
harness these concerns that could provide detail for
future campaign platforms and brochures

> Always know and understand the voting detail. For
postal ballots, know when to expect ballot papers to
arrive in the mail and when they need to be returned
by. For attendance voting make sure you are familiar
with the hours that the polling booths are open and
where they will be located

PHOTOGRAPHS

Photographs are one of the most essential tools
for getting your campaign message across.
People are becoming less willing to read
printed material. They prefer to scan printed
material, taking in parts that appear
interesting.

Good photos are a valuable investment for your
campaign. They can ensure that your printed material is
both interesting and informative.

But like every aspect of your campaign, good photos
won't happen without planning.

Photos act as entry points. A voter gets more information
in a shorfer space of time from a photo or several photos
than from the written word.

Good photos draw the reader in. Poor quality or boring
photos just turn the reader away.

> Always look presentable. Door knocking may be the
only opportunity voters will have to meet you in person,
so remember, first impressions are important

> For safety reasons you may prefer to have another
person with you when door knocking

> Try to avoid door knocking at inconvenient times of the
day such as meal times

> Time permitting, visit a block of houses in one area
then travel fo another part of the ward and door knock
another area in order to obtain a cross section of
views across the entire ward

> While it is preferable fo visit every household, if you
have restricted time you may choose to knock on every
second or third door in a street

> Always leave the voter a calling card, as it is
something for them to remember you by

> Depending on the situation and the amount of time you
have fry not to be held up for too long at each house

> If asked or prompted to follow up on concerns raised
always fry to do so, either in writing or over the phone,
even if the response is not fo the voter's liking

> If residents are not at home leave your calling card in
the letterbox but not under the front door, as this tells
everyone that no one is home

Always close the gate.

\Y

In most campaigns where television and radio are not
viable options, photos will form the basis of nearly every
aspect of the campaign including newspaper
advertisements, postal vote card, pamphlets, letterhead,
posters and how-tovote cards.

Steps to planning good photos:

1. Understand the purpose of the photo

A good campaigning photo must meet two fests:

> Is it arresting enough fo grab the reader’s affention and
lure them into reading the copy?

> Does it deliver your campaign message?

For example, a photograph of the candidate listening to
local residents depicts someone who is in fouch.
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2. Decide what you need

Work out roughly how many photos you think you will
need. A simple door knocking card probably only
requires a head and shoulders photo but a pamphlet
may require four or five photos.

If you are producing several pamphlets you may require
many photos. You may also decide that you require
photos in different situations that depict your stand on
various issues.

3. Hire a professional photographer

A professional photographer is a must when relying on
photos to get your message across fo voters. The
photographer must be able to work as a photojournalist,
i.e. capture you ‘on the run”. If you don't know anyone,
check advertisements in local papers, or the yellow
pages and start inferviewing.

Think about:

> The number of different photos needed

> Whether the photos will be black and white or colour?
Many brochures are printed in black and white and
you may have difficulty converting colour photos info
black and white

> Always request proof sheets. Proof sheefs show entire
rolls of film on one page. They are an easy and less
expensive way of picking good photos

> Your budget for photography, i.e. what is the hourly or
daily rate? What are the costs for film and proof sheetse

> Turn around time for producing proof sheets and final
prinfs

> Time needed fo complete the shoot.

When discussing your requirements with photographers, get
an esfimate of the time needed for the shoot and the tofal
costs. Assume the photographer will want payment for their
fime and expenses when they deliver the proof sheets.

4. Points to remember when planning your photo shoot

> Get your photos done as soon as possible, don't wait
until just before the election

> Plan your photo shoot in detail = where will you take
the photos, what will you be doing in the photos,
what messages do you want to convey, do you need
fo involve other people?

> You can never have too many photographs. It is beffer
fo have more fo select from

> Plan what you will wear and what props you may
need. Completfing the photo shoot in one block of time
will save cosfs but a change of clothes is advisable to
ensure the photos look more natural and props such as
a clipboard may be useful in depicting door knocking
for example

> When taking photos of people fry o be sponfaneous. Lef
people carry on a conversation about whatever the
subject matter of the photo is. This will help get real
emotions and facial expressions and suitable body
language
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> Keep in mind that the light in the middle of the day is
hard for outdoor shots. Early moring or late afternoon
gives the best lighting

> Always remember to get the permission of the people
you are using in your photos.

5.Head and shoulders photos

These are one of the most basic photos that no
campaign can do without. Watch out for photographs
that are too dark or too light. The photos ideally would
be taken with a plain background.

Always attempt fo take the shot keeping your full upper body
in the frame, avoid cutting off shoulders and upper arms.

Photos should always look facing into the text. Leftfacing
photos should be positioned on the right hand side of the
fext and vice-versa.

6. Photos on the cheap

Although nothing can replace a professional
photographer, few candidates can afford to have a full-
time photographer following them around all the time.

It is worthwhile always carrying a camera and taking
photos if the opportunity arises. Don't just take one shot
and hope it will be all right. Take several at the one time
from different angles so you will have different ones to
choose from.

7. Scanning Photos

Obtaining access to a scanner is becoming increasingly
easy. Consideration needs to be given to the quality of
the scanning device and the end result of the material
being produced. There are also other considerations
when scanning images, i.e. shadow and highlight areas,
contrast, greyscale levels and sharpness. Good quality
photos can be spoilt by poorly scanned images.

8. Digital Photos

The availability of digital camera tfechnology at an
affordable price has made taking photographs quicker
and easier. Shots can be faken with a digital camera
and downloaded directly to your computer. Keep in mind
that generally the images produced by digital cameras
can be of lower quality.



USING THE MEDIA

Handy Tips with Press Releases

Remember it is a competitive environment and
that you may have sitting councillors who are
well known to the media and the local
community, which you hope to represent.

Many successful candidates have used the following
formula when dealing with the media:

1.

Personally infroduce yourself as a local candidate for
the relevant ward. Make sure you leave them with the
correct spelling of your name, your telephone number
and your mobile telephone number, and a photo of
yourself.

. Take any written information with you such as your

campaign brochure and articulate your main platform.
Ensure that there are only three to four key issues and
be certain of your facts.

. Highlight your number one issue if you are with the

journalist/editor.

. Issue media releases relating to your issues on a

regular basis BUT do not become a serial media
release issuer. Pick the issues you most want to be
heard on to avoid journalists regarding your media
releases akin to junk mail.

. Utilise the ‘Letters to the Editors’ column, BUT do not

become a serial letter writer, again pick your issues.

. Local radio may confact you as a result of articles

published in the newspaper. When they telephone
you, DO NOT provide answers immediately. Ask them
what they want to speak to you about and what their
deadline is. If their deadline is within the next 30
minutes, tell them you will ring them back in 10
minutes. This gives you breathing space to think about
what you are going fo say.

. In all cases remember it is your interview and PLAN

what you want to say!

|

. Always introduce the person putting out the media

release, never assume that the journalist will know who
you are; e.g. "Candidate in the upcoming council
elections for ...... foday said that ....... !

. Once you have infroduced yourself, then refer back to

yourself by name; e.g. “The prospect of massive rate
increases is dire” Mr Smith said.

. The opening sentence should always contain what the

media release is about in one sentence if possible e.g.
"Crime in Colac is still very high, despite the visible
increase in police presence”, John Smith said today.

. Try to answer the following questions in the first

sentence of the release: Who, What, Where, When,
How and Why.

. Try to answer all the questions any reasonable and

inquiring person might ask. Also try to pre-empt any
claims or questions that may arise.

. Once you have established what the media release is

about, the rest of the release should be one-paragraph
sentences, spoken or attributed to the person.

. Try to keep the media release to one page. Journalists

will rarely read two whole pages of a release.

. Try to present a positive alternative. In a competitive

environment such as a campaign, it's easy to fall info
the trap of criticising everything. Think about the image
you want fo create of yourself, which probably isn't
one of a whinger. Also, if the first part of the media
release is filled with negative clichés, it may not grab
the journalist's attention and end up in the bin.

. Always provide the candidate’s name, the name of the

ward, and the shire/municipality, an address, and
contact details.

10. Avoid using photographs on press releases, as they

don't fax well.

CITIZEN TO COUNCILLOR 2008> 29



ADDITIONAL
INFORMATION

Useful Contacts and Resources
Other Resources

Appendix A: Local Government
Service Delivery

Appendix B: Local Government
Act Preamble 1989

Appendix C: Remuneration Categories

Appendix D: Candidate
Campaign Offences

Glossary

30 SECTION 7> ADDITIONAL INFORMATION



USEFUL CONTACTS
AND RESOURCES

Municipal Association of Victoria
level 12, 60 Collins Street Melbourne 3000
Tel: (03) Q667 5555

Website: www.mav.asn.au

Local Government Victoria

Department of Planning and Community Development
level 14, 1 Spring Street Melbourne 3000

Tel: (03) 9208 3430

Website: www.localgovernment.vic.gov.au

Victorian Electoral Commission
level 8, 505 litle Collins Street Melbourne 3000
Tel: 1318 32

Website: www.vec.vic.gov.au

1. Good Governance Guide 2004
The purpose of this guide is o identify the general
principles which underpin good governance and to
provide assistance to local government and their
communities fo further develop and implement
governance principles and procedures.
Download the Good Governance Guide 2004 from

www.mav.asn.au

2. Planning in Victoria: A Councillor’s Guide
A guide o assist councillors perform their function and
responsibilities within the planning system
Download Planning in Victoria: A Councillor’s Guide
from www.mav.asn.au

Australian Electoral Commission

level 8, Casselden Place 2 Llonsdale Street Melbourne
3000

Tel: (03) 9285 7171

Website: www.aec.gov.au

Women's Participation in Local Government Coalition
Suite GO6, 60 Lleicester Street Carlton 3053
Tel: (03) 9347 2233

Website: www.vlga.org.au/issues,/women_gov.html

Australian Local Government Women’s Association
Tel: (03) 9587 1520

Email: algwavic@algwa.com.au

Website: www.algwa.com.au

3. Stand for Council
An online guide fo assist prospective candidates
understand what is involved in becoming a councillor
Visit: www.standforcouncil.com.au
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