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YOUR GUIDE TO 
COUNCIL MEETINGS

Council meetings are a vital part of the decision-making 
process of The Hills Shire Council.  These meetings are 
open to the public and all residents are invited to attend to 
familiarise themselves with the way Council makes decisions.

Meetings are chaired by the Mayor and involve all 12 
Councillors.  If a Councillor cannot attend a meeting they may 
be granted a leave of absence.   Other Councillors cannot 
speak on their behalf or vote for them while they are away.

There must be at least seven Councillors present to 
conduct a meeting.  If the Mayor is away, the Deputy Mayor 
may chair the meeting or another Councillor elected by the 
Council at the Meeting.  

Council’s adopted Code of Meeting Practice is available on 
Council website, under ‘Council’ ‘Documents and Policies’.

ORDINARY MEETING OF COUNCIL
Council is required to meet at least 10 times each year.  The 
Hills Shire Council holds Ordinary Meetings on the second 
and fourth Tuesday of each month, commencing at 7.00pm in 
the Council Chambers.  Whilst Council is in recess in January 
each year, Delegated Authority Meetings are held - the Mayor 
and General Manager are delegated the authority to consider 
matters at these meetings.  The dates and times of all 
Council Meetings and Delegated Meetings are advertised on 
Council’s website and in the local newspapers - the Hills Shire 
Times and the Rouse Hill Times.

EXTRAORDINARY MEETING OF COUNCIL
Sometimes meetings need to be held outside the adopted 
schedule to allow Councillors to meet other commitments.  If 
this happens the meeting is called an “Extraordinary Meeting 
of Council”.  An Extraordinary Meeting can also be called if a 
matter needs to be determined urgently.

WHAT ITEMS ARE DISCUSSED?
Each meeting follows an order of business and a Business 
Paper is produced.

The Business Paper outlines in detail what will be covered 
at each meeting.  It is available on Council’s website and 
the Agenda Line (9843 0130) lists what is on the Agenda 
after 5.00pm on the Friday before the meeting.  Copies of 
the Business Paper are available from local libraries from 
Saturday before the meeting; a copy can also be obtained 
by phoning 9843 0123 with collection from the Customer 
Service Centre from the Monday before each meeting.

Each item to be discussed is supported by a written report.  
These reports detail the issue and any matters that had to be 
considered to arrive at a recommendation for Councillors to 
consider.

Once a motion has been moved on an item it can be openly 
discussed by the Councillors and, if needed, they can ask 
questions of senior Council staff.
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HOW ARE RESOLUTIONS DETERMINED?
Each decision of Council becomes a resolution and can 
only arise from a motion. All resolutions are determined 
by a vote from Councillors. Voting on “planning matters” is 
required to be recorded and kept in a register containing, 
for each planning decision made at a meeting of the Council 
or a Council Committee, the names of the Councillors who 
supported the decision and the names of any Councillors 
who opposed the decision.

IS THERE A RECORD OF THE MEETING?
Yes.  All Council Meetings have audio recordings and 
minutes taken. Minutes are available on Council’s website 
on the Friday afternoon following the meeting.  They are 
also printed in the front of the Business Paper of the next 
meeting.  Members of the press also attend all meetings to 
report on major items.  CD copies of the recording of the 
Council Meetings can be obtained by contacting Council’s 
Executive Services Section on 9843 0123.

CAN I ADDRESS THE MEETING?
If there is an item in the Business paper that directly affects 
you then you can apply to address the meeting.  To assist 
Councillors to deal with all the matters before them, only 
two people can speak on any one issue. This is usually one 
supporting the issue and one against it. People wishing to 
speak on a matter on the Agenda need to be registered by 
4.30pm Monday before the meeting by phoning 9843 0277.  
Approval to speak is given by the Mayor.

CAN I ASK A QUESTION AT THE MEETING?
Yes.  Following the opening of the Council meeting by the 
Mayor and the presentation of any special Mayoral Minutes, the 
meeting moves into “Community Forum” for a maximum of 30 

minutes. The Forum allows members of the public to address 
Council and ask any specific questions of Council on topics 
other than those listed in the agenda for that meeting. These 
questions are recorded in the minutes and answers provided 
either at the meeting or taken on notice for consideration with 
a written response provided at a later date.

After consideration of all items on the agenda, Councillors 
may also ask “Questions Without Notice”. This is an 
opportunity for Councillors to ask about issues that were 
not included in the Business Paper and often these are 
questions asked on behalf of the community. If answers are 
not provided during the meeting, an answer is prepared and 
provided after the meeting and included in the minutes in a 
later meeting.

HOW CAN I BRING A MATTER TO THE 
ATTENTION OF COUNCIL?
The most appropriate way is to put it in writing and address 
it to the General Manager, PO Box 75, Castle Hill, NSW 
1765, or use the email link on Council’s website. Also, if you 
feel strongly about an issue you should contact your Ward 
Councillor.  Councillor contact details are available on the 
website or by calling 9843 0102.

WHAT IS A CLOSED COUNCIL MEETING?
At times Council is required to consider matters that do 
require confidentiality and therefore the exclusion, during 
their discussion, of the press and public. The Council is 
required to specify the grounds for closing meetings to 
consider confidential matters and the nature of those 
matters is set out in “Confidential Matters” on the last page 
of the Business Paper Agenda.  The resolutions from items 
determined in confidential Closed Session are recorded in 
the Minutes. 

THE HILLS SHIRE COUNCIL
129 Showground Road,  Castle Hill NSW 2154
PO Box 75, Castle Hill NSW 1765

Phone  02 9843 0555 Email council@thehills.nsw.gov.au
Facsimile 02 9843 0409 www.thehills.nsw.gov.au

THE HILLS SHIRE COUNCIL
3 Columbia Court, Baulkham Hills NSW 2153
PO Box 7064, Baulkham Hills BC 2153
Phone  02 9843 0555 Email council@thehills.nsw.gov.au
Facsimile 02 9843 0409 www.thehills.nsw.gov.au


