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Shellharbour City Council
Friendship City/Sister City Committee
Terms of Reference

Purpose
The Friendship City/Sister City Committee is appointed to guide decisions in relation to
establishing and maintaining Friendship City/Sister City relationships with Council. It will be
responsible for guiding the development and maintenance of these inter-city relationships
that foster external understanding and the exchange of information between Council and
other cities, both international and within Australia.
In line with Council’s Friendship City/Sister City Policy, the Committee is responsible for
ensuring that Council is responsive to the diverse needs of the community and will advocate
and provide advice to maximise opportunities for Council, the Sister or Friendship City
relationship, the broader community and its visitors.
The committee has a critical role in providing advice on the establishment of the
relationships in accordance with Council’s Shellharbour City Community Strategic Plan. This
defines Council’s strategic direction for enhancing the livability of the City and outlines the
vision that residents have for the future of our City.
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In evaluating the proposal for recommendation to Council, the Committee will consider how
the proposed Friendship or Sister City relationship aligns to the Principles of Friendship of
Sister City Relationships, the purpose of the relationship and the relevance and value it has
to the Shellharbour Community.

Membership

Membership of the Committee shall consist of:
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Councillor Representatives
- Mayor (as Chair)
- Three (3) elected Councillor Representatives
Community Representatives
- A maximum of ten (10) people appointed to the committee – must be residents of
Shellharbour City.
Staff in attendance
Group Manager Community Connections
Manager Community Life
Community Partnerships Officer
Corporate Meetings Officer
Other Council staff as required.
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Terms of Appointment





Councillor Delegates will be elected each year at the Extraordinary September
Council Meeting.
Community Representatives will be elected for a two year term following an
Expression of Interest process. All Community Representative positions will be
vacated every two years.
Community Representative appointments will be reported to Council for
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endorsement.
Membership will be periodically reviewed to align with Local Government Elections
and the appointments of committee members to other committees of council.
Representation will be recommended through a merits based assessment with a
focus on gaining diversity of community viewpoints and local knowledge from
across the city in order for the committee to receive advice from different
perspectives that exist within the community. Priority will be given to Community
Representatives living within Shellharbour City.

Committee members will cease to be a member if they:
 Resign from the Committee
 Are unable, for any reason, to fulfill the role of a Committee member
 Are asked to leave by the Chairperson. This request would be made following a
formal review process.
 If they are absent from three consecutive meetings without an apology.
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Meets
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Meetings will be held twice per year, (day and time to be determined), at Shellharbour
Civic Centre on dates and venues determined at the November meeting of the
committee each year.

Agenda
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The Agenda must be prepared no less than 7 days before the Committee meeting and
distributed to members.

Extraordinary Meetings

Quorum
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Extraordinary meetings of the Sister Cities Committee may be held outside the normal
meeting schedule when deemed necessary for the conduct of any business and as
approved by the Chair of the committee.

The quorum will be set at five (5) members (one of whom must be a Council
representative).
Meetings can be held without a quorum. The recommendations from the meeting
will be considered for formal endorsement at the next meeting.

Meeting Protocol





Meetings will be held in the Shellharbour Civic Centre
A minute taker will be present at every meeting
Minutes will be distributed to members following every meeting
The Chairperson ultimately has the power to progress the meeting and make a
determination on matters listed on the Agenda.
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Minutes of meetings are not required to record details of the debate that takes place
on any item. Subject to the provisions of these Terms of Reference, it is sufficient
for the minutes to record only the following:
- the recommendations made by the [name of committee] and;
- the voting members’ level of support for each of the [name of committee]
recommendations.

Voting





Voting will be by show of hands
If a situation arises where a decision cannot be made and opinion is closely divided,
a vote can be taken to resolve the matter and reach a conclusion. The vote can be
made with a show of hands, or some other means if deemed necessary by the
Committee
All members (not including staff) have full voting rights

Public Address
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The Friendship City/Sister City Committee may allow residents or other interested
stakeholders, to address the Committee on listed agenda items only. This must be done
by registration with Council by 10am on the day prior to the scheduled meeting. Residents
or other non-members are not permitted to remain at the meeting while a proposal is being
debated and a vote being taken. Any public address should be limited to no more than four
minutes and must adhere to the ‘Rules when Addressing Council’ in Councils Code of
Meeting Practice.

Social Media
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Members of the community may request permission, by application to the Chairperson, to
observe an advisory committee meeting. An observer is not permitted to participate in the
discussion or debate during the meeting and will be requested to leave the meeting room
during discussion on confidential matters.
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Social Media refers to website and application platforms that are designed to allow people
to share content. Committee members must adhere to copyright, privacy, defamation,
contempt of court, discrimination, harassment and other applicable laws. Committee
members must also comply with relevant Council policies including “Digital and Social
Media”, “Social Media for Councillors, Committees and Working Party Members” and the
Code of Conduct.
These policies outline guidance on rights and responsibilities in relation to social and digital
media. They apply to Council officers, staff, committee members, contractors, volunteers,
and other elected officials.
Abiding by these laws and policies reduces the user’s exposure to security risks

Code of Conduct
Members of the Committee will:


Comply with Councils Code of Conduct – Committee members must read and
sign a declaration on the Code of Conduct following induction.
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Work collaboratively as part of the Committee;
Work in an open and honest fashion, and with respect for each other;
Understand that at all times it will be necessary to listen to and negotiate different
points of view and perspectives, and to make compromises accordingly;
Respect each other’s opinions and consider the view of each member to be of
equal importance;
Refrain from any form of conduct that may cause a reasonable person
unwarranted offence or embarrassment;
Undertake to fairly present the discussion and information provided at the
Committee to their local communities

Problem Solving
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If a problem is unresolved or a member has a dispute or complaint, it should first be
raised with the Chairperson who will seek to resolve the matter with the necessary
parties.
If the matter cannot be resolved, if appropriate, the matter can be presented to the
Committee for further consideration and action.
If the matter is still unresolved, it can then be presented to Council for consideration
and action. Council reserves the right to take whatever action it deems appropriate,
in the event of gross misconduct by a Committee member. Dismissal from the
committee can be ordered.
Councils Complaints Management policy will be followed.
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