
COMMUNICATIONS ARRANGEMENT BETWEEN THE OFFICE OF THE
MI ISTER FOR  INES AND PETROLEUM   D THE DEP RT ENT OF  I ES

D PETROLEU 

BACKGROU D

In accordance with Section 74 of the Public Sector Management Act 1994, the
following concerns the circumstances and manner in which communications (both
written and verbal) shall be conducted between ministerial staff supporting the
Minister for Mines and Petroleum and the employees of the Department of Mines
and Petroleum (the Department).

All requirements from the Minister s office to the Department should be for, and on
behalf of the Minister, in relation to his responsibilities as Minister for Mines and
Petroleum.

(  's important that the statutory obligations and responsibilities of the Department
are preserved in all communication matters.

Communication from the Office of the Minister to the Department

• Requests for Briefing Notes

Requests for briefing notes should be made in writing or by email to the
Departmental Coordination Unit (Ministerial team) for allocation to an action
officer.

The Director General will sign the briefing note for matters which are politically
sensitive or of a strategic, budgetary, or policy nature. For all other matters, a
Deputy Director General or Executive Director will sign.

Routine Ministerials should be allocated 10 working days to complete. Urgent
requests that require a shorter turnaround timeframe are to be negotiated

( between the Minister s office and the Departmental Coordination Unit.

• Routine Requests for Information or Research

Routine requests for information or research should be directed through the
Ministerial team. The request will be dealt with within the Department at
Executive Director level or hi her in the first instance, to ensure that the
information requested is actioned by the most appropriate officer/s within the
organisation. An Executive Director may, as he/she determines, nominate a
General Manager to deal directly with the Minister’s office staff on specific
project matters.

• Requesting a Departmental Representative to attend a Ministerial Meeting

All matters of a strategic, budgetary or policy nature are to be referred through
the Director General in the first instance. For other matters, the appropriate
Deputy Director General or Executive Director may be approached directly.
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® Matters Relating to the Drafting of  egislation

For each piece of legislation, a Drafting Officer will be nominated by the
Department.

The Officer will be responsible for dealing with all matters associated with the
legislation and for keeping the Director General informed of developments.

Requirements Involving the Department in Committing Resources
(Beyond the Normal Functions and Duties of the Department s Officers)

All such requests should be directed to the Director General in writing (email). If
prior notification is not possible, the Director General must be informed the
same day by email.

Communications from the Department to the Office of the Minister

» Non-Routine Communications

Non-routine communications relating to administrative issues should be directed
through the Executive Officer in the Minister s office. Non-routine
communications relating to policy issues should be directed through the
Ministers Chief of Staff or his/her nominated Policy Officers.

• Communications from the Department to the Office of a Minister
Responsible for an External Department Related Portfolio

All communication between the Department and an external Minister s office,
which may impact on the Mines and Petroleum portfolio, shall be directed
through the Minister.

• Cabinet Matters

All submissions for consideration by Cabinet are to be directed through the
Minister. The Director General will sign all Cabinet Comments unless time
constraints prevent this; in which case, a Deputy Director General or Executive
Director will sign.

• Executive Council Matters

All Executive Council matters shall be directed through the Minister by the
Director General.

• Parliamentary Questions

All requests for suggested responses to Parliamentary Questions should be
directed to the Ministerial team for allocation and action.

The Director General will sign all Parliamentary Questions unless time
constraints do not permit this, in which case a Deput  Director General or
Executive Director will sign.
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9 Resolution Procedure for a Breach of these Arrangements

In the first instance, the Minister or his Chief of Staff and the Director General
will discuss the breach and decide on any further action.

• Directions by Staff of the Office of the Minister to the Department Staff

Staff of the Office of the Minister should not, otherwise than with the agreement
of the Director General, direct an employee of the Department of Mines and
Petroleum in relation to the manner in which that employee is to perform their
duties.

• Placements and Secondments

An officer placed in the Minister s office to provide a departmental viewpoint on
a specified range of issues remains under the direction of the Chief of Staff. An
officer seconded to the Office of the Minister is, for the period of the
secondment, under the direction of the Minister.

Departmental Coordination Unit Ministerial Team Contacts

Branch Email!

Manager Ministerial Coordination

Ministerial and Project Officer-I

Ministerial Liaison Officer - f

DEPARTMENT OF MINES AND PETROLEUM

f  lifceh2017

MINISTER FOR MINES AND PETROLEUM

Date. q.
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ARRANGEMENTS FOR COM UNICATIONS AND DEALINGS BETWEEN STAFF
OF THE OFFICE OF THE MINISTER FOR  INES   D PETROLEU 

AND
STAFF OF THE  I ERALS RESEARCH I STITUTE OF WESTER  AUSTRALIA

Communications from the Office of the Minister to the Minerals Research
Institute of Western Australia

All requirements should be for, and on behalf of, the Minister in relation to his/her
responsibilities as Minister. Should this not be the case, this should be made
clear at the time.

• Routine requests for information or research

These will normally be directed through the Chief Executive Officer or
nominated officer.

• Arranging  meeting with
attendance

relevant In titute staff and requesting their

% 
All matters of a strategic nature rfiust be referred to the Chief Executive
Officer or nominated officer. For other matters, the appropriate delegated
staff may be approached direct.

* Matters relating to the drafting of legislation

For each piece of legislation, a drafting officer will be nominated and this
officer will be respon ible for dealing with all matters associated with the
legislation and for keeping the Chief Executive Officer informed of
developments.

• Requests for briefing notes

All requests should be made through the Chief Executive Officer or nominated
officer. If these officers are not available, the senior officer approached
should ihfbrh  the Chief Executive Officer or hofninafed officer of the request
and subsequent action as soon as practicable. Wherever practicable, the
relevant authorised Institute officer should sign off the briefing note.

® Requirements involving the Institute in committing resources
(beyond the normal functions and duties of the Institute s officers)

All such requests should be directed to the Chief Executive Officer. If this is
not possible, the Chief Executive Officer must be informed as soon as
practicable. The request should be put in writing.



Communications from the Minerals Research Institute of Western Australia
to the Office of the Minister

Non-routine communications should be directed through the Minister s Chief
of Staff, or other officer nominated by the Minister or Chief of Staff.

For all communications of a  strategic  policy nature where the Institute has
provided a response, it should be specified whether the Chief Executive
Officer or nominated officer has actually seen the response before it was sent
from the Institute.

Communications from the Minerals Research Institute of Western Australia
to the Office of a Minister responsible for another portfolio

The Office of the Minister is to be informed of such communications where the
Chief Executive Officer considers the matter is such that there is a  need to
know’ by the Office of the Minister.

Cabinet matters

All submissions for consideration by Cabinet must be directed through the
Office of the Minister.

Resolution procedure for a breach of these arrangements

In the first instance, the Minister or his/her Chief of Staff and the Chief
Executive Officer will discuss the breach and decide on any further action.

Directions by staff of the Office of the Minister, to staff of the Minerals
Research Institute of Western Australia, by the Minister, on the manner in
which they are to perform their duties

In circumstances where it appears desirable that Office of the Minister staff
give direction to an officer of the Institute on the manner in which they are to
perform their functions, the concurrence of the Chief Executive Officer should
be sought.

Mr Bill Johnson  LA Mr Mark Woffenden
MINISTER FOR MINES AND CHIEF EXECUTIVE OFFICER
PETROLEUM

Date:
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. • S74  GREEMENT

CO  UNICATIO S PROTOCOL

For the office of the Minister for Commerce

and

The Department of Co  erce

GENE AL

in accordance with section 74 of the Public Sector Management Act 1994, the following
arrangements have been  etermined in relation to the manner an  circumstances in
which .communications and dealings betwee  the office of the Minister for Commerce an 
the employees of the Department of Com erce may occur.

Ail requir m nt? should be for, gnd on behalf of, the Minister in relation to his ministerial
responsibilities. Should this not be the case, this should be made clear at the time.

COMMUNICATIONS FRO  THE  INISTER S OFFICE ON BEHALF OF THE
INISTER TO THE DEPARTMENT

1. Routine requests for information or research

1.1 Formal Requests (including speech and s eech note requests)

Formal requests (including those requested by e-mail) - that is, those which are
allocated a ministerial reference number an  therefore heed, to be recorded for
ecord keeping purposes - should be directed through the departmenf s  inisterial

Liaison unit (MLU),

In circu stances where ari urgent require ent exists, the request will be made to
the relevant Executive Director. In such circumstances, the Executive Director, or
his or her designated off cer, will be responsible for informing the Director General
through the MLU, of such .requests.

1.2 Informal R quests

Informal requests - that is, those which are not allocated a   nisterial reference
n Umbr,andwh'ch Vd  not therefore form part of the official record keeping system -
should be made (or emailed) to the Director General or relevant Executive Director
in the first instancfe. ' '

u

in the e ent thlf niither the Director General per relevant E ecutive Director is
available, a designated officer (as per the list at Attachment One) will r spond from
the relevant Division. In such circumst nces, the designated officer will be
res onsible for informing the Director General and relevant Executive Director of
such requests and subsequent action as soon as is practicable.

1 A list of designated officers for the Department of Co merce is attached ( ttachment One) With

any changes to organisational structure or staffing an updated copy will be sent to the Minister s office,
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2.1.3 Matters related to statutory funptions and direct Minister delegations

the Executive Directors of the Consumer Protection, WorkSafe, Building
Co m ssion, Labour Relations an  In ustry Develop ent, and EnergySafefy
Divisions will from time to time communicate directly with the Minister for
Com erce on matters related to their statutory and delegated functions and will
inform the Directqr General following these communications.

2.2 Non-routine communications

Normal and general communication will apply process per 2.1.1 (above).
Non-routine communications should be  irected through the Minister's Chief of
St ff or other officer nominated by the Minister or Chief of Staff

2.3 Strategic policy co munications

For all com unications, of a  strategic   olicy nature where the Department has
• provided a response, jt sho l  be specified whether, the  irector General or, in the

absence of the Director General the relevant E ecutive Director, has approved the
response before it was sent from the de artment.

2.4 Media co munications

edia officers within the department should communicate directly with the
ministerial Media Officer. It is the responsibility of the departmental media officers
to ensure the Director General is a are of such communication where necessary.

CO  UNICATIONS FRO  THE DEPART ENT TO THE OFFICE OF A  I ISTER
RESPONSIBLE FOR ANOTHER PORTFOLIO

3. Formal communications with anothe   inisterial office

All formal communications between the department and the office of another
Minister are to be directed through the office of the Minister for Commerce. The
exception to this is the direct communication and associated protocol between the
Minister for Defence Issues and the department relating to the Defence portfolio
responsibilities of the department

The  inister or the Chief of Staff may, in specific circumstances, authorise direct
contact with another Minister's office.

CABINET  ATTERS

4.1 Cabinet Submissions

4.1.1 Department of Commerce C binet Submissions

The Director General must endorse ail Cabinet submissions developed on behalf of
the Minister. If the Director General is una ailable, and the matter is urgent, the
relevant E ecutive Director may sign on the Director General’s behalf. In these
circumstances, it is the responsibility of the Executi e Director to inform the Director
General, through the MLU, of the lod ement Of the submission and provide a copy
to the Director General.
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4.1.2 Joint Cabinet Submissions

Where the department is develo ing a sub ission in conjunction with other
agencies, interaction at a senior level without direct ministerial involvement is
appropriate, although a high de ree of discretion and confidentiality should be

aintained. It is the responsibility of the department to ensure the reievaht
inisterial policy officer is aware of the development of such a submission.

A  submissions for consideration by Cabinet must be directed through the office of
the Minister for Commerce.

4.2 Transmittal of Cabinet Papers

All Cab net papers between the  inister's office and the depart ent are to be
transmitted under secure confidential cover.

4.3 Cabinet referrals and comment sheets

All Cabinet referrals and comment sheets must be directed through the Director
General via the MLU.

DIRECTIONS BY THE MINISTER AND INS RUCTIO S BY THE  INISTER OR
STAFF OF THE OFFICE OF THE  INISTER TO THE DEPART ENT OF COM ERCE
ON  HE  ANNE  IN  HICH THEY ARE TO PERFORM THEIR FUNCTIONS

5.1 Direction by the  inister to the department

Where the Minister gives a formal direction to the Director General, the direction
must be in writing and will be recorded in the department's Annual Report as
required.

5.2 In tructions by the  inister or Staff of the office of the  inister to the
department

In circumstances where it appears desirable that the Minister or staff in the office of
the Minister gives instructions to an officer of the department on the manner in
which they are to perform their duties, the concurrence of the Director Ge eral is to
be sought before the instruction is issued. This requirement ensures the
preservation of clear lines of accountability.

RESOLUTION PROCEDURE FOR A BREACH OF THE CO  UNICATIONS
ARRANGE ENTS

6. Resolution Procedure

¦ In the first instance, the  inister, or his Chief of Staff, and the Director General will
discuss the breach in order to resolve any such complaint and decide on any
furtheraction.

SIGNED BY:

Ho.n Bill Johnston MLA
INISTER FOR CO  ERCE

Anne Driscoll3
Date:
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¦ S74 AGREEMENT - COMMUNICATIONS PROTOCOL

For the Office of the  inister for Commerce and Industrial Relations

and

Depart ent of the  egistrar, Western Australian Industrial Relations Co  ission

GENERAL

In accordance with section 74 of the Public Sector Management Act 1994, the following
arrangements have been determined in relation to the manner and circumstances in
which co munications and dealings between the Office of the Minister for Com erce
and In ustrial Relations and the employees of the Department of the Registrar, Western
Australian Industrial Relations Commission.

All requirements shoul  be for, and on behaif of, the  inister in relation to his ministerial
responsibilities. Should this not be the case, this should be  ade clear at the time.

CO  UNICATIO S FRO  THE MI ISTER S OFFICE ON BEHALF OF THE
MINISTER TO THE DEPART ENT.

1. Routine  equests for infor ation or research

1,1 Formal requests

For al requests (including those requested by email) ie. those which are
allocated a ministerial reference n mber and t erefore needle be recorded for
ecord keeping pu poses, should be directed through the Chief Executive

Officer.

I  circumstances where an urgent requirement.exists, and the Chief Executive
Officer is unavailable, the request will be  ade through an authorised
designated officer (see attachment 1). In such circumstances, the designated
officer will be responsible for informing the Chief Executive Officer of such
requests.

1,2 Informal Requests

Informal requests, ie. those which are not allocated a ministerial reference
nu ber and which will  of therefore for  part of the official record keeping
system, should be made (or e ailed) to the Chief Executive Officer in the first
instance.

In circumstances where the Chief Executive Officer is unavailable, the
res onse will be made by a relevant designated officer, in such
circumstances, this officer will be responsible for informing the Chief  xecutive
Officer of such requests and subsequent action as soon as is practicable.



1.3 Arranging a meeting with departmental staff or requesting
departmental staff atten ance at a ministerial meeting.

On matters of a strategic nature, requests for meetings and staff attendance
will be made through the Chief Executive Officer.

Arrangements for meetings and staff  ttendance involving matters of a general
nature will be made through the Chief Executive Officer or the relevant
designated officer.

1.4 Matte s relating to the drafting of legislation

For each piece of legislation, the Chief Executive Officer will be responsible for
dealing with and co-ordinating all matters associated with legislation.

1.5 Pa liamentary Questions (with and without notice)

Request for responses to ail parliamentar  questions should be made through
the Chief Executive Officer.

1.6 R qu sts for briefing notes

All requests for briefing notes should be made through the Chief Executive
Officer or designated officer. If these officers are not available, the relevant
senior officer approached should inform the Chief Executive Officer or
designated officer of the request and subsequent action as soon as
practicable.

1.7 Requirements involving the Department in committing resourc s
(beyond the normal functions and duti s of th  Department s
officers)

All such requests should be directed to the Chief Executive Officer. If this is
not possible, the Chief Executive Officer must be informed as soon as
practicable. The request should be put in writing.

COMMUNICATIONS FROM THE DEPART ENT TO THE  INISTER S OFFICE

2.1 General Co munications

All communications regarding matters pertaining to the whole of department or
corporate matters eg. budget issues, are to be made through the Chief E ecutive
Officer or a relevant designated officer.



2.2 Non-routine Communicatio s

Non-routine communications should be directed through the Minister s Chief of
Staff, or other officer nominated by the Minister or Chief of Staff,

2.3 Strategic policy communications

For all co munications of a  strategic’ policy nature where the Department has
provided a response, it should be specified  hether the Chief Executive Officer or
a designated officer has approved the response before it was sent from the
Department,

2.4 Media communications

The Chief Executive Officer or designated officer should communicate directly
with the ministerial Media Officer.

COMMUNICATIONS FROM THE DEPART ENT TO THE OFFICE OF A  INISTER
RESPONSIBLE FOR ANOTHER PO TFOLIO

3. Fo mai Communications with another Ministerial Office

AN formal communications between the Department and the office of another
Minister are to be directed through the Office of the  inister for Co  erce and
Industrial Relations. .. ..

The Minister, or the Ch ef of Staff, may in specific circumstances, authorise direct
contact with another Minister s office.

CABINET  ATTERS

4.1 Cabinet Submissions

4.1.1 Department of the Registrar Cabinet Submissions

The Chief Executive Officer must endorse all Cabinet submissions developed on
behalf on the  inister, if the Chief Executive Officer is unavailable, a nominated
officer may sign on his/her behalf. In these circumstances, it is the responsibility
of the designated officer to inform the Chief Executive Officer of the lodgement of
the submission and provide a copy to the Chief Executive Officer.

4.1.2 Joint Cabinet Submissions

Where the Depart ent is developing a submission in conjunction with other
agencies, interaction at a senior level without direct  inisterial involvement is
appropriate, although a high degree of discretion and confidentiality should be
maintained. It is the responsibility of the Department to ensure the relevant
m nisterial policy officer is aware of the development of such a submission.

All sub issions for consideration by Cabinet must be directed through the Office
of the Minister.



4.2 Transmittal of Cabinet Papers

All cabinet papers between the Minister's Office arid the Department are to be
transmitted under a secure confidential cover.

4.$ Cabinet referrals and comment sh ets

All cabin t referrals arid comment sheets must be directed through the Chief
Executive Officer.

DIRECTIONS BY STAFF OF THE OFFICE OF THE MINISTER, TO STAFF OF THE
DEPARTMENT OF THE REGISTRAR, WA INDUSTRIAL RELATIONS CO MISSION
BY THE  INISTER, ON THE  ANNER IN WHICH THEY ARE TO PERFOR  THEIR
FUNCTIONS

5. Directions by the Minist r to th  Department

Where the Minister gives a formal direction to the Chief Executive Officer, the.
direction must be mbde in writing and will be recorded in the Department s Annual
Report as required.

RESOLUTION PROCEDURE FOR A BREACH OF THESE ARRANGEMENTS

6. R solution Procedure

In the first instance, the Minister or his Chief of Staff and the Chief Executive
Officer will discuss the breach in orderto resolve any such complaint and decide
on any further action.

Hon Bill Johnston  L 
INISTER FOR COM ERCE AND

INDUSTRIAL RELATIONS

Susan Bastia 
CHiEf EXECUTIVE OFFICER

Date: Date: 29 March 2017



S74 AGREEMENT

COMMUNICATIONS PROTOCOL

F°r the Office of the Minister for Mines and Petroleum; Commerce and
Industrial Relations; Electoral Affairs; Asian Engagement

And

WorkCover Western Australia Authority (WorkCover WA)

Introduction

( 1' ln accordance with section 74 °fthe Public Sector Management Act 1994, the following
arrangements have been determined in relation to the manner and circumstances in

w nch communications and dealings occur between the Office of the; Minister for Mines
and Petroleum; Commerce and Industrial Relations; Electoral Affairs; Asian
Engagement and the employees of WorkCover WA.

2' Ministerial officers may only communicate with authorised officers of WorkCover WA as
listed in the attachment to this agreement and as varied from time to time.

3. The Chief Executive Officer is responsible for maintaining an up to date list of
authorised officers and for providing this list to the Minister s Office.

COMMUNICATIONS FROM THE MINISTER S OFFICE

4. General requests (including speech and speech note requests)

All general requests (requests that are allocated a ministerial reference number and

( therefore need to be recorded for record keeping purposes) should be directed through
the Chief Executive Officer, This includes requests sent by email.

5. Informal Requests

All informal requests (those that are not allocated a ministerial number and which will
therefore not form part of the official record keeping system) should be made (or
emailed) to the Chief Executive Officer.

6. Meetings

A  requests for meetings and staff attendance will be made through the Chief
Executive Officer.

7. Briefing Notes and Parliamentary Questions

Requests for briefing notes and responses to parliamentary questions should be made
through the Chief Executive Officer.
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WorkCover WA Ministerial Communications Protocol

8. Requirements involving committing resources

A  requests involving committing resources should be directed in writing to the
Chief Executive Officer.

COMMUNICATIONS FROM WORKCOVER WA TO THE MINISTER S OFFICE
9. General communications

IMess other ise authorised by the Chief Executive Officer all communications from
WorkCover WA to the Minister's office are to be made by the Chief Executive Officer
and directed through the Minister s Chief of Staff, or other officer nominated by the
Minister or Chief of Staff.

10. Media communications

The occupant of the position nominated (from time to time) as the WorkCover WA
media liaison officer may communicate directly with the Ministerial Media Officer in
relation to practical matters relating to media enquiries or the organisation of
promotional activities involving the Minister. It is the responsibility of the WorkCover
WA media liaison officer to inform the Chief Executive Officer of such communication
as soon as practicable.

11. Communications to the Office of a Minister responsible for another portfolio

A  formal communications between WorkCover WA and the office of another Minister
are to be directed through the Minister s office.

The Minister or the Minister’s Chief of Staff may, in specific circumstances,
authorise direct contact with another Minister’s Office.

CABINET MATTERS

12. The Chief Executive Officer must endorse all Cabinet submissions developed on
behalf of the Minister. If the Chief Executive Officer is unavailable, and the matter is
urgent, the relevant Divisional Head may endorse a submission on her behalf. In these
circumstances, the Divisional Head shall inform the Chief Executive Officer as soon as
practicable.

13. Where WorkCover WA is developing a submission in conjunction with other agencies,

interaction at a senior level without direct ministerial involvement is appropriate,
although a high degree of discretion and confidentiality should be maintained. It is the
responsibility of the Chief Executive Officer to ensure the relevant policy officer in the
Minister s office is aware of the development of such a submission.

14. All Cabinet papers between the Minister’s Office and WorkCover WA are to be
transmitted under secure confidential cover.

15. All Cabinet referrals and comment sheets must be directed through the
Chief Executive Officer. If the Chief Executive Officer is unavailable, and the matter is
urgent, the relevant Divisional Head may endorse a comment sheet on the Chief
Executive Officer’s behalf. In these circumstances the Divisional Head shall inform the
Chief Executive Officer as soon as practicable.
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WorkCover WA Ministerial Communications Protocol

URGENT MATTERS

16. In circumstances where an urgent requirement exists, and the Chief Executive Officer
is not available, the relevant authorised officer may deal with the matter and shall
inform the Chief Executive Officer as soon as practicable of the request and any
actions taken.

RESOLUTION PROCEDURE FOR A BREACH OF THE COMMUNICATIONS
ARRANGEMENTS

1?. In the first instance, the Minister, or his Chief of Staff, and the Chief Executive
Officer will discuss a breach of this protocol in order to decide on any further action
required.

SIGNED BY:

HON BILL JOHNSTON MLA CHRIS WHITE
Minister for Mines and Petroleum;
Commerce and Industrial Relations;
Electoral Affairs; Asian Engagement

A/CHIEF EXECUTIVE OFFICER
WORKCOVER WA

Date: Date:

April 2017 3



ARRANGEMENTS FOR COM U ICATIO S A D DEALI GS BETWEE 
STAFF OF THE OFFICE OF THE  I ISTER FOR  INES  ND

PETROLEUM; CO MERCE AND I DUSTRIAL RELATIO S; ELECTORAL
AFFAIRS; ASIAN ENGAGEMENT AND

STAFF OF THE CONSTRUCTION INDUSTRY LONG SERVICE LEAVE
P Y ENTS BOARD (TR DI G AS  YLEAVE)

Communications from the Office of the Minister to My Leave

All requirements should be for, and on behalf of, the Minister in. relation to
his/her responsibilities as Minister. Should this not be the case, this
should be made clear at the time.

• Routine requests for information or res arch

These will normally be directed through the Chief Executive Officer or
nominated officer.

• Arranging a meeting with relevant MyLeave staff and
requesting their attendance

All matters of a strategic nature must be referred to the Chief Executive
Officer or nominated officer.

• Matters relating to the drafting of l gislation

For each piece of legislation, a drafting officer will be nominated and
this officer will be responsible for dealing with all matters associated
with the legislation and for keeping the Chief Executive Officer informed
of developments.

• Requests for briefing notes

All requests should be made through the Chief Executive Officer or
nominated officer. If these officers are not available, the senior off cer
approached should inform the Chief Execut ve Officer or nominated
officer of the request and subsequent action as soon as practicable.
Wherever practicable, the relevant authorised MyLeave officer should
sign off the briefing note.



» Requirements involving MyLeave in committing resources
(beyond the normal functions and duties ofMyLeave s officers)

All such requests should be directed to the Chief Executive Officer. If
this  s not possible, the Chief Executive Officer must be informed as
soon as practicable. The request should be put in writing.

Communications from MyLeave to the Office of the Minister

Non-routine communications should be directed through the Minister s
Chief of Staff, or other officer nominated by the  inister or Chief of
Staff.

For all communications of a  strategic’ policy nature where MyLeave
has provided a response, it should be specified whether Chief
Executive Officer or nominated officer has actually seen the response
before it was sent from MyLeave.

Communications from MyLeave to the Office of a Minister
responsible for another portfolio

The Office of the Minister is to be informed of such communicationi
where the Chief Executive Officer considers the matter is such that
there is a  need to know’ by the Office of the Minister.

Cabinet matters

All submissions for consideration by Cabinet must be directed through
the Office of. the Minister.

Resolution procedure for a breach of these arrangements

In the first instance, the Minister or his/her Chief of Staff and the Chief
Executive Officer will discuss the breach and decide on any further
action.
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Directions by staff of the Office of the Minister, to staff of MyLeave,
by the  inister, on the manner in which they are to perfor  their
duties

In circumstances where it appears desirable that Office of the Minister
staff give direction to an officer of MyLeave on the manner in which
they are to perform their functions, the concurrence of the Chief
Executive Officer should be sought.

Hon. Bill Johnston
inister for Mines and Petroleur

Commerce and industrial Relations 
Electoral Affairs; Asian Engagpmpm

John Youens
/Chief Executive Officer

MyLeave

Date: Date: 11th April 2017
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PROTOCOL FOR COMMUNICATION BETWEE 
THE MI ISTER FOR ELECTOR    FF IRS   D THE  ESTE  

UST  LI N ELECTOR L COMMISSIO ER

1. This protocol has been drafted with the legislative recognition that
the Western Australian Electoral Commissioner (the
Commissioner) is an independent statutory officer appointed

. under the Electoral Act 1907 who administers the Western
Australian Electoral Commission (WAEC).

2. All communication from the Minister s office to the Commissioner
should be made on behalf of the  inister. Further, the Minister
should be made aware that his office has contacted the
Commissioner.

3. Requests for draft responses to parliamentary questions shall be
directed to the Commissioner, or his Executi e Assistant, with
advice of any deadlines for responding.

4. Comments about the WAEC sent to the  inister that requires a
response should be sent directly to the Commissioner. The
Commissioner will look into the matter and respond directly and
promptly under his signature.

5. Requests for meetings with the WAEC should be sent directly to
the Commissioner and the Minister should be made aware of
such requests.

6. All cabinet submissions drafted by the WAEC shall be directed
through the Minister s office.

7. The Commissioner will keep the Minister informed of any
communication he has with other Ministers or government
departments that is of significance.

8. In the event of any breach of this protocol the Commissioner and
the Minister will discuss the breach and decide on any course of
action.

MINISTER ELECTORAL COMMISSIONER

Date /3 ¦
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