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Agreed communication arrangements and dealings between Ministerial
Officers to the Minister for Planning; Lands and staff of LandCorp

Overview

Interaction between the Minister s Office and LandCorp is, and will continue to be,
frequent. These guidelines are provided to assist both groups to maintain
cooperative working relationships. Notwithstanding any arrangement set out below,
Ministerial staff and LandCorp officers will not interfere with each other in the
exercise of their obligations and responsibilities.

These guidelines should be applied giving full consideration to the needs of a
particular situation or issue. Officers from both groups should at all times adhere to
providing a quality service rather than the precise and detailed wording of any
particular clause. In particular, there needs to be flexibility when a response or
advice is urgently sought.

As a general principle, all requests made by the Minister s Office for information or for
action to be taken by LandCorp should be in writing and addressed to the Chief
Executive Officer using the agreed routines, procedures and templates. However, it
is recognised that due to time constraints or the routine/administrative nature of some
requests, an oral or email approach (or a combination) may be more appropriate.

It is LandCorp policy that all contact to and from the Minister’s Office should be made
through the Office of the Chief Executive Officer only.

1. Routine requests for information or research

Requests made by Ministerial staff for information or for action to be taken by
LandCorp should be in writing (including facsimile and email) addressed to the
Chief Executive Officer or nominated Officer. This would apply in the following
circumstances:

• Requests for draft responses, briefing notes, speech notes, staff to attend
meetings, advice, referral of correspondence for direct response,
parliamentary questions etc.;

• Matters relating to drafting of legislation;

• Cabinet Matters; and

• Requirements in olving unusual commitment of resources (beyond the normal
functions and duties of LandCorp staff).



All requests will be responded to by LandCorp in a timely manner and within
agreed timeframes set by the Minister s Office. Extensions to response timelines
will be requested and negotiated with the Minister’s Office on an individual case
by case basis.

Responses to Parliamentary Questions both with and without notice will be
treated as urgent by LandCorp and will be responded to as a matter of priority.

2. Timelines

The following parameters for timelines will apply:

• Ministerial correspondence: turnaround time for Members of Parliament - five
working days;

• Ministerial correspondence: turnaround time for members of the general public
- 10 working days;

• briefing notes - at least five working days;

. speech and briefing notes - at least 10 working days;

• media inquiries to coincide with the daily news cycle; and

. refer to individual timelines for Parliamentary Questions.

3. Arranging a meeting with relevant LandCorp staff and requesting their
attendance

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

4. Matters r lating to the drafting of legislation

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.

5. Requests for briefing notes

All requests should be made through the Chief Executive Officer or nominated
officer in writing. These requests are to be issued giving appropriate notice for a
response. Requests are to be as clear and detailed as possible, stating exactly
what is required and by whom and when it is required and giving the issue of
particular interest.

6. Requirements involving LandCor  in the committing of resources (beyond
the normal functions and duties of LandCorp 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.

7. Communications from LandCorp 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 LandCorp 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
LandCorp.

8. Communications with LandCorp by other Ministers or Members of
Parliament and the Premier and respective Offices

All communication between LandCorp and other Ministers, Members of
Parliament and the Premier or their staff should be directed through the Minister s
Office.

The Office of the Minister should be informed of any ad hoc communications with
other Parliamentary Members, Ministers, the Premier or their staff.

9. Cabinet matters

All submissions for consideration by Cabinet should be directed through the
Office of the Minister in writing using the agreed processes.

10. Media queries and communications

Any communication initiated by the Minister or his nominee should be directed to
the Chief Executive Officer or nominated officer, with the exception of media
inquiries where the Minister’s Media Adviser may liaise directly with LandCorp’s
Corporate Communications team.

11. Resolution procedure for a breach of these arrangements

Should any difficulties arise with these arrangements, the Minister or jjfs hief of
Staff andthe Chief Executive Officer will discuss and resolve the situation, if

hanges to policy and practice.
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Frank Marra
CHIEF EXECUTIVE OFFICER
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ARRANGEMENTS FOR COMMUNICATIONS AND DEALINGS BETWEEN
STAFF OF THE OFFICE OF THE MINISTER FOR PLANNING AND

EMPLOYEES OF THE DEPARTMENT OF PLANNING

COMMUNICATIONS BETWEEN THE MINISTER S OFFICE AND THE AGENCY

All communications should be for and on behalf of the Minister in relation to her
responsibilities as a Minister. Should this not be the base, this should be made clear
at the time.

• Routine requests for information

These will normally be requested through the Ministerial and Par
(MPS) team.
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Requests relating to media matters may be processed between the Minister s media
adviser and the agency s Communications team.

Requesting agency staff attendance at a meeting

Requests for agency staff to attend meetings involving the Minister or Ministerial staff
will be emailed to the MPS team.

Requests for the Director General to attend meetings with the Minister or Ministerial
staff may be coordinated through the Director General’s Executive Assistant.

Drafting of legislation

For each piece of legislation a drafting officer within the agency will be nominated for
each piece of legislation, and this officer will be responsible for dealing with all
matters associated with the legislation and for keeping the relevant Ministerial
officers and the Director General informed of developments.

Briefing notes

Ministerial Office requests for briefing notes will be sent by email to the MPS team.

Once prepared by the agency, briefing notes will be emailed to the Minister’s Office.

Briefing notes initiated by the agency will be sent in hard copy with the agency’s
regular courier.

*> Ministerial correspondence

Requests for draft responses to ministerial correspondence will be sent to the MPS
team.

Once prepared by the agency, draft responses will be forwarded to the Minister’s
Office for consideration.

• Speeches

Requests for speeches (or speech notes) and associated briefing notes will be sent
by email to the MPS team.

Once prepared by the agency, the speech (or speech notes) and any attachments
will be sent by email to the Minister’s Office.
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• Requests for the agency to commit resources (beyond the normal functions
and duties of the agency officers)

Any such requests will be directed to the Director General or other officer nominated
by the Director General. If this is not possible, the Director general must be informed
as soon as practicable. The request should be put in writing.

COMMUNICATIONS FROM THE DEPARTMENT OF PLANNING TO THE OFFICE
OF THE MINISTER
Generally communications with the Minister s Office initiated by the agency will take
place through the Director General, the MRS team or other officer nominated by the
Director General.

Non-routine communications will be directed to 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 Department has
provided a response, it should be specified whether the Director General or
nominated officer has approved the response before it was sent from the
Department.

COMMUNICATIONS FROM THE DEPARTMENT OF PLANNING TO THE OFFICE
OF A MINISTER RESPONSIBLE FOR ANOTHER PORTFOLIO
The Office of the Minister is to be informed of such communications where the
Director General considers the matter is such that there is a  need to know’ by the
Office of the Minister.

MATTERS RELATING TO CABINET
All matters relating to consideration by Cabinet will be directed to the Minister's
Executive Officer.

Executive Council submissions

All submissions to Executive Council will be directed to the Minister’s Executive
Officer.

• Parliamentary Questions

Requests for draft responses to Questions on Notice will be forwarded to the MRS
team via the electronic Parliamentary Question System. Once prepared by the
agency, responses will be returned using this system.

Requests for urgent draft responses to Questions without Notice will be forwarded to
the MRS team via the electronic Parliamentary Question System and may also be
emailed to the MRS team. Once prepared by the agency, responses will be returned
by email.

OTHER

• Freedom Of Information

The agency’s Freedom of Information (FOI) Coordinator is to liaise directly with the
Executive Officer in the Minister’s Office.
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The Minister is to be kept informed of the progress of all FOI requests received and
actioned by the agency, through a report pro ided to the Minister s Office at least
monthly.

• Significant and/or Contentious Issues

The agency will ensure that the Minister is regularly advised of significant and/or
contentious issues.

RESOLUTION PROCEDURE FOR A BREACH OF THESE ARRANGEMENTS

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

DIRECTIONS TO THE AGENCY
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 Planning in relation to
the manner in which that employee is to perform their duties

Date:
Department of Planning

Date: f  j h  
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ARRANGEMENTS FOR COM UNICATION AND DEALINGS BETWEEN THE
STAFF OF THE OFFICE OF THE MINISTER FOR LANDS AND STAFF OF THE

DEPARTMENT OF LANDS

1. FRAMEWORK FOR COMMUNICATION

RECEIVED
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The purpose of this document is to define the communication and dealing
arrangements between ministerial staff supporting the Minister for Lands (the
Minister) and staff of the Department of Lands (the department).

These arrangements are in accordance with the Public Sector Commissioner s
Circular 2009-10 and Section 74 of the Public Sector Management Act 1994.

This agreement seeks to ensure:

• Quality service to the Minister s Office;
• Accuracy in written communications and ministerial correspondence;

• Efficient monitoring and tracking; and
• Timeliness in the delivery of ministerial services and correspondence.

2. MINISTERIAL OFFICE COMMUNICATIONS TO THE DEPARTMENT

* Communications from the Office of the Minister to the staff of the
department

All requests of the department by ministerial staff should be for, and on behalf of,
the Minister in relation to her ministerial duties. Should this not be the case, the
Ministerial staff must make this clear at the time of the request.

¦ Routine requests for information or research

In general, all ministerial requests are to be in writing and/or emailed to the
Ministerial and Parliamentary Services (MPS) unit via the MPS mailbox
(dolmps@lands.wa.gov.au).

This arrangement does not restrict ministerial staff from dealing directly with
department officers when it is expedient to do so. Department officers are
required to keep MPS informed.

¦ Urgent requests for information or research

For all urgent communication, staff at the Minister’s Office should contact the
MPS unit or the relevant senior department officer direct (in accordance with the
Nominated Staff Contact List- Appendix 1). If the relevant senior officer is not
available, his/her representative (also within a senior position) can be contacted
directly.

Senior officers are required to keep MPS informed of requests and should copy
any communication to the Minister’s office via a cc to dolmps@lands.wa.gov.au.

(Appendix 1 provides department direct contact details)
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Requests for media statements/information

All media requests are to be emailed to the Manager, Communications and
Stakeholder Relations with a cc sent to MRS via dolmps@lands.wa.gov.au

¦ Arranging a meeting with rele ant department staff and requesting their
attendance

For department representation in an official capacity, staff at the Minister s office
will send a request to MRS who will ma e the required arrangements with the
department representative. All requests are to be approved by the
Director General. For urgent attendance at meetings, staff at the Minister s Office
may contact the appropriate senior officer direct. Senior officers are required to
keep MRS informed of requests.

¦ Directions to the department

Staff from the office of the Minister will only direct officers of the department in a
manner consistent with Section 74(2) of the Public Sector Management Act 1994
(Act); that is, with the agreement of the employing authority. Any directions by
the Minister to the department will be given in accordance with the Act under
which the department was established.

A department officer seconded to the  inister’s office is under the direction of
the Minister during the secondment.

A department officer placed in the Minister s office to provide a department
viewpoint on issues remains under the direction of the Director General of the
department.

¦ Requests from the Office of the Minister

Ministerial Correspondence

o Requests from the Minister’s office for draft responses to ministerial
correspondence will be sent to MRS in writing and/or by email to
dolmps@lands.wa.gov.au with clearly marked timeframes.

o Draft responses for the Minister’s signature will be prepared by the
department on ministerial letterhead and forwarded to the Minister’s office for
consideration via the department’s scheduled mailbag service.
Urgent correspondence will be scanned and emailed in the first instance.

o A copy of the final correspondence, showing the date it was signed by the
Minister will be returned to the department in hard copy through the
scheduled mailbag service.
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Briefing Notes

Requests for briefing notes, including contentious issue briefing notes will be
directed to MRS in writing and/or via email to dolmps@lands.wa.go .au.
Briefing notes will be returned to the Minister s office in hard copy, and via email
if applicable; following the Director General s approval.

Speech Notes

Requests for speeches and associated notes will be sent to the department via
email to the MRS mailbox dolmps@lands.wa.gov.au.

Parliamentary Questions

All requests relating to Parliamentary questions (with notice and without notice)
should be directed via the Parliamentary Question System database from the
Minister’s Office to the MPS mailbox dolmps@lands.wa.gov.au. Responses will
be prepared and returned to the Minister’s Office via the Parliamentary Question
System database following the Director General or nominated officer approval.

If for any reason the Parliamentary Question System database is not working,
requests for responses to Parliamentary questions will be directed in word
documents by email to the MPS mailbox dolmps@lands.wa.gov.au

Where information is required to advise Parliament or required urgently by the
Minister, the Minister’s staff should contact the MPS unit or the relevant senior
officer direct. Senior officers are required to keep MPS informed of requests.
Ministerial staff should copy their communication to MPS via
dolmps@lands.wa.gov.au.

Timelines

The following timelines will apply for all ministerial requests:

o 15 working days: routine ministerial correspondence (Draft replies,
Coordinated Draft replies and Requests for Advice is generally required to
be returned to the Minister’s office within 15 days

o 10 working days: where correspondence originates from a Government
Member of Parliament or the issue is particularly urgent, it is marked  urgent’
and required within 1.0 working days.

o 5 working days: where the correspondence originates from the Premier, a
Minister or the issue is particularly urgent, it is marked  urgent  and required
within five working days.

Extensions

If it is clear that the Minister’s office’s deadline cannot be met, MPS will contact
the relevant Policy Adviser (with a cc to the Executive Officer) in the Minister’s
office explaining the reasons for the delay and suggesting a revised deadline.
The Policy Adviser will reply to the Executive Officer granting, or otherwise, the
extension.
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Interim Responses

All ministerial correspondence will be answered within the timeframes outlined
above. However if it is evident that the deadline cannot be met and there may be
a significant delay, a brief interim response may be requested by the
Ministerial Office to be provided so that the  inisterial office can write to the
correspondent advising the matter is complex and will take further preparation
time for a full response.

Re uests to Close Records

Requests to close records, other than those processed through the normal
channels, will be coordinated through the MRS unit to the Minister s Policy
Adviser and cc to the Minister s Executive Officer for approval.

¦ Matters relat ng to the drafting of legislation

A drafting officer will be nominated for each piece of legislation and this officer
will be responsible for dealing with all matters associated with the legislation and
for keeping the relevant officers at the Minister’s office and Director General
informed of developments.

* Requirements involving the department in committing resources (beyond
the normal functions and duties of the department officers)

All such requests will be directed in writing to the Director General. If this is not
possible, the Director General will be informed as soon as practical.

¦ Significant and/or Contentious Issues

The Director General will ensure that the Minister is thoroughly informed on all
significant and/or contentious issues and, in particular, on any pending or likely
adverse findings by regulatory bodies.

3. DEPARTMENT COMMUNICATIONS TO THE MINISTER S OFFICE

¦ Communications from the department to the Office of the Minister

Routine communications will be directed through the Minister’s relevant
Policy Adviser, Non-routine communications should be directed through the
Minister’s Chief of Staff, or other officer nominated by the Minister or the
Chief of Staff. All emails are to be cc’d to the MPS mailbox
dolmps@lands.wa.gov.au.

Page 4 of 5



¦ Meetings with the Minister

Formal meetings with the Minister will occur on a regular basis as scheduled with
the Minister s Appointment Secretary and the Director General s Executive
Assistant.

Requests for other meetings are to be directed to MRS via
dolmps@lands.wa.gov.au who will liaise with the Minister’s Appointment
Secretary. This request should be supported by a briefing note to the Minister.

¦ Communications from another Minister s Office to the department

All communication between another Minister, Members of Parliament, the
Premier or their staff and the department should be directed through the
Minister’s office.

¦ Direct contact by members of Parliament and electorate office personnel

From time to time the department may be contacted directly by a Member of
Parliament or an electorate office staff member seeking information.
Such enquiries will be directed to the Minister’s Policy Adviser in the first
instance for consideration.

MPS will liaise with the Minister’s Policy Adviser to seek direction on a response.

4. ALTERATION OF AGREEMENT

This agreement may be altered by agreement between the Minister and the
Director General.

5. RESOLUTION PROCEDURE

¦ Resolution procedure for a breach of these arrangements

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

COLIN SLATTERY
DIRECTOR GENERAL
DEPARTf \NDS

HON RITA SAFFIOTI MLA

Date:

MINIS

Date:
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ARRANGEMENTS FOR COMMU ICATIONS AND DEALINGS BETWEEN
STAFF OF THE OFFICE OF THE  I STER FOR LANDS AND

E PLOYEES OF LANDGATE

Communications from the Office of the  inister to Landgate

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

e Routine requests fo  information or res arch

These will normally be directed through the Chief Executive or the
Ministerial Liaison Officer.

This arrangement does not restrict Ministerial officers from dealing
directly with Landgate officers when it is e pedient to do so.

The Landgate officer must inform the Ministerial Liaison Officer of such
requests in a timely manner,

® Arranging a meeting with r levant Landgate employees and
equesting thei  attendanc 

All matters of a strategic nature must be referred to the Chief
Executive, the Ministerial Liaison Officer or the Chief Executive s
nominee, who will report to the Chief Executive or nominated officer.

Requests for a member of the Board to attend meetings should be made
to the Chief Executive through the Ministerial Liaison Officer.

» Matters relating to the drafting of legislation

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 keepin  the Chief Executive, or her nominee
informed of developments.

« Requests fo  briefing notes

All requests should be made through the Ministerial Liaison Officer. If
this officer is not available, the senior officer approached should inform
the Chief Executive or Ministerial Liaison Officer of the request.and
subsequent action as soon as practicable. Wherever practicable, the
relevant authorised Landgate officer should sign off the briefing note.



« Requirements involving Landgate in committing  esources
(beyond the normal functions and duti s of Landgate s
officers)

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

Communications from Landgate to the Office of the Minister

Generally, communication should occur through the Chief Executive or
the Ministerial Liaison Officer.

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

For all communications of a 'strategic  policy nature where Landgate
has provided a response, it should be specified whether the Chief
Executive or nominated officer has approved the response before it
was sent from Landgate,

Communications from Lan gate to the Office of a Ministe 
responsible for another portfolio

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

Members of Parliament

From time to time the Minister may appoint Members of Parliament to
oversee Lan gate projects and/or committees. For the purpose of
these arrangements the  embers of Parliament will be regarded as
Ministerial officers.

Cabinet matters

All submissions for consideration by Cabinet must be directed through
the Office of the Minister.
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Resolution procedure for a breach of these arrangements

In the first instance, the Minister or her Chief of Staff and Landgate s
Chief Executive or the Ministerial Liaison Officer will discuss the breach
and decide on any further action.

Directions by staff of the Office of the Minister, to employees of
Landgate, by the Ministe , on the manner in which they a e to
pe fo m their duties

Staff of the Office of the Minister should not, other than with the
agreement of the Chief Executive, direct an employee of Landgate in
relation to the manner in which that employee is to perform their duties.

ministert0rt a:nds
Jo ft ant
CHIEF EXECUTIVE
LANDGATE
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STAFF OF THE OFFICE OF THE MINSTER FOR PLANNING AND
EMPLOYEES OF THE METROPOLITAN REDEVELOPMENT AUTHORITY

Communications from the Office of the Minister to the Metropolitan
Redevelopment Authority

All requirements should be for, and on behalf of, the Minister in relation to
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 a meeting with relevant Metropolitan Redevelopment
Authority employees and requesting their attendance

All matters of a strategic nature must be referred to the Chief Executive
Officer or nominated officer. For other matters, the appropriate
delegated employees 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 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 officer
approached should inform the Chief Executive Officer or nominated
officer of the request and subsequent action as soon as practicable.
Wherever practicable, the relevant authorised departmental officer
should sign off the briefing note.

• 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 Chief Executive Officer. If
this is not possibl , the Chief Executive Officer must be informed as
soon as practicable. The request should be put in writing.

Communications from the Metropolitan Redevelopment Authority to
the Office of the Minister

Generally, communication should occur through the Chief Executive
Officer or nominated officer.

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
Metropolitan Redevelopment Authority has provided a response, it
should be specified whether the Chief Executive Officer or nominated
officer has approved the response before it was sent from the
Metropolitan Redevelopment Authority.

Communications from the Metropolitan Redevelopment Authority 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 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 employees of the
Metropolitan Redevelopment Authority, by the  inister, on the
manner in which they are to perform their duties

Staff of the Office of the Minister should not, otherwise than with the
agreement of the Chief Executive Officer, direct an employee of the
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Metropolitan Redevelopment Authority in relation  o the manner in
which that employee is to perform their duties.

MINISTER for PLANNING

Date:

Kieran Kinsella
CHIEF EXECUTIVE OFFICER

Date: /  tci-  c o <3Cy
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ARRANGEMENTS FOR CO MUNICATIONS AND DEALINGS BETWEEN STAFF
OF THE OFFICE OF THE MINSTER FOR TRANSPORT AND EMPLOYEES OF

THE DEPART ENT OF TRANSPORT

1. Communications fro  the Office of the Minister for Transport to the
Department of Transport

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

2. Routine requests for information or research

Routine requests from ministerial officers are to be directed to either of the
following officers of the Department of Transport (DoT):

• the Ministerial Liaison Officers nominated by the Director General;
• Managing Director, Policy, Planning and Investment;
• Managing Director, Transport Services;
• Director, Office of the Director General;
• General Manager or Executive Director of the area concerned; or
• in the case of media related enquiries, to DoT s Manager Communications.

The DoT officer will bear any responsibility to inform the Director General of
such requests.

3. Arranging a meeting with relevant Department of Transport employees and
requesting their attendance

All matters of a strategic nature must be referred to either of the Managing
Directors; Director, Office of the Director General; or the Ministerial and
Government Business branch. For other matters, the appropriate delegated
employees may be approached direct.

4. Matters relating to the drafting of legislation

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 relevant Managing Director informed of developments.

5. Requests for briefing n o tes

All requests for briefing notes are coordinated through the Ministerial and
Government Business branch. Wherever practicable, the relevant Managing
Director or Director General should sign off the briefing note.



6. Requirements involving the Department of Transport in committing
resources (beyond the normal functions and duties of the department s
officers)

All such requests should be made in writing and directed to the relevant
Managing Director or the Director, Office of the Director General. Verbal requests
are to be supported by written confirmation within three working days of a request
being made.

7. Communications from the Department of Transport to the Office of the
Minister for Transport

Generally, communication should occur through DoT s Ministerial Liaison
Officers; relevant Managing Director; Director, Office of the Director General, or in
the case of media related enquiries, to DoT s Communication Branch and 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 department has
provided a response, it should be specified whether the relevant Managing
Director, Director General or nominated officer has approved the response before
it was sent from DoT.

8. Communications from the Department of Transport to the Office of a
Minister responsible for another portfolio

The Office of the Minister for Transport is to be informed of such communications
where the Director General, relevant Managing Director or Director, Office of the
Director General considers the matter is such that there is a  need to know’ by the
Office of the Minister for the Transport.

9. Cabinet matters

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

Where DoT is developing submissions in conjunction with other agencies, agency
interaction between senior officers is appropriate, provided high degrees of
discretion and confidentiality are maintained.

10. Directions by staff of the Office of the Minister for Transport, to employees
of the Department of Transport, by the Minister, on the manner in which
they are to perform their duties

Staff of the Office of the Minister for Transport should not, otherwise than with the
agreement of the Director General or relevant Managing Director direct an
employee of DoT in relation to the manner in which that employee is to perform
their duties.



11.Parliamentaiy Secretary and Members of Parliament

From time to time, the Minister may appoint Members of Parliament to oversee
Transport projects and/or committees. For the purpose of these arrangements,
the Parliamentary Secretary to the Minister; and Members of Parliament
appointed to oversee Transport matters, will be regarded as ministerial officers.

12. Communications from the Department of Transport to Members of
Parliament and Local Government

12.1 Members of Parliament
All written communications between DoT and Members of Parliament are to be
transmitted through the Minister s office. All briefings by DoT to Members of
Parliament are to be conducted with a ministerial officer present, unless the
Minister or the Minister s Chief of Staff agrees otherwise.

12.2 Local Government
In issues involving a local authority considered by DoT to be a matter of
significance, DoT shall include the Minister's office in meetings and if requested
by the Minister’s office, issue correspondence on the matter through the Minister’s
office. On routine matters, DoT may correspond with and meet directly with
representatives of local authorities.

13. Agency Place ents

A DoT officer placed in the Minister’s office to provide an agency viewpoint on a
specified range of issues remains under the direction of the relevant Managing
Director or Director, Office of the Director General but at the day to day direction
of the Minister consistent with the requirements of DoT.

The person's salary will be met by DoT during this period.

14. Resolution procedure fora breach of these arrangements

The Director General and the Minister shall discuss any complaint concerning any
alleged failure to comply with these arrangements in order to resolve any such
complaint and clarify the scope and application of the arrangement to any future
matter of the type and/or subject of the complaint.

Hon Rita Saffioti MLA
MINISTER FOR TRANSPORT

Richard Sellers
DIRECTOR GENERAL


