
COMMUNICATION AGREEMENT
BETWEEN THE

OFFICE OF THE MINISTER FOR VETERANS ISSUES; YOUTH
AND

THE DEPARTMENT OF LOCAL GOVERNMENT AND COMMUNITIES

1. BASIS FOR COMMUNICATION

This arrangement formalises the manner and circumstances in which communications are to
be had between ministerial officers assisting the Minister and employees of the
Department of Local Government and Communities (hereafter called the Department).

This arrangement should be read in conjunction with:

• Administrative Instruction 102 - Official Communications, and

• Public Sector Commissioner s Circular 2009-10 - Communication Arran ements
between Ministers and A encies - s74 of the Public Sector Mana ement 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.

In all communications, the statutory obligations and responsibilities of the relevant parties will
be preserved.

2. MINISTERIAL OFFICE COMMUNICATIONS TO THE DEPARTMENT

• General Principles

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

All communication to and from the Minister s office must be logged and tracked by the
Department’s Ministerial Liaison Coordinator (MLC).

All comments and advice from the Department must be endorsed by the Director General,
and should be deemed non-authorised if not endorsed.
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• Directions to the Department

Ministerial office staff may only direct officers of the Department in a manner consistent
with Section 74(2) of the Public Sector Management Act 1994 - i.e with the agreement
of the employing authority

Any directions by the Minister to a specific Board of Management within the Department
or Minister s portfolio will be given in accordance with the specific Act under which the
Board was established.

• Routine requests for information or research

All matters should be directed through the Director General or staff in the Office of the
Director General in the first instance

Direct telephone or email contact with Departmental staff should not occur, except where
urgent or specialist advice is required, in which case contact can be made with the
Department s relevant Executive Director.

See Attachment 1 for details of approved officers.

In all cases, this contact must be followed up via email to the Director General, copying in
the MLC (ministenals@dlgc wa qov.au).

• Ministerials

Ministerial Correspondence

Requests from the Minister’s office for draft responses to ministerial correspondence
should be sent to the Department via email to ministerials@dlqc.wa gov au or in hard
copy.

Draft responses for the Minister’s signature will be prepared by the Department and
forwarded to the Minister’s office for consideration via email or in hard copy.

A copy of the final correspondence, showing the date it was signed by the Minister, will
be returned to the Department via email

Timeline:

¦ Turnaround time for the Premier - 3 working days following receipt.

¦ Turnaround time for Members of Parliament - 5 working days following receipt

¦ Turnaround time for members of the general public - 10 working days following
receipt.

¦ Or as requested by the Minister’s office.

Briefing Notes

Requests from the Minister’s office for briefing notes should be sent via email to
ministerials@dlqc wa gov au
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Following approval by the Director General, briefing Notes will be returned to the
requesting officer via email, and/or in hard copy if requested

All briefing notes, whether specifically requested or prepared at the Department s
instigation, will be provided to the Minister s office in the agreed format.

Timeline:

¦ As requested by the Minister’s office

Speech Notes

Urgent requests for speech notes and event briefs will be sent to the Department via email
to ministenals@dlgc wa  ov au. Speech notes and event briefs will be prepared by
Departmental staff and emailed to the Minister’s Appointments Secretary in the agreed
format following approval by the Director General

Timeline:

¦ As requested by the  inister’s office.

Parliamentar  Questions

Requests for draft responses to Parliamentary Questions will be emailed to
ministerials@dlqc.wa.qov au via the Parliamentary Questions System, with responses
prepared and returned following approval by the Director General.

• Media enquiries

Requests for draft media responses are to be directed to the MLC in the first instance,
though direct contact between the Minister’s Media Adviser and the Department’s
Manager, Corporate Communications is allowed.

All draft responses are to be approved by the Director General then emailed to the
Minister’s office

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

All meeting requests must be referred to the Director General or the Director, Office of the
Director General.

• Matters relating 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 Ministerial officer and Director General informed of developments.

• Significant and/or contentious issues

The Director General will ensure that the Minister is thoroughly informed of all significant
and/or contentious issues, in particular any pending or likely adverse findings by
regulatory bodies.
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• Requirements involving the Department in committing resources (beyond the
normal functions and duties of the Department s officers)

All such requests are to be directed to the Director General in writing.

3. DEPARTMENTAL COMMUNICATIONS TO THE MINISTERIAL OFFICE

• General Principles

All communication to and from the Minister s office must be logged and tracked by the
Department s Ministerial Liaison Coordinator (MIC).

All comments and advice from the Department must be endorsed by the Director General,
and should be deemed non-authonsed if not endorsed.

• Formal meetings with the Minister

Formal meetings between the Director General and the Minister will occur on a regular
basis, as scheduled with the Minister’s Appointments Secretary.

• Communications from Department to office of a Minister responsible for another
portfolio

With the exception of the Ministers relevant to the Department’s other portfolio areas,
contact with other Ministerial offices should be avoided where possible.

Enquiries related to the Veterans Issues and Youth portfolios should be directed through
the Minister’s office

• Communications between the Department and Members of Parliament

All communications with Members of Parliament must be directed through the Minister’s
office in the first instance.

All approaches for Ministerial visits by other State or Commonwealth Ministers, or by
members of the Agency to a State or Commonwealth Minister’s office, will be
co-ordinated through the Minister’s Policy Adviser.

• Cabinet matters

All submissions for consideration by Cabinet must be directed through the Minister’s office
and approved by the Director General or other officer nominated by the Director General.

The formal timeframes required by Cabinet Services, and those required by the Minister’s
office are to be considered when preparing Cabinet documents

• Media

Any media enquiries made directly to the Department should be discussed in the first
instance with the Minister’s Media Adviser
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Departmental responses must be approved by the Director General, and should be
provided to the Minister s office for noting.

4. 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
any breach of this arrangement and decide on the appropriate action

HON PETER TINLEY MLA
MINISTER FOR VETERANS ISSUES;
YOUTH  

JENNIFER MATHEWS
DIRECTOR GENERAL

Date: Date.
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ARRANGEMENTS FOR CO MUNICATIONS AND DEALINGS BETWEEN
STAFF OF THE OFFICE OF THE MINISTER FOR VETERANS ISSUES AND

STAFF OF THE DEPARTMENT OF THE PREMIER AND CABINET

Communications from the Office of the Minister for Veterans Issues to the
Department of the Premier and Cabinet

All requirements should be for, and on behalf of the Minister in relation to his
responsibilities as Minister for Veterans Issues 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 Director General or nominated
officer

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

All matters of a strategic nature must be referred to the Director General or
nominated officer For other matters, the appropriate delegated staff may be
approached directly

• 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 Director General informed of developments

• Requests for briefing notes

All requests should be made through the Director General or nominated officer.
If these officers are not available, the senior officer approached should inform
the Director General 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 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 the Premier and Cabinet to the
Office of the Minister for Veterans Issues

Generally, communication should occur through the Director General or nominated
officer.
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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 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 relating to Veterans Issues from the Department of the
Premier and Cabinet to the Office of a Minister responsible for another
portfolio

The Office of the Minister for Veterans Issues is to be informed of such
communications where the Director General considers the matter is such that there
is a ‘need to know’.

> Cabinet Matters

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

*> Resolution procedure for breach of these agreements

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 for Veterans Issues, to staff of
the Department of the Premier and Cabinet, on the manner in which they are
to perform their duties

Staff of the Office of the Minister for Veterans Issues should not, otherwise than with
the agreement of the Director General, direct an employee of the Department in
relation to the manner in which that employee is to perform his/her duties

Hon
MINI

i Peter Tinley
IffTER FOR V

David  imui

Acting Director General
DEPARTMENT OF THE PREMIER
AND CABINET

ISSUES

Date. f s  / /  /  . Date.
1 1 APR 2017
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Government of Western  ustralia
Housing Authority

Office of the Director General

©F MMCi DOO S
To Affordable Housing

ARRANGEMENTS FOR COMMUNICATIONS AND DEALINGS BETWEEN

MINISTER FOR HOUSING AND MINISTER S OFFICE
and

HOUSING AUTHORITY/DEPARTMENT OF HOUSING AND KEYSTART

1 BASIS FOR COMMUNICATION

This agreement is made in accordance with section 74 of the Public Sector
Management Act 1994 and guidelines of the Department of the Premier and
Cabinet

The agreement concerns the circumstances and manner in which
communications (both written and verbal) and any dealings between ministerial
staff supporting the Minister for Housing and employees of the Housing Authority
will occur. The intention of this agreement is to ensure that statutory obligations
and responsibilities are preserved, lines of accountability and responsibility are
clear, and timely, high quality services are provided to the Office of the Minister
for Housing

2 SCOPE OF AGREEMENT

Via appointments made under the Public Sector Management Act 1994, the
positions of Chief Executive Officer (CEO) of the Housing Authority and the
Director General of the Department of Housing are held by the same person For
the purposes of this agreement, the Housing Authority and the Department of
Housing are considered to be one and the same entity and employing authority

This arrangement operates in the context of provisions in the Housing Act 1980,
including the ability of the Minister to give directions to the Housing Authority
(section 11 A) and have access to information in the possession of the Authority
(section 11B)

The agreement extends to include communications and dealings between staff in
the Office of the Minister for Housing and employees of Keystart

3 BASIS OF REQUESTS

In all such communications and dealings, the authority of ministerial office staff is
limited to actions for and on behalf of the Minister in relation to his portfolio
responsibilities

Should this not be the case (e.g. if the request relates to the work of a ministerial
office employee or another Minister), the ministerial officer must expressly make
this clear at the time of the request.

99 Plain Street East Perth Western Australia 6004
Private Bag 22 East Perth Western Australia 6892

Telephone (08) 9222 4666 TTY (08) 9476 2446 Facsimile (08) 9221 1627
www housing.wa gov.au

wa  ov au

DHW017-0915



4 DIRECTIONS BY MINISTERIAL OFFICE STAFF TO HOUSING EMPLOYEES

Section 74 states that a ministerial officer shall not instruct agency employees on
how to carry out their functions, other than with the agreement of the employing
authority

In exceptional circumstances where it appears desirable that ministerial office staff
give direction to a Housing Authority officer, this will require written agreement of
the CEO

Any concerns regarding the performance of Housing Authority staff are to be
related to the CEO or the CEO s nominees in writing, giving details of concerns

5 MINISTERIAL OFFICE COMMUNICATIONS TO THE HOUSING AUTHORITY

Communication requirements should be categorised and dealt with as follows'

i. Routine Requests for Information

Routine requests for information are to be directed through the CEO or the
CEO’s nominees

Specific requests for routine operational information relating to a tenancy or
application for public housing may also be directed through the Manager
Ministerial Liaison, Service Delivery.

ii. Meetings and Attendance of Agency Staff at Meetings

Requests by ministerial office staff for Housing Authority staff to attend
meetings organised by the Minister’s office are to be made through the CEO
or the CEO’s nominees Departmental attendance at such meetings is at the
discretion of the CEO Any record of agreed actions from such meetings needs
to be endorsed by the Chief of Staff and the CEO or the CEO’s nominees

iii. Ministerial Correspondence

Ministerial correspondence includes-

• correspondence from the Minister’s office requiring response
• requests for briefing notes and speech notes
• responses to parliamentary questions
• comments on Cabinet submissions
• submissions to Parliament

All correspondence must be conveyed through the CEO or the CEO’s
nominees

The following due dates will apply for mimsterials'

• correspondence for Members of Parliament: 10 working days following
receipt
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• correspondence for members of the general public 15 working days
following receipt

• correspondence for Premier s response three working days following
receipt (these will be sent via email)

• briefing and speech notes turnaround time as requested by the Minister s
office

• other ministerial correspondence turnaround time as requested by the
Minister’s office

Shorter due dates will be agreed upon where the information is required
urgently

iv. Requests for Information, Advice or Research

The Minister is entitled to receive full, accurate, consistent and timely
information and advice on matters relevant to the Housing Authority. Requests
for information, advice, research or comment are to go through the CEO or the
CEO’s nominees The Housing Authority will log and record the requests and
responses

v. Urgent Requests by Email or Telephone

It is recognised that urgent requests from the Minister’s office will occur from
time to time Under these circumstances, only staff from the Office of the
Director General and those senior officers included on the contact list attached
to this agreement shall be approached by ministerial office staff either by
telephone or email The senior officer will provide the information to the
Minister’s office, confirming the advice, including verbal advice, via email with
a copy to the CEO’s nominee

In an emergency situation ministerial office staff may need to contact an officer
not on the attached list In that situation the officer must advise the CEO’s
nominee as soon as practicable

vi. Cabinet matters

All communications relating to matters requiring consideration or approval by
Cabinet or a committee of Cabinet must be directed through the CEO or the
CEO’s nominees and the Minister’s office prior to submission to Cabinet or a
committee of Cabinet.

Where the Housing Authority is developing a submission in conjunction with
other agencies, interaction between senior agency officers is appropriate,
provided high degrees of confidentiality and discretion are maintained

The transmittal log should be attached to all Cabinet documents at the point of
initiation and signed when passed between officers and/or offices in
accordance with the accepted practice and guidelines All Cabinet papers are
to be transferred under confidential cover
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vii. Matters Relating to Drafting Legislation

All matters relating to the development of legislation must be directed through
the CEO or the CEO s nominees.

viii. Communications from the Housing Authority to the Minister s Office

It is the CEO s responsibility to specify how this will occur

All communications should specify whether the CEO endorses the response.
It is the responsibility of the officer making the communication to ensure that
the CEO is consulted on contentious or sensitive matters and the CEO or
CEO’s nominees are aware of the response provided. As a matter of general
principle, all communications not signed off by the CEO should be approved
by a member of the Corporate Executive or other specified officers.

ix. Communication from the Housing Authority to Another Minister’s
Portfolio

All communications between the Housing Authority and another Minister’s
office will be answered direct through the Office of the Minister for Housing.

Communications between the Minister’s office and an agency within another
Minister’s portfolio should be directed back through the minister’s office

x. Communications Between the Housing Authority and Members of
Parliament

This agreement recognises that the Housing Authority receives through its
branch and regional offices a high frequency and volume of enquires from
Members of Parliament or their electorate staff concerning the provision of
housing to constituents in a Member’s electorate.

Senior officers within a branch or regional office have the discretion to
communicate directly with a Member or their electorate staff regarding routine
and low-level operational matters relating to the provision of housing to a
constituent in the Member’s electorate. Other requests for communication from
a Member to a branch or regional office are to be referred to the Office of the
Director General.

Details of communications of a sensitive nature and/or that do not concern
routine and low-level operational matters relating to the provision of housing to
a constituent in the Member’s electorate will be provided to the Minister’s office
via the Office of the Director General.

Housing Authority officers are to advise the Office of the Director General in
advance regarding any organised visits to regional offices by Members of
Parliament and/or requests for briefings All briefings are to be conducted with
a Ministerial officer present, unless the Minister or Minister’s Chief of Staff
agrees otherwise

4



All written communications between the Housing Authority and Members of
Parliament that do not concern routine or low-level operational matters relating
to the provision of housing to a constituent in the Member s electorate are to
be conveyed through the Minister s office unless the Minister or the Minister s
Chief of Staff agrees otherwise,

xi. Requests Involving Significant Commitment of Resources

Requests involving the commitment of resources beyond the normal functions
and duties of the Housing Authority are to be made in writing to the CEO or
the CEO’s nominees.

Written advice to the Minister’s office on such matters shall be through the
CEO

6 Media

All communications between the Housing Authority and the media are the
responsibility of the CEO or officers authorised under the Housing Authority’s
Media Policy

The Housing Authority’s Media Liaison Unit will notify the Ministerial Media
Adviser of inwards contact from the media and keep the Ministerial Media Adviser
informed of any proactive matters initiated by the Housing Authority The
Ministerial Media Adviser may consult the Media Liaison Unit as to how to deal
with a media enquiry.

The Media Liaison Unit will inform the Ministerial Media Adviser of any comment
or material, as approved by the CEO or authorised officers, prior to it being issued
to a media outlet

The Ministerial Media Adviser may, through the Media Liaison Unit, request the
Housing Authority prepare a draft media response for a media enquiry received
by the Minister’s office and for use by the Minister

The CEO or CEO’s nominees can authorise media liaison and communications
officers to liaise with ministerial staff on issues relating to media activity

The Media Liaison Unit will ensure that the CEO’s nominees are kept informed of
all incoming media related enquiries and relevant developments

7 Placements/Secondments

A Housing Authority officer who is placed in the Minister’s office to provide an
agency viewpoint on a specified range of issues remains under the direction of
the CEO.

A Housing Authority officer who is seconded to the Minister’s office is, for the
period of the secondment, under the direction of the Minister.
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8 Resolution Procedure for a Breach of Guidelines

The CEO or the CEO s nominees should discuss the breach with the Minister or
the Minister s Chief of Staff (or vice-versa, if appropriate) in order to resolve the
situation.

HON PET R Ti L V AM LA
minister for housing

/2017

fi

PAUL WHYTE
A/CHIEF EXECUTIVE OFFICER,
HOUSING AUTHORITY

l *4 /2017
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