
COMMUNICATION AGREEME T
BETWEE  THE

OFFICE OF THE MINISTER FOR LOCAL GOVERNMENT
AND

THE DEPART ENT OF LOCAL GOVERNMENT AND CO  UNITIES

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 Arrangements
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 MIC (ministerials@dlqc.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.qov.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 Members of Parliament - 5 working days following receipt.

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

¦ Or as requested by the Minister’s office.

Briefin  Notes

Requests from the Minister’s office for briefing notes should be sent via email to
ministerials@dlgc. wa.qov.au.

Following approval by the Director General, briefing Notes will be returned to the
requesting officer via email, and/or in hard copy if requested.
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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 b  the Minister’s office.

Speech Notes

Urgent requests for speech notes and event briefs will be sent to the Department via email
to ministerials@dlgc.wa.qov.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 MIC in the first instance,
though direct contact between the  inister’s Media Adviser and the Department’s

anager, 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.



• 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.

DEPARTMENTAL COMMU ICATIO S 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-authorised 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 Local Government portfolio 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  inister’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.



Departmental responses must be approved by the Director General, and should be
provided to the Minister s office for noting.

4.  ESOLUTION 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 DAVID TEMPLEMAN J A
IN TER FOR LOCAL G  ERN ENT

JENNIFER MATHEWS
DIRECTOR GENERAL

s,rr v. .. .   V'. .

le: [...... Date: 



COMMUNICATION  GREE E T

BETWEE  THE MINISTER FOR CULTURE A D THE ARTS

A D THE

DEPARTME T OF CULTURE A D THE ARTS

EFFECTIVE FRO  24 APRIL 2017

CORE PRINCIPLES

An essential principle of the Westminster system of Parliament is the separation of
powers and clear lines of accountability and responsibility. The communication
agreement supports this premise as well as being a requirement of the Public Sector
Management Act 1994.

The communication agreement describes roles and processes to be followed by both
the Minister s office and the agency. The key elements and considerations include:

• All communication to and from the Minister’s office must be logged and
tracked by the agency’s Ministerial Liaison Officer (MLO).

• All comments and advice from the agency must be signed by the agency’s
Chief Executive Officer.

• If the Minister’s office contacts an officer of the agency direct for verbal
specialist  advice, this must be followed up by an official file note, which

should be endorsed by the Chief Executive Officer. It should be noted that
such direct contact should only be made because of the specialist nature of
the request and urgency of needing the information.

• In responding to urgent requests from the Minister’s office, any comments or
information provided is deemed non-authorised unless approved by the
agency’s Chief Executive Officer.

Definitions

Agency Refers to the Department of Culture and the Arts (DCA)

Chief Executive
Officer

Refers to the Director General of the DCA

Culture and
Arts portfolio

Refers to the Art Gallery of Western Australia; Perth Theatre
Trust; Screenwest; State Library of Western Australia; Western
Australian Museum; State Records Office as a division of the
DCA; and the DCA.

Ministerial
Liaison Officer

Refers to the officer authorised by the agency’s Chief Executive
Officer to be responsible for Ministerial liaison duties.

Media Liaison
Officer

Refers to the officer authorised by the agency’s Chief Executive
Officer to liaise with the media.



1. BASIS FOR COMMUNICATION

In accordance with Section 74 of the Public Sector Management Act 1994, the
following arrangements will apply in regard to the circumstances and manner in
which communications and dealings occur between Ministerial officers and
employees of the agency.

This Agreement seeks to ensure:
• Quality service to the Minister s office;
• Accuracy in written and verbal communications and Ministerial

correspondence;
Efficient monitoring and tracking of Ministerial requests and issues; and
Timeliness in delivery of Parliamentary and Ministerial related services.

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

2.  I ISTERI L OFFICE CO  U ICATIONS TO THE AGE CY

2.1 Routine requests for information or research

These will be requested directly via email, from the Minister s office to the MLO
of the agency to log, track and coordinate a response. The Minister’s office will
provide the MLO with a due date for the response.

2.2 Media requests

All routine communications will occur between the Minister’s office and the
agency’s MLO.

Communications relating to media enquiries or media announcements will be
made directly to the agency’s authorised Media Liaison Officer via the Minister’s
Media Advisor. The DCA’s MLO is to be informed of this communication via
email.

2.3 Arranging a meeting with relevant agency staff (and requesting their
attendance)

All requests will be referred to the Chief Executive Officer or other officer
nominated by the Chief Executive Officer of the agency via the MLO.

2.4 Directions to the agency

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



2.5 Ministerial requests

Ministerials will be approved as follows:

Approved by a ency Chief Executive Officer:

• Briefing notes (requested and agency generated) that are event or meeting
related;

• Invitations to agency meetings or events;
• Speech notes (including the event brief and order of proceedings);
• Media statements; and
• Forewords for programs or catalogues.
• Briefing notes (requested or agency generated) that are not event or

meeting related;
• Draft correspondence requested by the Minister s office;
• International travel proposals for staff that are representing their agency;
• Leave requests for Chief Executive Officer and direction to act forms;
• Parliamentary questions; and
• Cabinet, and Expenditure Review Committee submissions, including

related communications such as Cabinet Comments.

Any Ministerial requests that fall under Approved by a ency Chief Executive
Officer, will be electronically sent directly from the Minister s office to the
agency’s MLO via email. All hard copy Ministerial requests will continue to be
sent to the agency’s MLO.

The agency should prepare the Ministerial on the relevant Ministerial template(s)
and obtain the Director General’s co-signature. The DCA MLO will then forward
the signed documents to the Minister’s office for consideration, along with an
emailed e-copy of the documentation. A hard copy of the final correspondence,
showing the date it was signed by the Minister, will be returned to the agency’s
MLO for filing.

Timelines

The following timelines will apply for:
o Ministerial correspondence - turnaround time for Members of Parliament

will be 5 working days and for members of the general public will be 10
working days following receipt of request;

o Briefing notes - within the timeframe stated in the request;
o Speech notes - within the timeframe stated in the request; and
o Media enquiries - turnaround time as advised by the Minister’s Media

Advisor.

2.6 Significant and/or contentious issues

The agency’s Chief Executive Officer has a responsibility to ensure that the
Minister is advised of significant and/or contentious issues.



2.7 Matters relating to the drafting of legislation

A DCA 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 officers and Chief Executive
Officer informed of developments.

3. AGENCY CO  U ICATIO S TO THE  I ISTERIAL OFFICE

3.1 Communications from the agency

All routine communications will occur between the  inister s office and the
agency’s MLO.

Communications relating to media enquiries or media announcements will be
made directly to the Minister’s Media Advisor, by the agency’s authorised Media
Liaison Officer. The DCA’s MLO is to be informed of any communication via
email.

3.2 Communications from the agency to another Minister s Office

It is Government protocol that communication occurs between one Minister’s
office and other Ministers’ offices. Any matter involving another Minister’s office
must be communicated through to the office of the Minister for Culture and the
Arts.

All approaches for visits by other State or Federal Ministers will be coordinated
through the Minister’s Policy Advisor and Executive Officer to the agency’s MLO.

Extending invitations to State and Federal Ministers will be coordinated through
the Minister’s Policy Advisor and Executive Officer with liaison with the agency’s
MLO.

3.3 Briefings for Members of Parliament (including Opposition Members)

Under normal circumstances Members of Parliament will approach Ministerial
Offices seeking a briefing on specific issues. If referred to the agency, the
agency will respond to such requests as directed by the Minister’s Office.

There may also be occasions where, through other mechanisms e.g. award
functions, community briefings, where a Member of Parliament (or
representative) may seek further information on an issue by way of a briefing.
On these occasions, such requests will be referred to the Minister’s office for
direction prior to the agency making any commitment to provide a briefing.

3.4 Cabinet matters

All matters for consideration by Cabinet will be directed through the Minister’s
Office via the MLO. Submissions are to be approved by the agency’s Chief
Executive Officer.



The MLO will then forward the signed Cabinet submission to the Minister s office.
Draft submissions are to be lodged for the Minister’s consideration at least 10
working days in advance of the deadline associated with Cabinet meetings’ 10
day rule (i.e. 20 working days prior to the date of the Cabinet meeting).

The outcomes of Cabinet decisions are confidential and are not to be disclosed
outside of the Culture and Arts portfolio until the information is released by the
Minister.

3.5 Formal meetings with the Minister

Formal meetings with the Minister will occur as scheduled by the Minister’s
Appointments Secretary. Agendas will be discussed with the Minister’s relevant
Policy Advisor prior to finalisation.

3.6 Authorised staff

A list of authorised agency staff is attached to this Agreement (Attachment A).

4. RESOLUTION PROCEDURE

4.1 Resolution procedure for breach of these arrangements

In the first instance, the Chief of Staff and the agency’s Chief Executive Officer

Date:



CO  UNICATION AGREE ENT

BETWEE  THE  I ISTER FOR CULTURE AND THE ARTS

AND THE

ART GALLERY OF WESTERN AUSTRALIA

EFFECTIVE FROM 24 APRIL 2017

CORE PRINCIPLES

An essential principle of the Westminster system of Parliament is the separation of
powers and clear lines of accountability and responsibility. The communication
agreement supports this premise as well as being a requirement of the Public Sector
Management Act 1994.

The communication agreement describes roles and processes to be followed by both
the Minister s office and the agency. The key elements and considerations include:

• All communication to and from the  inister’s office must be logged and
tracked by the agency’s Executive Assistant.

• All comments and advice from the agency must be signed by the agency’s
Chief Executive Officer.

• If the Minister’s office contacts an officer of the agency direct for verbal
specialist  advice, this must be followed up by an official file note, which
should be endorsed by the Chief Executive Officer and copied to the
Department of Culture and the Arts (DCA) Ministerial Liaison Officer (MLO). It
should be noted that such direct contact should only be made because of the
specialist nature of the request and urgency of needing the information.

• In responding to urgent requests from the Minister’s office, any comments or
information provided is deemed non-authorised unless approved by the
agency’s Chief Executive Officer.

Definitions

Agency Refers to the Art Gallery of Western Australia

Chief Executive
Officer

Refers to the Director of the Art Gallery of Western Australia

Culture and
Arts portfolio

Refers to the Art Gallery of Western Australia; Perth Theatre
Trust; Screenwest; State Library of Western Australia; Western
Australian Museum; State Records Office as a division of the
DCA; and the DCA.

Executive
Assistant

Refers to the officer authorised by the agency’s Chief Executive
Officer to be responsible for Ministerial liaison duties.

Media Liaison
Officer

Refers to the officer authorised by the agency’s Chief Executive
Officer to liaise with the media.



1. BASIS FOR COMMUNIC TION

In accordance with Section 74 of the Public Sector Management Act 1994, the
following arrangements will apply in regard to the circumstances and manner in
which communications and dealings occur between Ministerial officers and
employees of the agency.

This Agreement seeks to ensure:
• Quality service to the Minister s office;
• Accuracy in written and verbal communications and Ministerial

correspondence;
• Efficient monitoring and tracking of Ministerial requests and issues; and
• Timeliness in delivery of Parliamentary and Ministerial related services.

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

2.  I ISTERIAL OFFICE CO  U ICATIO S TO THE AGE CY

2.1 Routine requests for information or research

These will be requested directly via email, from the Minister s office to the
Executive Assistant of the agency to log, track and coordinate a response. The
Minister’s office will provide the Executive Assistant with a due date for the
response. The DCA’s MLO is to be informed of this communication via email.

2.2 Media requests

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of this
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the agency’s authorised Media Liaison Officer via the Minister’s
Media Advisor. The DCA’s MLO is to be informed of this communication via
email.

2.3 Arranging a meeting with relevant agency staff (and requesting their
attendance)

All requests will be referred to the Chief Executive Officer or other officer
nominated by the Chief Executive Officer of the agency via the Executive
Assistant.

2.4 Directions to the agency

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



2.5 Ministerial requests

Ministerials will be approved as follows:

1. Approved by agency Chief Executive Officer only:
• Briefing notes (requested and agency generated) that are event or meeting

related;
• Invitations to agency meetings or events;
• Speech notes (including the event brief and order of proceedings);
• Media statements; and
• Forewords for programs or catalogues.

2. Approved by the Director General:
• Briefing notes (requested or agency generated) that are not event or

meeting related;
• Draft correspondence requested by the Minister s office;
• International travel proposals for staff that are representing their agency;
• Leave requests for Chief Executive Officer and direction to act forms;
• Parliamentary questions; and
• Cabinet, and Expenditure Review Committee submissions, including

related communications such as Cabinet Comments.

Any Ministerial requests that fail under section 1: Approved by agency Chief
Executive Officer only, will be electronically sent directly from the Minister s office
to the agency’s Executive Assistant via email. The DCA MLO is to be copied into
the email correspondence for information only. All hard copy Ministerial requests
that fall under section 2: Approved by the Director General, will continue to be
sent to the agency’s Executive Assistant via the DCA MLO.

For Ministerials pertaining to section 2, the agency should prepare the Ministerial
on the relevant Ministerial template(s), forward to the DCA MLO to obtain the
Director General’s co-signature. The DCA MLO will then forward the signed
documents to the Minister’s office for consideration, along with an emailed e-
copy of the documentation. A hard copy of the final correspondence, showing
the date it was signed by the Minister, will be returned to the agency’s Executive
Assistant for filing, via the DCA  LO.

Timelines

The following timelines will apply for:
o Ministerial correspondence - turnaround time for Members of Parliament

will be 5 working days and for members of the general public will be 10
working days following receipt of request;

o Briefing notes - within the timeframe stated in the request;
o Speech notes - within the timeframe stated in the request; and
o Media enquiries - turnaround time as advised by the Minister’s Media

Advisor.



2.6 Significant and/or contentious issues

The agency s Chief Executive Officer has a responsibility to ensure that the
Minister is advised of significant and/or contentious issues.

2.7 Matters relating to the drafting of legislation

A DCA 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 officers, Chief Executive
Officer, and DCA Director General informed of developments.

3. AGENCY CO  UNICATIO S TO THE  I ISTERIAL OFFICE

3.1 Communications from the agency

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of any
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the Minister’s Media Advisor, by the agency’s authorised Media
Liaison Officer. The DCA’s MLO is to be informed of any communication via
email.

3.2 Communications from the agency to another Minister s Office

It is Government protocol that communication occurs between one Minister’s
office and other Ministers’ offices. Any matter involving another Minister’s office
must be communicated through to the office of the Minister for Culture and the
Arts. The DCA’s MLO is to be copied in to this communication.

All approaches for visits by other State or Federal Ministers will be coordinated
through the Minister’s Policy Advisor and Executive Officer to the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

Extending invitations to State and Federal Ministers will be coordinated through
the Minister’s Policy Advisor and Executive Officer with liaison with the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

3.3 Briefings for Members of Parliament (including Opposition Members)

Under normal circumstances Members of Parliament will approach Ministerial
Offices seeking a briefing on specific issues. If referred to the agency, the
agency will respond to such requests as directed by the Minister’s Office. The
DCA MLO is to be copied into this communication.

There may also be occasions where, through other mechanisms e.g. award
functions, community briefings, where a Member of Parliament (or
representative) may seek further information on an issue by way of a briefing.



On these occasions, such requests will be referred to the Minister s office for
direction prior to the agency making any commitment to provide a briefing.

3.4 Cabinet matters

All matters for consideration by Cabinet will be directed through the Minister’s
Office via the DCA’s MLO. Submissions are to be approved by the agency’s
Chief Executive Officer and forwarded to the DCA MLO for co-signing by the
DCA Director General. The DCA MLO will then forward the signed Cabinet
submission to the Minister’s office. Draft submissions are to be lodged for the
Minister’s consideration at least 10 working days in advance of the deadline
associated with Cabinet meetings’ 10 day rule (i.e. 20 working days prior to the
date of the Cabinet meeting).

The outcomes of Cabinet decisions are confidential and are not to be disclosed
outside of the Culture and Arts portfolio until the information is released by the
Minister.

3.6 Authorised staff

A list of authorised agency staff is attached to this Agreement (Attachment A).

4. RESOLUTION PROCEDURE

4.1 Resolution procedure for breach of these arrangements

In the first instance, the Chi f of Staff and the agency’s Chief Executive Officer
wjj  discuss/any breach m this arrangement and decide on the appropriate
action. / //

HON DAVID TEMPI  ARBONI
nister fo  cu

AND THE ARTS ART GALLERY OF WESTERN
AUSTRALIA



COMMUNICATION AGREE E T

BETWEE  THE  INISTER FOR CULTURE AND THE ARTS

AND THE

PERTH THEATRE TRUST

EFFECTIVE FRO  24 APRIL 2017

CORE PRINCIPLES

An essential principle of the Westminster system of Parliament is the separation of
powers and clear lines of accountability and responsibility. The communication
agreement supports this premise as well as being a requirement of the Public Sector
Management Act 1994.

The communication agreement describes roles and processes to be followed by both
the Minister s office and the agency. The key elements and considerations include:

• All communication to and from the Minister’s office must be logged and
tracked by the agency’s Executive Assistant.

• All comments and advice from the agency must be signed by the agency’s
Chief Executive Officer.

• If the Minister’s office contacts an officer of the agency direct for verbal
specialist  advice, this must be followed up by an official file note, which

should be endorsed by the Chief Executive Officer and copied to the
Department of Culture and the Arts (DCA) Ministerial Liaison Officer (MLO). It
should be noted that such direct contact should only be made because of the
specialist nature of the request and urgency of needing the information.

• In responding to urgent requests from the Minister’s office, any comments or
information provided is deemed non-authorised unless approved by the
agency’s Chief Executive Officer.

Definitions

Agency Refers to the Perth Theatre Trust

Chief Executive
Officer

Refers to the General Manager of the Perth Theatre Trust

Culture and
Arts portfolio

Refers to the Art Gallery of Western Australia; Perth Theatre
Trust; Screenwest; State Library of Western Australia; Western
Australian Museum; State Records Office as a division of the
DCA; and the DCA.

Executive
Assistant

Refers to the officer authorised by the agency’s Chief Executive
Officer to be responsible for Ministerial liaison duties.

Media Liaison
Officer

Refers to the officer authorised by the agency’s Chief Executive
Officer to liaise with the media.



1. BASIS FOR COMMUNICATION

In accordance with Section 74 of the Public Sector Management Act 1994  the
following arrangements will apply in regard to the circumstances and manner in
which communications and dealings occur between Ministerial officers and
employees of the agency.

This Agreement seeks to ensure:
• Quality service to the Minister s office;
• Accuracy in written and verbal communications and Ministerial

correspondence;
• Efficient monitoring and tracking of Ministerial requests and issues; and
• Timeliness in delivery of Parliamentary and Ministerial related services.

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

2. MINISTERIAL OFFICE COMMUNICATIONS TO THE AGENCY

2.1 Routine requests for information or research

These will be requested directly via email, from the Minister’s office to the
Executive Assistant of the agency to log, track and coordinate a response. The
Minister’s office will provide the Executive Assistant with a due date for the
response. The DCA’s MLO is to be informed of this communication via email.

2.2 Media requests

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of this
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the agency’s authorised Media Liaison Officer via the Minister’s
Media Advisor. The DCA’s MLO is to be informed of this communication via
email.

2.3 Arranging a meeting with relevant agency staff (and requesting their
attendance)

All requests will be referred to the Chief Executive Officer or other officer
nominated by the Chief Executive Officer of the agency via the Executive
Assistant.

2.4 Directions to the agency

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



2.5 Ministerial requests

Ministerials will be approved as follows:

1. Approved by agency Chief Executive Officer only:
• Briefing notes (requested and agency generated) that are event or meeting

related;
• Invitations to agency meetings or events;
• Speech notes (including the event brief and order of proceedings);
• Media statements; and
• Forewords for programs or catalogues.

2. Approved by the Director General:
• Briefing notes (requested or agency generated) that are not event or

meeting related;
• Draft correspondence requested by the Minister s office;
• International travel proposals for staff that are representing their agency;
• Leave requests for Chief Executive Officer and direction to act forms;
• Parliamentary questions; and
• Cabinet, and Expenditure Review Committee submissions, including

related communications such as Cabinet Comments.

Any Ministerial requests that fall under section 1: Approved by agency Chief
Executive Officer only, will be electronically sent directly from the Minister’s office
to the agency’s Executive Assistant via email. The DCA MLO is to be copied into
the email correspondence for information only. All hard copy Ministerial requests
that fall under section 2: Approved by the Director General, will continue to be
sent to the agency’s Executive Assistant via the DCA MLO.

For Ministerials pertaining to section 2, the agency should prepare the Ministerial
on the relevant Ministerial template(s), forward to the DCA MLO to obtain the
Director General’s co-signature. The DCA MLO will then forward the signed
documents to the Minister’s office for consideration, along with an emailed e-
copy of the documentation. A hard copy of the final correspondence, showing
the date it was signed by the Minister, will be returned to the agency’s Executive
Assistant for filing, via the DCA MLO.

Timelines

The following timelines will apply for:
o Ministerial correspondence - turnaround time for Members of Parliament

will be 5 working days and for members of the general public will be 10
working days following receipt of request;

o Briefing notes - within the timeframe stated in the request;
o Speech notes - within the timeframe stated in the request; and
o Media enquiries - turnaround time as advised by the Minister’s Media

Advisor.
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2.6 Significant and/or contentious issues

The agency s Chief Executive Officer has a responsibility to ensure that the
Minister is advised of significant and/or contentious issues.

2.7 Matters relating to the drafting of legislation

A DCA 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 officers, Chief Executive
Officer, and DCA Director General informed of developments.

3. AGENCY CO  U ICATIO S TO THE  INISTERIAL OFFICE

3.1 Communications from the agency

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of any
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the Minister’s Media Advisor, by the agency’s authorised Media
Liaison Officer. The DCA’s MLO is to be informed of any communication via
email.

3.2 Communications from the agency to another Minister s Office

It is Government protocol that communication occurs between one Minister’s
office and other Ministers’ offices. Any matter involving another Minister’s office
must be communicated through to the office of the Minister for Culture and the
Arts. The DCA’s MLO is to be copied in to this communication.

All approaches for visits by other State or Federal Ministers will be coordinated
through the Minister’s Policy Advisor and Executive Officer to the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

Extending invitations to State and Federal Ministers will be coordinated through
the Minister’s Policy Advisor and Executive Officer with liaison with the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

3.3 Briefings for Members of Parliament (including Opposition Members)

Under normal circumstances Members of Parliament will approach Ministerial
Offices seeking a briefing on specific issues. If referred to the agency, the
agency will respond to such requests as directed by the Minister’s Office. The
DCA MLO is to be copied into this communication.

There may also be occasions where, through other mechanisms e.g. award
functions, community briefings, where a Member of Parliament (or
representative) may seek further information on an issue by way of a briefing.



On these occasions, such requests will be referred to the Minister s office for
direction prior to the agency making any commitment to provide a briefing.

3.4 Cabinet matters

All matters for consideration by Cabinet will be directed through the Minister’s
Office via the DCA’s MLO. Submissions are to be approved by the agency’s
Chief Executive Officer and forwarded to the DCA MLO for co-signing by the
DCA Director General. The DCA MLO will then forward the signed Cabinet
submission to the Minister’s office. Draft submissions are to be lodged for the
Minister’s consideration at least 10 working days in advance of the deadline
associated with Cabinet meetings’ 10 day rule (i.e. 20 working days prior to the
date of the Cabinet meeting).

The outcomes of Cabinet decisions are confidential and are not to be disclosed
outside of the Culture and Arts portfolio until the information is released by the
Minister.

3.6 Authorised staff

A list of authorised agency staff is attached to this Agreement (Attachment A).

4. RESOLUTION PROCEDURE

4.1 Resolution procedure for breach of these arrangements

In the first in tance, the Chief of Staff and the agency’s Chief Executive Officer
will disc s jany breach pf this arrangement and decide on the appropriate
action.
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COMMUNICATION AGREE ENT

BETWEE  THE  I ISTER FOR CULTURE AND THE ARTS

AND

SCREENWEST

EFFECTIVE FRO  24 APRIL 2017

CORE PRINCIPLES

An essential principle of the Westminster system of Parliament is the separation of
powers and clear lines of accountability and responsibility. The communication
agreement supports this premise as well as being a requirement of the Public Sector
Management Act 1994.

The communication agreement describes roles and processes to be followed by both
the Minister s office and the agency. The key elements and considerations include:

• All communication to and from the Minister’s office must be logged and
tracked by the agency’s Executive Assistant.

• All comments and advice from the agency must be signed by the agency’s
Chief Executive Officer.

• If the Minister’s office contacts an officer of the agency direct for verbal
specialist  advice, this must be followed up by an official file note, which

should be endorsed by the Chief Executive Officer and copied to the
Department of Culture and the Arts (DCA) Ministerial Liaison Officer (MLO). It
should be noted that such direct contact should only be made because of the
specialist nature of the request and urgency of needing the information.

• In responding to urgent requests from the Minister’s office, any comments or
information provided is deemed non-authorised unless approved by the
agency’s Chief Executive Officer.

Definitions

Agency Refers to Screenwest

Chief Executive
Officer

Refers to the Chief Executive of Screenwest

Culture and
Arts portfolio

Refers to the Art Gallery of Western Australia; Perth Theatre
Trust; Screenwest; State Library of Western Australia; Western
Australian Museum; State Records Office as a division of the
DCA; and the DCA.

Executive
Assistant

Refers to the officer authorised by the agency’s Chief Executive
Officer to be responsible for Ministerial liaison duties.

Media Liaison
Officer

Refers to the officer authorised by the agency’s Chief Executive
Officer to liaise with the media.



1. BASIS FOR CO MUNIC TION

In accordance with Section 74 of the Public Sector Management Act 1994, the
following arrangements will apply in regard to the circumstances and manner in
which communications and dealings occur between Ministerial officers and
employees of the agency.

This Agreement seeks to ensure:
• Quality service to the Minister s office;
• Accuracy in written and verbal communications and Ministerial

correspondence;
• Efficient monitoring and trac ing of Ministerial requests and issues; and
• Timeliness in delivery of Parliamentary and Ministerial related services.

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

2. MINISTERIAL OFFICE COMMUNICATIO S TO THE AGE CY

2.1 Routine requests for information or research

These will be requested directly via email, from the Minister’s office to the
Executive Assistant of the agency to log, track and coordinate a response. The
Minister’s office will provide the Executive Assistant with a due date for the
response. The DCA’s MLO is to be informed of this communication via email.

2.2 Media requests

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of this
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the agency’s authorised Media Liaison Officer via the Minister’s
Media Advisor. The DCA’s MLO is to be informed of this communication via
email.

2.3 Arranging a meeting with relevant agency staff (and requesting their
attendance)

All requests will be referred to the Chief Executive Officer or other officer
nominated by the Chief Executive Officer of the agency via the Executive
Assistant.

2.4 Directions to the agency

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



2.5 Ministerial requests

Ministerials will be approved as follows:

1. Approved by agency Chief Executive Officer only:
• Briefing notes (requested and agency generated) that are event or meeting

related;
• Invitations to agency meetings or events;
• Speech notes (including the event brief and order of proceedings);
• Media statements; and
• Forewords for programs or catalogues.

2. Approved by the Director General:
• Briefing notes (requested or agency generated) that are not event or

meeting related;
• Draft correspondence requested by the Minister s office;
• International travel proposals for staff that are representing their agency;
• Leave requests for Chief Executive Officer and direction to act forms;
• Parliamentary questions; and
• Cabinet, and Economic and Expenditure Reform Committee submissions,

including related communications such as Cabinet Comments.

Any Ministerial requests that fall under section 1: Approved by agency Chief
Executive Officer only, will be electronically sent directly from the Minister’s office
to the agency’s Executive Assistant via email. The DCA MLO is to be copied into
the email correspondence for information only. All hard copy Ministerial requests
that fall under section 2: Approved by the Director General, will continue to be
sent to the agency’s Executive Assistant via the DCA MLO.

For Ministerials pertaining to section 2, the agency should prepare the Ministerial
on the relevant Ministerial template(s), forward to the DCA MLO to obtain the
Director General’s co-signature. The DCA MLO will then forward the signed
documents to the Minister’s office for consideration, along with an emailed e-
copy of the documentation. A hard copy of the final correspondence, showing
the date it was signed by the Minister, will be returned to the agency’s Executive
Assistant for filing, via the DCA MLO.

Timelines

The following timelines will apply for:
o Ministerial correspondence - turnaround time for Members of Parliament

will be 5 working days and for members of the general public will be 10
working days following receipt of request;

o Briefing notes - within the timeframe stated in the request;
o Speech notes - within the timeframe stated in the request; and
o Media enquiries - turnaround time as advised by the Minister’s Media

Advisor.
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2.6 Significant and/or contentious issues

The agency s Chief Executive Officer has a responsibility to ensure that the
Minister is advised of significant and/or contentious issues.

2.7 Matters relating to the drafting of legislation

A DCA 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 officers, Chief Executive
Officer, and DCA Director General informed of developments.

3. AGENCY CO  U IC TIO S TO THE  I ISTERIAL OFFICE

3.1 Communications from the agency

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of any
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the Minister’s Media Advisor, by the agency’s authorised Media
Liaison Officer. The DCA’s MLO is to be informed of any communication via
email.

3.2 Communications from the agency to another Minister s Office

It is Government protocol that communication occurs between one Minister’s
office and other Ministers’ offices. Any matter involving another Minister’s office
must be communicated through to the office of the Minister for Culture and the
Arts. The DCA’s MLO is to be copied in to this communication.

All approaches for visits by other State or Federal Ministers will be coordinated
through the Minister’s Policy Advisor and Executive Officer to the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

Extending invitations to State and Federal Ministers will be coordinated through
the Minister’s Policy Advisor and Executive Officer with liaison with the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

3.3 Briefings for Members of Parliament (including Opposition Members)

Under normal circumstances Members of Parliament will approach Ministerial
Offices seeking a briefing on specific issues. If referred to the agency, the
agency will respond to such requests as directed by the Minister’s Office. The
DCA MLO is to be copied into this communication.

There may also be occasions where, through other mechanisms e.g. award
functions, community briefings, where a Member of Parliament (or
representative) may seek further information on an issue by way of a briefing.



On these occasions, such requests will be referred to the Minister s office for
direction prior to the agency making any commitment to provide a briefing.

3.4 Cabinet matters

All matters for consideration by Cabinet will be directed through the Minister’s
Office via the DCA’s MLO. Submissions are to be approved by the agency’s
Chief Executive Officer and forwarded to the DCA MLO for co-signing by the
DCA Director General. The DCA MLO will then forward the signed Cabinet
submission to the Minister’s office. Draft submissions are to be lodged for the
Minister’s consideration at least 10 working days in advance of the deadline
associated with Cabinet meetings’ 10 day rule (i.e. 20 working days prior to the
date of the Cabinet meeting).

The outcomes of Cabinet decisions are confidential and are not to be disclosed
outside of the Culture and Arts portfolio until the information is released by the
Minister.

3.6 Authorised staff

A list of authorised agency staff is attached to this Agreement (Attachment A).

4. RESOLUTION PROCEDURE

4.1 Resolution procedure for breach of these arrangements

In the firsHnstance, the Chief of Staff and the agency’s Chief Executive Officer
will dis uss any breaciyof this arrangement and decide on the appropriate
action  / 1
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COMMUNICATION AGREE E T

BETWEEN THE MINISTER FOR CULTURE AND THE ARTS

AND THE

STATE LIBRARY OF WESTERN AUSTRALIA

EFFECTIVE FROM 24 APRIL 2017

CORE PRINCIPLES

An essential principle of the Westminster system of Parliament is the separation of
powers and clear lines of accountability and responsibility. The communication
agreement supports this premise as well as being a requirement of the Public Sector
Management Act 1994.

The communication agreement describes roles and processes to be followed by both
the Minister s office and the agency. The key elements and considerations include:

• All communication to and from the Minister’s office must be logged and
tracked by the agency’s Executive Assistant.

• All comments and advice from the agency must be signed by the agency’s
Chief Executive Officer.

• If the Minister’s office contacts an officer of the agency direct for verbal
specialist  advice, this must be followed up by an official file note, which

should be endorsed by the Chief Executive Officer and copied to the
Department of Culture and the Arts (DCA) Ministerial Liaison Officer (MLO). It
should be noted that such direct contact should only be made because of the
specialist nature of the request and urgency of needing the information.

• In responding to urgent requests from the Minister’s office, any comments or
information provided is deemed non-authorised unless approved by the
agency’s Chief Executive Officer.

Definitions

Agency Refers to the State Library of Western Australia

Chief Executive
Officer

Refers to the Chief Executive Officer of the State Library of
Western Australia

Culture and
Arts portfolio

Refers to the Art Gallery of Western Australia; Perth Theatre
Trust; Screenwest; State Library of Western Australia; Western
Australian Museum; State Records Office as a division of the
DCA; and the DCA.

Executive
Assistant

Refers to the officer authorised by the agency’s Chief Executive
Officer to be responsible for Ministerial liaison duties.

Media Liaison
Officer

Refers to the officer authorised by the agency’s Chief Executive
Officer to liaise with the media.



1. B SIS FOR COMMUNIC TION

In accordance with Section 74 of the Public Sector Management Act 1994, the
following arrangements will apply in regard to the circumstances and manner in
which communications and dealings occur between Ministerial officers and
employees of the agency.

This Agreement seeks to ensure:
• Quality service to the Minister s office;
• Accuracy in written and verbal communications and Ministerial

correspondence;
• Efficient monitoring and tracking of Ministerial requests and issues; and
• Timeliness in delivery of Parliamentary and Ministerial related services.

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

2. MINISTERIAL OFFICE COMMUNICATIONS TO THE AGE CY

2.1 Routine requests for information or research

These will be requested directly via email, from the Minister’s office to the
Executive Assistant of the agency to log, track and coordinate a response. The
Minister’s office will provide the Executive Assistant with a due date for the
response. The DCA’s MLO is to be informed of this communication via email.

2.2 Media requests

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of this
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the agency’s authorised Media Liaison Officer via the Minister’s
Media Advisor. The DCA’s MLO is to be informed of this communication via
email.

2.3 Arranging a meeting with relevant agency staff (and requesting their
attendance)

All requests will be referred to the Chief Executive Officer or other officer
nominated by the Chief Executive Officer of the agency via the Executive
Assistant.

2.4 Directions to the agency

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



2.5 Ministerial requests

Ministerials will be approved as follows:

1. Approved by agency Chief Executive Officer only:
• Briefing notes (requested and agency generated) that are event or meeting

related;
• Invitations to agency meetings or events;
• Speech notes (including the event brief and order of proceedings);
• Media statements; and
• Forewords for programs or catalogues.

2. Approved by the Director General:
• Briefing notes (requested or agency generated) that are not event or

meeting related;
• Draft correspondence requested by the Minister s office;
• International travel proposals for staff that are representing their agency;
• Leave requests for Chief Executive Officer and direction to act forms;
• Parliamentary questions; and
• Cabinet, and Economic and Expenditure Reform Committee submissions,

including related communications such as Cabinet Comments.

Any Ministerial requests that fall under section 1: Approved by agency Chief
Executive Officer only, will be electronically sent directly from the Minister’s office
to the agency’s Executive Assistant via email. The DCA MLO is to be copied into
the email correspondence for information only. All hard copy Ministerial requests
that fall under section 2: Approved by the Director General, will continue to be
sent to the agency’s Executive Assistant via the DCA MLO.

For Ministerials pertaining to section 2, the agency should prepare the Ministerial
on the relevant Ministerial template(s), forward to the DCA MLO to obtain the
Director General’s co-signature. The DCA MLO will then forward the signed
documents to the Minister’s office for consideration, along with an emailed e-
copy of the documentation. A hard copy of the final correspondence, showing
the date it was signed by the Minister, will be returned to the agency’s Executive
Assistant for filing, via the DCA MLO.

Timelines

The following timelines will apply for:
o Ministerial correspondence - turnaround time for Members of Parliament

will be 5 working days and for members of the general public will be 10
working days following receipt of request;

o Briefing notes - within the timeframe stated in the request;
o Speech notes - within the timeframe stated in the request; and
o Media enquiries - turnaround time as advised by the Minister’s Media

Advisor.



2.6 Significant and/or contentious issues

The agency s Chief Executive Officer has a responsibility to ensure that the
Minister is advised of significant and/or contentious issues.

2.7 Matters relating to the drafting of legislation

A DCA 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 officers, Chief Executive
Officer, and DCA Director General informed of developments.

3. AGENCY COMMUNICATIONS TO THE MINISTERIAL OFFICE

3.1 Communications from the agency

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of any
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the Minister’s Media Advisor, by the agency’s authorised Media
Liaison Officer. The DCA’s  LO is to be informed of any communication via
email.

3.2 Communications from the agency to another Minister s Office

It is Government protocol that communication occurs between one Minister’s
office and other Ministers’ offices. Any matter involving another Minister’s office
must be communicated through to the office of the Minister for Culture and the
Arts. The DCA’s MLO is to be copied in to this communication.

All approaches for visits by other State or Federal Ministers will be coordinated
through the Minister’s Policy Advisor and Executive Officer to the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

Extending invitations to State and Federal Ministers will be coordinated through
the Minister’s Policy Advisor and Executive Officer with liaison with the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

3.3 Briefings for Members of Parliament (including Opposition Members)

Under normal circumstances Members of Parliament will approach Ministerial
Offices seeking a briefing on specific issues. If referred to the agency, the
agency will respond to such requests as directed by the Minister’s Office. The
DCA MLO is to be copied into this communication.

There may also be occasions where, through other mechanisms e.g. award
functions, community briefings, where a Member of Parliament (or
representative) may seek further information on an issue by way of a briefing.



On these occasions, such requests will be referred to the Minister s office for
direction prior to the agency making any commitment to provide a briefing.

3.4 Cabinet matters

All matters for consideration by Cabinet will be directed through the Minister’s
Office via the DCA’s MLO. Submissions are to be approved by the agency’s
Chief Executive Officer and forwarded to the DCA MLO for co-signing by the
DCA Director General. The DCA MLO will then forward the signed Cabinet
submission to the Minister’s office. Draft submissions are to be lodged for the
Minister’s consideration at least 10 working days in advance of the deadline
associated with Cabinet meetings’ 10 day rule (i.e. 20 working days prior to the
date of the Cabinet meeting).

The outcomes of Cabinet decisions are confidential and are not to be disclosed
outside of the Culture and Arts portfolio until the information is released by the
Minister.

3.6 Authorised staff

A list of authorised agency staff is attached to this Agreement (Attachment A).

4. RESOLUTION PROCEDURE

4.1 Resolution procedure for breach of these arrangements

In the first jnstance, the Chief of Staff and the agency’s Chief Executive Officer
any breach of this arrangement and decide on the appropriate

H N DAVID TEMP EMAN MLA
MINISTER FOR CULTURE
AND THE /jiRTS

Date:

ARGARET ALLEN
CHIEF EXECUTIVE OFFICER
STATE LIBRARY OF WESTERN
AUSTRALIA

Date:
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COMMUNICATION AG EE E T

BETWEE  THE MINISTER FOR CULTURE AND THE ARTS

AND THE

WESTERN AUSTRALIAN  USEU 

EFFECTIVE FRO  24 APRIL 2017

CORE PRINCIPLES

An essential principle of the Westminster system of Parliament is the separation of
powers and clear lines of accountability and responsibility. The communication
agreement supports this premise as well as being a requirement of the Public Sector
Management Act 1994.

The communication agreement describes roles and processes to be followed by both
the Minister s office and the agency. The key elements and considerations include:

• All communication to and from the Minister s office must be logged and
tracked by the agency’s Executive Assistant.

• All comments and advice from the agency must be signed by the agency’s
Chief Executive Officer.

• If the Minister’s office contacts an officer of the agency direct for verbal
specialist  advice, this must be followed up by an official file note, which

should be endorsed by the Chief Executive Officer and copied to the
Department of Culture and the Arts (DCA) Ministerial Liaison Officer (MLO). It
should be noted that such direct contact should only be made because of the
specialist nature of the request and urgency of needing the information.

• In responding to urgent requests from the Minister’s office, any comments or
information provided is deemed non-authorised unless approved by the
agency’s Chief Executive Officer.

Definitions

Agency Refers to the Western Australian Museum

Chief Executive
Officer

Refers to the Chief Executive Off cer of the Western Australian
Museum

Culture and
Arts portfolio

Refers to the Art Gallery of Western Australia; Perth Theatre
Trust; Screenwest; State Library of Western Australia; Western
Australian Museum; State Records Office as a division of the
DCA; and the DCA.

Executive
Assistant

Refers to the officer authorised by the agency’s Chief Executive
Officer to be responsible for Ministerial liaison duties.

Media Liaison
Officer

Refers to the officer authorised by the agency’s Chief Executive
Officer to liaise with the media.



1. BASIS FOR COMMUNICATION

In accordance with Section 74 of the Public Sector Management Act 1994, the
following arrangements will apply in regard to the circumstances and manner in
which communications and dealings occur between Ministerial officers and
employees of the agency.

This Agreement seeks to ensure:
• Quality service to the Minister s office;
• Accuracy in written and verbal communications and Ministerial

correspondence;
• Efficient monitoring and tracking of Ministerial requests and issues; and
• Timeliness in delivery of Parliamentary and Ministerial related services.

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

2.  INISTERIAL OFFICE CO  UNICATIO S TO THE AGE CY

2.1 Routine requests for information or research

These will be requested directly via email, from the Minister’s office to the
Executive Assistant of the agency to log, track and coordinate a response. The
Minister’s office will provide the Executive Assistant with a due date for the
response. The DCA’s MLO is to be informed of this communication via email.

2.2  edia requests

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of this
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the agency’s authorised Media Liaison Officer via the Minister’s
Media Advisor. The DCA’s MLO is to be informed of this communication via
email.

2.3 Arranging a meeting with relevant agency staff (and requesting their
attendance)

All requests will be referred to the Chief Executive Officer or other officer
nominated by the Chief Executive Officer of the agency via the Executive
Assistant.

2.4 Directions to the agency

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



2.6 Significant and/or contentious issues

The agency s Chief Executive Officer has a responsibility to ensure that the
Minister is advised of significant and/or contentious issues.

2.7 Matters relating to the drafting of legislation

A DCA 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  inisterial officers, Chief Executive
Officer, and DCA Director General informed of developments.

3. AGENCY CO  UNICATIONS TO THE MINISTERIAL OFFICE

3.1 Communications from the agency

All routine communications will occur between the Minister’s office and the
agency’s Executive Assistant. The DCA’s MLO is to be informed of any
communication via email.

Communications relating to media enquiries or media announcements will be
made directly to the Minister’s Media Advisor, by the agency’s authorised Media
Liaison Officer. The DCA’s MLO is to be informed of any communication via
email.

3.2 Communications from the agency to another Minister s Office

It is Government protocol that communication occurs between one Minister’s
office and other Ministers’ offices. Any matter involving another Minister’s office
must be communicated through to the office of the Minister for Culture and the
Arts. The DCA’s MLO is to be copied in to this communication.

All approaches for visits by other State or Federal Ministers will be coordinated
through the Minister’s Policy Advisor and Executive Officer to the agency’s
Executive Assistant. The DCA’s MLO is to be copied in to this communication.

Extending invitations to State and Federal Ministers will be coordinated through
the Minister’s Policy Advisor and Executive Officer with liaison with the agency’s
Executive Assistant. The DCA’s MLO is to be copied.in to this communication.

3.3 Briefings for Members of Parliament (including Opposition Members)

Under normal circumstances Members of Parliament will approach Ministerial
Offices seeking a briefing on specific issues. If referred to the agency, the
agency will respond to such requests as directed by the Minister’s Office. The
DCA MLO is to be copied into this communication.

There may also be occasions where, through other mechanisms e.g. award
functions, community briefings, where a Member of Parliament (or
representative) may seek further information on an issue by way of a briefing.



2.5 Ministerial requests

Ministerials will be approved as follows:

1. Approved by agency Chief Executive Officer only:
• Briefing notes (requested and agency generated) that are event or meeting

related;
• Invitations to agency meetings or events;
• Speech notes (including the event brief and order of proceedings);
• Media statements; and
• Forewords for programs or catalogues.

2. Approved by the Director General:
• Briefing notes (requested or agency generated) that are not event or

meeting related;
• Draft correspondence requested by the Minister s office;
• International travel proposals for staff that are representing their agency;
® Leave requests for Chief Executive Officer and direction to act forms;
• Parliamentary questions; and
• Cabinet, and Expenditure Review Committee submissions, including

related communications such as Cabinet Comments.

Any Ministerial requests that fall under section 1: Approved by a ency Chief
Executive Officer only, will be electronically sent directly from the Minister’s office
to the agency’s Executive Assistant via email. The DCA MLO is to be copied into
the email correspondence for information only. All hard copy Ministerial requests
that fall under section 2: Approved by the Director General, will continue to be
sent to the agency’s Executive Assistant via the DCA MLO.

For Ministerials pertaining to section 2, the agency should prepare the Ministerial
on the relevant Ministerial template(s), forward to the DCA MLO to obtain the
Director General’s co-signature. The DCA MLO will then forward the signed
documents to the Minister’s office for consideration, along with an emailed e-
copy of the documentation. A hard copy of the final correspondence, showing
the date it was signed by the Minister, will be returned to the agency’s Executive
Assistant for filing, via the DCA MLO.

Timelines

The following timelines will apply for:
o Ministerial correspondence ~ turnaround time for Members of Parliament

will be 5 working days and for members of the general public will be 10
working days following receipt of request;

o Briefing notes - within the timeframe stated in the request;
o Speech notes - within the timeframe stated in the request; and
o Media enquiries - turnaround time as advised by the Minister’s Media

Advisor.



On these occasions, such requests will be referred to the Minister s office for
direction prior to the agency making any commitment to provide a briefing.

3.4 Cabinet matters

All matters for consideration by Cabinet will be directed through the Minister’s
Office via the DCA’s MLO. Submissions are to be approved by the agency’s
Chief Executive Officer and for arded to the DCA MLO for co-signing by the
DCA Director General. The DCA MLO will then forward the signed Cabinet
submission to the Minister’s office. Draft submissions are to be lodged for the
Minister’s consideration at least 10 working days in advance of the deadline
associated with Cabinet meetings’ 10 day rule (i.e. 20 working days prior to the
date of the Cabinet meeting).

The outcomes of Cabinet decisions are confidential and are not to be disclosed
outside of the Culture and Arts portfolio until the information is released by the
Minister.

3.6 Authorised staff

A list of authorised agency staff is attached to this Agreement (Attachment A).

4. RESOLUTION PROCEDURE

4.1 Resolution procedure for breach of these arrangements

In the first instance, the Chief of Staff and the agency’s Chief Executive Officer
will d&c  s any breach  of this arrangement and decide on the appropriate

ALEC COLES
CHIEF EXECUTIVE OFFICER
WESTERN AUSTRALIA  MUSEUM

Date; ,Qj> IDate:



COMMUNICATION AGREE E T

BETWEEN

THE MINISTER FOR LOCAL
GOVERN ENT AND THE

METROPOLITAN CEMETERIES BOARD

1. BASIS FOR COM UNICATION

In accordance with Section 74 of the Public Sector Management Act 1994, the
following arrangements will apply concerning the circumstances and manner in
which communications and dealings will occur between Ministerial officers and
employees of the Metropolitan Cemeteries Board (hereafter called the Agency).

This Agreement seeks to ensure:

s Quality service to the Minister's office;
Accuracy in written communications and Ministerial correspondence;
Efficient monitoring and tracking; and

8 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 AGENCY

• Rout ne requests for information or research

These will normally be directed through the Chief Executive Officer or nominated
officer(s) shown at Appendix 1.

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

All matters of a strategic nature will be referred to the Chief Executive Officer or
other officer nominated by the Chief Executive Officer. For other matters, the
appropriate nominated staff shown at Appendix 1 may be approached.

• Directions to the Agency

Ministerial staff will only direct officers of the Agency 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 agency or Minister's portfolio will be given in accordance
with the specific Act under which the Board was established.
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Ministerials

Ministerial Correspondence

Requests from the Minister's office for draft responses to Ministerial
correspondence will be sent to the Agency. Draft responses for the Minister's
signature will be prepared by the agency on plain paper and forwarded to the
Minister's office for consideration. An e-copy of drafts letters to be emailed to the
Minister s office email address. A copy of the final correspondence, showing the
date itwas signed by the Minister, will be returned to the Agency.

Briefin  Notes

Requests for briefing notes will be sent via email to a nominated officer in the
Agency. Briefing Notes will be returned to the requesting officer via email with the
Chief Executive Officer or nominated officer's approval. All Briefing Notes, whether
specifically requested or prepared at the Agency s instigation, will be provided to the
Minister's office in the agreed format.

Speech Notes

Requests for speeches and associated notes will be sent to the Agency via email.
Speeches and associated event notes will be prepared by Agency staff using the
agreed format.

Parliamentary Questions

Requests for draft responses to Parliamentary Questions will be forwarded to the
nominated officer in the Agency via the Parliamentary Questions System, with
responses prepared and returned following the Chief Executive Officer or nominated
officer's approval. All draft responses will include the name and contact number of
an officer who can advise on any changes or provide further urgent information if
needed.

Media Inquiries

Media inquiries directly to Minister s office

The Board’s Marketing Manager will provide the requested information after consulting
the CEO or his delegate.

Media inquiries directly to MCB

The CEO will determine if the media inquiry is of a routine nature and will either allow
or not approve the media request, for example filming a funeral.

If the media request is strategic or a sensitive matter, the CEO or his delegate will liaise
with the media. The CEO delegate will be either the Marketing Manager or a Director,
depending on the sensitivity of the media inquiry.

The CEO will assess whether the media inquiry creates an opportunity for the Minister
or is more suitable for the CEO or delegate to address.

Media enquiries with political implications are to be discussed with the Minister’s Media
Adviser in regards to the process and actions taken.



Timelines

• The following timelines will apply for Ministerials:
• Ministerial correspondence - turnaround time for Members of Parliament will be 5

working days following receipt and for members of the general public 10 working
days following receipt.

• Briefing notes - no later than 5 working days following the request.
• Speech notes - at least 10 working days prior to the event.
• Media inquiries direct to Minister s office - turnaround time as requested by the

Minister's Media Adviser.
• Media inquiries direct to MCB - the Board’s Marketing Manager will advise the

Minister’s Media Adviser before the article is published or story is aired.

• Matters relating to the drafting of Legislation

A drafting officer will be nominated by the Chief Executive officer 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 Chief Executive
Officer informed of developments.

• Requirements involving the Agency in committing resources (beyond the
normal functions and duties of the Agency officers)

All such requests will be directed in writing to the Chief Executive Officer. If this is
not possible, the Chief Executive Officer will be informed as soon as practicable.

• Significant and/or Contentious Issues

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

3. AGENCY COMMU IC TIO S TO THE MINISTERIAL OFFICE

• Communications from the Agency to the Minister's Office

Routine communications will be directed through the Minister's relevant Policy
Adviser. Other very important communications will be directed through the
Minister's Chief of Staff or other officer nominated by the Minister or Chief of Staff.

• Formal meetings with the Minister

Formal meetings with the Minister will occur on a regular basis as scheduled with the
Minister's Appointments Secretary.

• Communications from the Agency to another Minister's Office

The Minister's office will be informed of all such communications as they occur or as
soon as practical thereafter. All approaches for Ministerial visits by other State or
Federal Ministers, or by members of the Agency to a State or Federal Minister's
office, will be coordinated through the Minister's Policy Adviser.
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Cabinet matters

All Submissions for consideration by Cabinet should be directed through the
Minister's office and signed-off by the Chief Executive Officer or other officer
nominated by the Chief Executive Officer. A minimum of 10 working days needs to
be allowed for the internal considerations to be completed.

4. RESOLUTION PROCEDURE

• Resolution procedure for a breach of these arrangements

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

Leader of the House in the Legislative Assembly



COMMUNICATIONS BETWEE  THE OFFICE OF THE MINISTER FOR HERITAGE
AND THE HERITAGE COUNCIL AND THE STATE HERITAGE OFFICE.

Background
Section 74 of the Public Sector Management Act 1994 requires the Minister and his portfolio
agencies to enter into written arrangements regarding communications and dealings between
the Minister s Office and agency employees.

Section 74 provides that ministerial officers are not to instruct agency employees on how to
carry out their functions, other than with the agreement of the employing authority (Executive
Director).

Guidelines for Ministerial Office - Agency Communications
It is important the statutory obligations and responsibilities of the Heritage Council of Western
Australia (HCWA) and State Heritage Office are observed in all communications.

Communications to the HCWA / State Heritage Office should make it clear that any requirement
is made for and on behalf of the Minister in relation to the relevant portfolio responsibility. When
the requirement relates to the work of a ministerial employee and is not for and on behalf of the
Minister, this must be expressly stated.

Listed below are various categories and the manner in which they should be dealt with:

1. Routine requests for information or research

These should be directed through the State Heritage Office Executive Support Officer.

2. Arranging a meetin  with HCWA and State Heritage Office

On all matters, the request should be made through the State Heritage Office Executive
Support Officer.

3. Reguests for Briefing Notes

A  such requests should be made through the State Heritage Office Executive Support
Officer.

4. Matters relating to the drafting of Legislation

The Executive Director or the Executive Director s nominee will deal with all associated
drafting matters.

5. Reguirements involving the Agency in committing resources (beyond the normal
functions and duties of Agency officers)

All such requests should be directed to the State Heritage Office Executive Director or if the
Executive Director is unavailable and the requirement is urgent then the request should be
directed to the Executive Support Officer who will arrange a response through the
Executive Director’s nominee. These requests should preferably be in writing, although it is
recognised that at times this may not be possible.
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6, HCWA / State Herita e Office - Minister s Office communications

All communication from the State Heritage Office to the Minister s Office will originate
t rough the Executive Director and be directed to ministerial office contact points appointed
by the Minister for Heritage or his Chief of Staff from time to time for regular and / or
specific items.

7. Media relate  in uiries and communications

Where a media outlet has requested a written response from the State Heritage Office, a
copy of the response will be provided, where practicable, for to the  inister s Media Advisor
before it is issued. The State Heritage Office will also ad ise the Media Advisor of any
request by a media outlet to interview a State Heritage Office representative. This does not
apply to routine media engagement to promote Fremantle Prison tours and public
progra s, except special events  nd occasions that involve the Minister.

In relation to State Heritage Office me ia statements, a copy of the statement will be
provided to the Minister’s Media Advisor before it is issued.

The agency will ale t the Minister s  edia Advisor to any urgent media issues that may  e
of interest to the Minister.

8. Communications between a Minister responsible for another Portfolio.

All communications between the HCWA / State Heritage Office and the office of a Minister
other than the Minister for Heritage, will be directe  through the Minister for Heritage.

The only exception to this arrangement is where the State Heritage Office is require  to
consult with another Ministers Office in course of its statutory responsibilities, such as
where a  inister is the o ner of land being consi ered for entry in the State Register of
Heritage Places. The Minister for Heritage will receive a copy of ail such correspondence

Communications between a ministe ial office and an agency within another Minister’s
portfolio should be directed through the office of that agency’s Minister.

9. Co snieations between the A ency and  embers of Parliament

lunications between the agency and a  ember of Parliament or vice versa should
ted through the OTice of the Minister for Heritage. The matter should be discussed
Chief of Staff  r/me relevant policy officer in the first instance.

Date;  > / 4y //
empie  ah MLA

Minister for Ld  Gover ment; Heritage; Culture and the Arts 

Graeme e rnnrue
Executive  irector, State Heritage Office

Date: iMf ]
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COMMUNICATIONS AGREE E T
BETWEEN

THE MINISTER FOR HERITAGE
AND

THE NATIO AL TRUST OF AUSTRALIA (WA)

1. INTRODUCTION

The Minister for Heritage ( Minister ) is responsible to Parliament for the
administration of the National Trust of Australia (W.A.) Act 1964, which establishes
the National Trust ( Trust ). The Minister also has a role in representing the public
interest.

In the absence of a statutory reporting and accountability framework between the
Minister and the Trust it is the intention of the Minister and the Trust to establish a
communication agreement (Agreement) as recommended by the Public Sector
Commissioner.

A fundamental purpose of this Agreement is to ensure that the Minister receives
accurate and timely advice regarding the operations and governance of the Trust
(without compromising the Trust's statutory model of operation and its viability) and
that there is regular consultation between the Minister and the Trust.

Further this Agreement provides clarification of the communications
responsibilities of the Minister and the Trust.

2. BASIS FOR COMMUNICATION

In accordance with Section 74 of the Public Sector Management Act 1994, the
following arrangements set out in this Agreement will apply concerning the
circumstances and manner in which communications and dealings will occur
between the Minister and Ministerial officers, and the Trust.

• This Agreement seeks to ensure:

• Quality services to the Minister's office;

• Accuracy in written communications and Ministerial correspondence;

• Efficient monitoring and tracking;
• Appropriate confidentiality;
• Timeliness in the delivery of Ministerial services and correspondence; and

• That timely advice can be provided to and from the Trust on heritage matters.

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

3. MINISTERIAL OFFICE COMMUNICATIONS TO THE TRUST

Requests for briefing notes, routine information or research

In general, all requests from the Minister and/or the Ministerial Office are to be in
writing. These, and the responses, can be transmitted electronically. The Minister's
staff will be responsible for indicating, by means of an appropriately completed cover
sheet, the appropriate form of reply and the due date.

These are to be directed to the Trust s Chief Executive Officer or nominated officer(s).

All correspondence referred to the Trust is to be treated as confidential and is to be
used for no other purpose than to provide advice to the Minister.
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Requests for strategic information or research

These are to be directed through the Trust s Chief Executive Officer or nominated
officer(s)

Media releases, queries and events

The Minister's Media Adviser shall contact the Trust’s Chief Executive Officer or
nominated Trust officer directly, to discuss requests for media releases and media
events.

The Trust's Chief Executive Officer or nominated officer and the Minister's Media
Adviser will liaise on contentious issues and media queries.

Arranging a meeting with relevant Trust personnel and requesting their
attendance

The Minister will refer all matters of policy or strategy to the Trust Chair or other
persons nominated by the Chair. For all other matters, the Trust's Chief Executive
Officer or nominated officer may be approached directly.

4. TRUST COM UNICATIONS TO THE MINISTERIAL OFFICE
Communication from the Trust to the Minister's Office

The Trust will prepare draft responses and originating correspondence for the
Minister’s signature and forward it electronically to the Minister's office for
consideration.

A copy of the final correspondence, showing the date it was signed by the Minister
or Chief of Staff will be returned to the Trust.

Routine communications

The Trust will send to the Minister all briefing notes, routine information and research
in the format and by the required date as specified by the Minister.

Non-routine communications

Non-routine communications from the Trust should be directed through and be
signed by the Trust Chair or other no inated Trust Officer.

Formal meetings with the Minister

Formal meetings between the Trust Chair and Premier’s representative or other
officers of the Trust and Chief Executive Officer and the Minister will occur on a
quarterly basis as scheduled with the Minister's Appointments Secretary.

Agenda items will be finalised at least five working days prior to the meeting.

Communications from the Trust to another Minister's Office

The Trust will inform the Minister of all communications between it and State and
Federal Ministers, including requests for visits, in advance or as soon as practical
thereafter.

Cabinet and budgetary matters

All submissions for consideration by Cabinet are to be directed through the Minister's
office and signed by the Trust Chair or other Council member nominated by the
Trust.

A minimum of 10 working days is to be allowed prior to the date for submission to
the Cabinet process (ie. at least 20 working days prior to the date of the Cabinet
meeting).

Where a Trust submission impacts significantly on another portfolio and after
consultation with the Principal Policy Advisor, a joint submission can be prepared in
consultation with both Ministers' offices.
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Significant and/or Contentious Issues

The Trust will ensure that the Minister's office is fully informed on all significant
and/or contentious issues that have come to the attention of the Trust

Acting Arrangements

The Trust will advise the Minister in writing of replacement arrangements made in
the absence of the Chair.

5. PERFORMANCE STANDARDS IN COMMUNICATIONS

Timelines for Ministerial communication

• Ministerial correspondence:

o Members of Parliament - 5 working days;
o Members of the general public -10 working days.

• Briefing notes - 5 working days;

• Speech notes - at least 10 working days prior to the event; and

• Media inquiries - as requested by the Minister's Media Adviser.

Specific deadlines will be negotiated on a case by case basis by Ministerial Office
staff and the Trust, depending on the urgency of the communication.

Format of written communications

The Trust will provide all written responses, including Cabinet submissions and
Contentious Issues Briefing Notes, in accordance with the approved templates and
in line with documented procedures.

Parliamentary Questions

Requests for draft responses to Parliamentary questions will be forwarded to the
nominated officer at the Trust via the Parliamentary Questions System, with
responses prepared and returned following the Chief Executive Officer's or
nominated person's approval. All responses will include the name and contact
number of a Trust officer who can advise on any changes or provide further urgent
information if needed.

6. RESOLUTION PROCEDURE

Resolution procedure for a breach of these arrangements

itives will
ion.

Hon Michael Murray AM QC

CHAIR, NATIONAL TRUST OF AUSTRALIAMINISTER FOR LOCAL GOVERNMENT; HERITAGE;
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