
Issue 

MINISTERIAL 
BRIEFING NOTE 

Engagement protocols for the Office of the Minister for Disability Services and the Disability 
Services Commission (the Commission). 

Background 
C!J In alignment with SecHon 74(1) of the Public Sector Management Act 1997, each 

Minister's Office maintains arrangements for communications with government 
agenoies within its portfolio (the Arrangements). 

C!J The Arrangements outline how the Minister's Office and the government agency will 
work together in progressing Government business. 

Current situation 
C!J A draft Arrangement between the Office of the Minister for Disability Services and the 

Commissioh is attached for the Minister's consideration. It is based on guidance 
provided by the Department of Premier and Cabinet. 

C!J The draft outlines proposed protocols in relation to: 
o key lines of communication between the Minister's Office and the 

Commission; 
o tasking of information requests, research, briefing or correspondence to the 

Commission; 
o support for Ministerial events; 
o support for Parliamentary activities; 
o media engagement; and 
o general protocols for other Government business. 

C!J Should the Arrangements be agreeable to the Minister and his Office, it will come into 
effect upon signature by the Minister. 

Recommendation/Action 
Minister sign the attached draft Arrangements. 

1cZL 
Prepared by Ron Chalmers 

Director General 
Disability Services Commission 

Date 22 May2017 



PURPOSE 

ARRANGEMENTS FOR COMMUNICATIONS AND DEALINGS 
BETWEEN 

THE OFFICE OF THE MINISTER FOR DISABILITY SERVICES 
AND 

EMPLOYEES OF THE DISABILITY SERVICES COMMISSION 

The purpose of this Communication Arrangement (Arrangement) is to define how 
engagement between the Office of the Minister for Disability Services (the Minister's 
Office) and the Disability Services Commission (the Commission) will be conducted. 

This Arrangement is made in accordance with Section 74(1) of the Public Sector 
Management Act 1994 and Department of the Premier and CabInet Guidelines. 

It supports: 
o high quality support to the Minister's Office; 
.. accuracy in written communication and Ministerial correspondence; 
.. efficient monitoring and tracking of Government business; and 
., timeliness in the delivery of Ministerial seNices and products. 

1. Communications between the Minister's Office and the Commission 
The Minisier's Office and the Commission will engage continuously in managing 
Government business. 

1.1 Designated points of contact 
To ensure timely progression of tasking and provision of accurate advice to the 
Minister's Office, the Commission has designated points of contact for tasking and 
enquiries. Primary points of contact are: 

Ministerial Office staff member Commission point of contact 
Minister Director General 

Alternative' relevant Executive Director 
Alternative: Direotor Strategic Services 

Chief of Staff Director General 
Director Strategic Services 
Alternative: Manager Ministerial and Parliamentary 
Support (MPS) 

Policy Advisor Director General 
Director Strategic Services 
ManagerMPS 
Alternative: relevant Executive Director 

Media AdVisor Manager Communications 
Alternative: Director Strategic Services 
Alternative: Manager MPS 

Executive Officers ManagerMPS 

Policy I Liaison Officers ManagerMPS 

Receptionist I Admin Assistants ManagerMPS I 

MPS Team 
Alternative: Executive Assistant to the Director General 
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In line with the apolitical nature of the public service, all requests made of the 
Commission 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 the request. 

1.2 Routine engagement 
To ensure alignment of Commission activities with Government direction and that the 
Minister's Office is aware of current Commission business, regular meetings will 
occur between: 

1.2.1 The Minister and the Director General 
These meetings will be scheduled by the Minister's Office, with agenda provided by 
the Commission no later than two business days in advance of each meeting. The 
Director General may invite other senior Commission staff to attend these meetings, 
with the Minister's agreement. 

1.2.2 The Principal Policy Advisor and the Director Strategic Services 
These meetings will be scheduled for mutually agreeable times and focus upon 
operational matters. 

2. Direction to the Commission and Commitment of Resources 
Where the Minister (or Minister's Office) wishes to provide Government direction, 
particularly of a strategic nature, to the Commission, this shoUld occur through the 
Director General, preferably in writing. 

All requests for the Commission to commit resources (beyond the normal functions 
and duties of the Commission's officers) should be directed to the Director General, 
preferably in writing. 

Where the Minister's Office seeks to provide direction to particular Commission staff 
on the conduct of their duties, this must first be discussed with the Director General. 

Where the Minister (or Minister's Office) wishes to provide routine, operational 
direction to the Commission regarding the progression of standard tasking and 
activities, this should occur through standard communication channels between 
Ministerial staff and Commission Officers. 

3. Routine requests for support, information or research 
In general, requests from the Minister's Office to the Commission seeking briefing, 
written products or substantive advice should be in writing and directed through the 
Ministerial and Parliamentary Support (MPS) Team within the Office of the Director 
General. Responses to such requests will use templates approved by the Minister's 
Office and be approved by the Director General for provision to the Minister's Office. 

Tasking, responses and products signed by the Minister are to be transferred 
between the Minister's Office and the Commission either: 

- via email between the Minister's Office and the MPS team, or 
- in hard copy via the satchel that is exchanged between the Minister's Office and 

the Commission daily. 
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Where requests relate to less involved operational advice, clarifications or problem 
solving, requests may be managed verbally through the appropriate point of contact. 

3.1 Ministerial correspondence 
Where correspondence directed to the Minist~r requires the drafting of a response by 
the Commission, the Minister's Office will indicate the appropriate form of reply (e .. g. 
Minister Reply, Chief of Staff Reply, Direct Reply, etc.) and the due date through the 
use of a Ministerial cover sheet. In addition to a draft response, the Commission will 
generally provide a briefing note regarding the matter. 

3.2 Other briefings, information or advice (including planned media materials) 
Requests for briefing and advice other than in relation to correspondence should be 
tasked to the Commission (MPS team) either via email or in writing using a Ministerial 
cover sheet. 

3.3 Routine materials for Parliamentary Business 
The Commission will prepare briefing and materials to support the Minister in routine 
Parliamentary business without specific tasking from the Minister's Office. This 
includes but is not limited to: 

• Estimates and Additional Estimates, 
III Annual Repolt hearings, 
III Commission parlIamentary reporting requirements, and 
• Parliamentary Inquiries. 

3.4 Parliamentary Questions 
Parliamentary Questions requiring provision of draft responses should be emailed to 
the MPS team. 

Parliamentary Questions Without Notice (of which some notice is given) will be 
treated as urgent by the Commission and an answer will be provided the same day, 
as required. 

Parliamentary Questions On Notice will be treated as highly important by the 
Commission and will be answered as a matter of priority. 

3.5 Speeches and support to attend events 
Requests for speech and event briefings should be sent to the Commission either via 
email or in writing using a 'speech and briefing, note cover sheet' to describe products 
required, using the process described at 3.2 above. 

Where finalised attenda'nce lists for an event are required, they will be provided to the 
Mlnister's Office no later than two days prior to the event 

3.6 Advice not requiring formal briefing 
Where requests relate to less involved operational advice, clarifications or problem 
solving, requests may be managed verbally through the appropriate point of contact 
or through email between designated points of contact. In general, email confirmation 
of verbal requests is preferable to ensure clarity of tasking. 

3.7 Support for meetings held by the Minister's Office 
Commission staff may attend meetings organised by the Minister's Office to provide 
support or expertise upon request by the Minister's Office. Requests for such 
attendance should be made through the MPS team. 
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4. Urgent communications 
Where circumstances confer particular urgency and render processes for routine 
business unsuitable, the Minister's Office may use other processes that it deems 
necessary. ' 

In the case of urgent requests for advice or information requirements, the Minister's 
Office may engage directly with the relevant senior officer at the Commission; these 
senior officers are noted in Attachment A to this agreement. 

It is preferable that the MPS team be made aware, via email or phone, that this 
contact is occurring. 

5. Communication relating to media matters 
The Commission will provide non-political, accurate and timely media advice to the 
Minister's Office, This will occur through direct contact between the Media Advisor in 
the Minister's Office and the Commission's Manager Communications. 

The Minister's Media Advisor may send requests for support in day-to-day 
communioations and media related activities by email directly to the Manager 
Communications, preferably copied to the MPS team. 

Requests for time sensitive or non-routine media-related advice or support should be 
directed to the Manager Communications by phone or by email. 

Requests for routine support (such as media releases, support for planned media 
opportunities, information campaign planning activities) should be made using the 
process described at 3.2 above. If this is not practicable due to time constraints, 
requests should be emaiIed to the Manager Communications. 

Where public comment is sought from the Commission by the media, the 
Commission will generally provide its proposed response to the Minister's Office for 
comment unless the matter is routine with well-established messages. The Director 
General will approve all media material provided by the Commission to the Minister's 
Office. 

6. Timelines 
The timeframes expected for return of tasked products to the Minister's office are: 

Type of Ministerial Request Timeframe 
Ministerial request for and on behalf of the Premier % working days 
or Governor 3 
Ministerial request for and on behalf of a Member of 5 working days 
Parliament 
Ministerial request for and on behalf of a member of 10 working days 
the public 
Routine Briefing notes 4e-\ttfol killg dl!\ys A.s vJ(7( ",1 \ 
Speech and briefing notes ~ e 'o'Q'ol'kh'~ aaysA5 ~ \-dA.e>,~J. 
Parliamentary Questions on Notice Within 10 working days J 

Parliamentary QUestions Without Notice (of which As per requested time line 
some notice is given) 
Media Inquiries As per requested timeline/to 

coincide With the daily news cycle 
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Where Information is required to advise Parliament, or is required urgently by the 
Minister, alternative timelines wi!! be agreed on an ad hoc basis to ensure the 
Minister receives the necessary information. The Minister's Office should agree such 
timelines with the Manager MPS. 

7. Communications relating to Cabinet and Executive Council 
All communications relating to matters before Cabinet or the Executive Council, or 
about to come before Cabinet or the Executive Council, must be directed through the 
Office of the Minister for Disability Services, except where explicitly requested or 
agreed to otherwise. 

All tasking relating Cabinet and Executive Council business should be sent under 
confidential cover to the MPS Team. 

8. Communications between the Commission and the office of a Minister 
responsible for another portfolio 
Unless otherwise requested by the MInister or Chief of Staff, all communications 
between the Commission and the office of another Minister, or the Office of the 
Premier, will be directed through the Minister for Disability Services' Office. 

The Minister, or his nominee, will be informed of any ad hoc communication with 
other portfolio Ministers, the Premier or their staff. The Minister, or his nominee, will 
also subsequently be informed of the nature!content of the communication. 

9. Communication between the Commission and other Members of Parliament 
Unless othelWise directed by the Minister or Chief of Staff, all communications 
between the Commission and other Members of Parliament (State of 
Commonwealth), or the offices of other Members of Parliament, will be directed 
through the Minister's Office. 

The Minister, or his nominee, will be informed of any ad hoc communication with 
other Members of Parliament or their staff. The Minister, or his nominee, will 
subsequently be Informed of the nature/content of the communication. 

10. Maintenance of records 
The MPS team will monitor and record all Ministerial requests and responses, 
including hard copy, email and phone tasking. 

The Minister's Office will monitor and record all requests and responses using the 
Office's record-keeping system, TRIM. 

11. Resolution procedure for a breach of these Arrangements 
Should there be concerns regarding adherence to these Arrangements, the Minister 
or his Chief of Staff and the Director General will discuss the matter and decide on a 
way forward. 
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12. Alteration of Arrangements 
These Arrangements may be altered by agreement between the Director General 
and the Minister. 

Hon Stephen Dawson MLC 
MINISTER FOR DISABILITY SERVICES 

~~.rlL Dr Ro Chalmers 
DIRE TOR GENERAL 
DISABILITY SERVICES COMMISSION 

Date' rlJ·? t 11 , 
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Simone Spencer 

Lorraine Gregoriadis 

Sam Ciminata 

Christine Smart 

Simone Bastin 

Daniel MnIgate 

Deb Henderson 

Monica Nichevich 

Executive Director Policy and Planning 

AfExecutive Director Local Operations 

Executive Director Business and Funding 

Director Sector Engagement and 

[}l'Ssbmty 
Services 
C.ornmiss-i Dn 

\ \ I 

and Parliamentary Support 

Ministerial and Parliamentary Support 

AlManager Communications 

[ ; f Jeevani Hadinnapola 

Sharmane Wahapango 

Irma Schnecker 

Lynette Clark 

Ministerial and Parliamentary Support Team email: mps@dsc.wa.gov.au 

94269200 



DatefTime Sent: ~~'-I-r---,=----.--'--=---..o~--j-----l 
ByWho'm: 

How: Hand 

Author: 

Office of Origin: 
Your Reference: 

Our Reference: 

Email 

Susan Hunt, 94740330 

Perth Zoo 

GR/10890; 150402 

MINISTER FOR ENVIRONMENT 

COMMUNICATIONS AGREEMENT 

Perth Zoo 

RECEIVED 
Office of the Hon Stephen Dawson MlC 

Ret{j2"oC?I I k Due Date 
OOPW -O-ra-((--o 
OOER 
o DSC 'L 4 AAAR 2 8/1; 0 
o Minister 1'1 017 Attn 01 
o COS Act 0/ 

~A IJl"' 0' Advice 0 ' L U .J Info 0 
xec Off I" ,..., Direct 0 

OPo/Off o Gorrsctions 0 
o 

Section 74 of the Public Sector Management Act 1994 requires the establishment of 
a framework for communications between a Minister's Office and the agencies in the 
Minister's portfolio. 

Please find attached for your consideration, a draft Communications Agreement 
detailing a proposed framework for communications betweer) your Office and the 
Zoological Parks Authority. 

Of course, should changes be required the Agreement will be amended and re-sent 
to your Office. 

~DORSED 0 NOT ENDORSED 

OL ~\ Stephen N Dawson MLC 
MINISTER FOR ENVIRONMENT 

~+hJJ . 
Susan Hunt PSM 
CHIEF EXECUTIVE OFFICER 

23 March 2017 

AU. 



GOVERNMENT OF 
WESTERN AUSTRALIA 

COMMUNICATIONS AGREEMENT 

BETWEEN 

Perth Zoo 
SAVING l~ WILDLIFE 

THE OFFICE OF THE MINSTER FOR THE ENVIRONMENT AND THE ZOOLOGICAL PARKS AUTHORITY 

This agreement is for the purpose of establishing the framework for communications between the 

Minister for the Environment and the staff of his Office, and the Chief Executive Officer of the Zoological 

Parks Authority and its employees, and is made pursuant to section 74 ofthe Public Sector Management 
Act 1994. 

1. General Communication Guidelines 

1.1. Ministerial staff and Zoological Parks Authority (ZPA) employees will at all times adhere to the 

Public Sector Code of Ethics, Public Sector Management Act 1994 and Zoological Parks Authority 

Act 2001 in terms of respective roles, obligations and responsibilities. 

1.2. Requests for information or action (including meetings) made by the Minister's Office should be in 

writing and addressed to the ZPA's Chi.ef Executive Officer (CEO). 

1.3. It is recognised that due to time constraints or other non-routine circumstances a verbal approach 

may be more appropriate. Verbal communications from the Minister's Office will be directed only 

through the CEO, her Executive Assistant or the Manager Media and Communications. 

1.4. Communication initiated by the ZPA to the Minister and his Office (aside from media 

communications) will be in writing and addressed to the Minister through the Chief of Staff or 

his/her delegated officer. 

1.5. Communication initiated by the ZPA to ' the Minister and his Office (aside from media 

communications) will be from, or approved by the CEO or her delegated officer. 

2. Media Communications 

2.1. In regard to communications relating to media and-external communications, the Minister's'Media 

Adviser and the ZPA's Manager Media and Communications may communicate as needed. 

2.2. Formal responses to written media inquiries will be approved by the CEO prior to being sent to the 

Minister's Office. 

3. Cabinet Matters 

3.1. Communication relating to Cabinet and Executive Council initiated by the Minister concerning the 

ZPA will be directed to tbe CEO in writing (time permitting). If the CEO is unavailable and the 
matter is urgent, an approach may be made to the relevant Director. Ifthe matter is dealt with in 

the absence of the CEO, she is to be notified as soon as possible. 

3.2. All submissions by the ZPA for consideration by Cabinet will be directed through the Office of the 

Minister. 

4. Parliamentary Questions 

4.1. Parliamentary Questions will be treated as urgent and responses will be provided to the Minister's 

Office as quickly as possible. 



MINISTER'S OFFICE COpy 

COpy 
AGREEMENT FOR COMMUNICATIONS 

BETWEEN THE MINISTER FOR ENVIRONMENT 
AND THE DEPARTMENT OF ENVIRONMENT REGULATION 

The Parties: 

L .............. \ .................................................. . 
STEPI;fEN DAWSON MLC 

MINISTER FOR ENVIRONMENT 

and 

D OLARIC 
ACTING DIRECTOR GENERAL 
DEPARTMENT OF ENVIRONMENT REGULATION 

. ;(~,.,' . All. 
On thIs ............ day of ./~.::;. 2017 agree as follows: 

1. Legislative framework 

1.1 This agreement is for the purpose of establishing the framework for 
communications between the Minister for Environment and the Department of 
Environment Regulation (DER) and is made pursuant to Section 74 of the 
Public Sector Management Act 1994. 

2. Overview 

2.1 Interaction between the Minister's Office and DER will be frequent. These 
guidelines are provided to assist both groups to maintain cooperative working 
relationships. Notwithstanding any arrangement set out below, Ministerial staff 
and DER officers will not interfere with each other in the exercise of their 
respective obligations and responsibilities. 
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2.2 These guidelines should be applied giving full consideration to the needs of a 
particular situation or issue. Officers from both groups should at all times 
adhere to providing a quality service rather than the precise and detailed 
wording of any particular clause. In particular, there needs to be flexibility when 
a response or advice is urgently sought. 

2.3 As a general principle, requests made by the Minister's Office for information or 
for action to be taken by DER should be in writing and addressed to the 
Director General using the agreed routines and procedures. It is recognised, 
however, that due to time constraints, a verbal request may need to be made 
by the Minister's Office to the Director General or, if unavailable, two DER 
Executive Directors, or the Manager of Ministerial and Information Services 
(MIS) only. 

2.4 When communication is initiated by the Minister or his nominee, 
communications in the first instance will be directed to the Director General, or 
in his absence, the relevant Executive Director, or the Manager of MIS only 
(except for when the matter is a media enquiry, when the process at item 11 
will apply). 

2.5 Once an issue has been discussed and a course of action agreed, then, 
depending on the issue and its subsequent delegation to a less senior officer, 
further discussion may take place between that officer and the Minister's 
nominee. Responses will be provided in an agreed timeframe. 

2.6 When initiated by DER, communication will only be made by the Director 
General, a relevant Executive Director, or the Manager of MIS (except for when 
the matter is a media enquiry, when the process at item 11 will apply). 

2.7 Again, once a course of action has been agreed, the issue may be delegated 
to a less senior officer. The Director General takes responsibility for all advice 
provided and must at all times be aware of issues being raised. 

3. Routine communication 

3.1 Routine communication initiated by the Minister or his nominee relating to 
matters in progress within DER may be directed to the Director General, a 
relevant Executive Director, or MIS only. Responses should normally be in 
writing through the Director General, or in the Director General's absence, the 
relevant Executive Director. 

3.2 If time restraints require a verbal response, the Director General should be 
advised by the relevant Departmental officer as soon as possible. In all cases, 
officers handling routine inquiries will ensure that emails, file notes and contact 
reports outlining telephone conversations of the information requested and 
provided will be retained in accordance with records maintenance 
requirements. Routine communication initiated by DER will be directed to the 
relevant Policy Officer or the Chief of Staff. 
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4. Strategic communication 

4.1 Strategic issues communication initiated by the Minister or his nominee will in 
the first instance be directed in writing to the Director General. Where time is 
an issue, email or verbal communication, or a combination may be used. Only 
if the Director General is unavailable should strategic communication be 
directed to the relevant Executive Director, or MIS. Once the issue has been 
discussed and a course of action agreed, the Director General will delegate to a 
less senior officer where appropriate. 

4.2 Strategic communication initiated by DER will be raised in writing using agreed 
processes. 

5. Communication relating to the drafting of legislation 

5.1 Communication by the Minister relating to the drafting of legislation will be 
communicated in writing to the Director General. DER will follow the guidelines 
and procedures provided by Parliamentary Counsel's Office Getting Legislation 
Drafted and Enacted (August 2016). 

6. Communications relating to Agency resources (beyond the normal 
function and duties of the Agency's Officer and staff) 

6.1 Communications relating to the agency's resources (as described above) shall 
only be directed from a senior officer in the Minister's office and be directed to 
the Director General, preferably in writing. If the Director General is unavailable 
and the matter is urgent, an approach may be made to the relevant Executive 
Director. If the matter is dealt with in the absence of the Director General, they 
must be subsequently notified. 

6.2 Communication relating to the above initiated by the agency will be raised in 
writing using the agreed processes with the Minister. 

7. Communication between the Agency and any other Members of 
Parliament 

7.1 All communication between DER and other portfolio Ministers, Members of 
Parliament and the Premier or their staff shall be directed through the Minister's 
Office. The Minister, or his nominee, will subsequently be informed of the 
nature/content of the communication. 

7.2 The Minister, or his nominee, will be informed of any ad hoc communication 
with other portfolio Ministers, the Premier or their staff. 

8. Communication relating to Cabinet and Executive Council 

8.1 Communication relating to Cabinet and Executive Council initiated by the 
Minister will be directed to the Director General (or MIS), preferably in writing. 
If the Director General is unavailable and the matter is urgent, an approach 
may be made to the relevant Executive Director, or the Manager of MIS. If the 
matter is dealt with in the absence of the Director General, the Director 
General must be subsequently notified. 
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8.2 Communication relating to the above initiated by the agency will be raised in 
writing using the agreed processes with the Minister. , 

9. Communication relating to briefing notes 

9.1 Communications relating to briefing notes (written and/or verbal) initiated by 
the Minister will be directed to the Director General, giving appropriate notice 
for a response. All correspondence in relation to briefing notes must be via 
MIS. If the matter is urgent, the communication from the Minister's Office may 
be copied to the relevant Executive Director at the same time it is sent to MIS. 

10. Communication relating to Parliamentary Questions 

10.1 Parliamentary Questions without notice will be treated as urgent by the agency 
and an answer provided in the required timeframe. 

10.2 Parliamentary Questions without notice - of which some notice is given - will 
be treated as urgent by the agency and an answer will be provided the same 
or next day. 

10.3 Parliamentary Questions with notice will be treated as highly important by the 
agency and will be answered as a matter of priority. Questions should be 
emailed to MIS, which will ensure appropriate action. 

11. Other communication arrangements 

11.1 Any other communication initiated by the Minister or his nominee shall be 
directed to the Director General, or MIS, with the exception of media inquiries 
- where the Minister's Senior Media Adviser shall liaise directly with DER's 
Senior Manager Communications and nominated officers within the 
Communications Team.2 

5. 12. Media responses, statements and materials 

12.1 All responses to media queries as well as media statements, and DER 
spokesperson talking points and question and answers, will first be approved 
by the Senior Manager Communications, relevant Executive Director and then 
by the Director General i

. The Senior Manager Communications or a 
nominated member of the Communications team will send all final media 
statements to the Minister's Senior Media Advisor for endorsement. 

DER's Senior Manager Communications will be the main point of contact for 
the Senior Media Advisor, however, the Senior Manager Communications can 
nominate Communications officers to liaise with the Senior Media Advisor in 
writing, with all written communications between both parties copied to the 
Senior Manager Communications for noting2

. 
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13. Arrangements for the provision of electronic version of documents to 
the Office of the Minister for Environment 

13.1 Electronic versions of agency documents sent to the Minister's Office will only 
be via MIS. The date and transmittal methods will be recorded on a hard copy 
of all documents sent to the Minister's Office with the recorded details retained 
in MIS. 

13.2 The Minister's Office will only accept electronic versions received from MIS 
(that is, the Minister's Office will not accept electronic versions direct from staff 
within divisions). 

13.3 MIS will send a hard copy of draft correspondence approved by the Director 
General, and email the Word version to the Ministerial correspondence officer 
only via Minister.Dawson@dpc.wa.gov.au. 

13.4 Editorial changes made to an electronic version of correspondence by the 
Minister's Office will be returned to MIS in the form. of a signed hard copy 
which will be forwarded to the relevant division. Proposed policy or technical 
changes by Ministerial office staff will be returned for the changes to be made 
within the agency to ensure their accuracy, and necessary approvals obtained. 

13.5 For briefing notes, contentious issues briefing "notes and Cabinet comments, 
the agency will send a hard copy as approved by the Director General (or a 
scanned signed copy if the matter is urgent) anq a Word version to the 
relevant administrative officer within the Minister's Office. No changes are to 
be made to documents that have been signed under the Director General's 
signature block without the Director General's written endorsement. 

13.6 Speeches approved by the Director General will be sent from MIS in hard copy 
and Word version to the relevant administrative officer in the Minister's Office. 

13.7 Draft responses to Parliamentary questions approved by the Director General 
will be sent from MIS in Word version to the Parliamentary Liaison Officer. 

14. Form and content memorandum 

14.1 From time to time, as appropriate, the Minister or his nominee will provide a 
"form and content" memorandum to the Director General. The purpose of this 
memorandum will be to provide stylistic assistance in order to facilitate 
effective communications. 

15. Resolution of difficulties with these procedures 

15.1 Should any difficulties arise with these arrangements, the Minister or his 
nominee and the Director General, or their nominee, will discuss and resolve 
the situation, if necessary recommending changes to policy and practice. 

16. Alteration of agreement 

16.1 This agreement may be altered by agreement between the parties. 
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17. Correspondence procedures 

17.1 The attached correspondence procedures operate in conjunction and form 
part of this agreement (Appendix 1). 

Key: 

1 If the Director General is unavailable and the matter is dealt with in his absence, this requires 
approval from two relevant Executive Directors and the Director General must be subsequently 
notified. 

2 If the matter is dealt with by a nominated Communications officer in the absence of the 
Senior Manager Communications, the Senior Manager Communications must be subsequently 
notified. 
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CORRESPONDENCE PROCEDURES 
Office Hon Stephen Dawson MLC, 

Minister for Environment 

Due Date turnaround times 
General correspondence 
MP correspondence 
Premier's correspondence 
Amendments 
BN requests 

10 days 
5 days 
3 days 
5 days 
Date will be specified on the request 

Appendix 1 

• All correspondence requiring action from an agency will be forwarded to your 
office with a Ministerial Cover page. 

The cover page will state what action is required and the due date that it should be 
returned to this office, please adhere to these dates particularly in the case of 
correspondence to the Premier's office and MPs. 

• Please forward a Word version (e-copy) of draft requests to 
Minister.Dawson@dpc.wa.gov.au, when you send the hard copy via bag. 

Please quote the Ministerial ref # (62) in the subject line of the email and in the case 
of draft requests for the Premier, his office's ref #. 
If this office requests a BN regarding a meeting or event attended by the Minister, 
please send an e-version to the Appointment Secretary and Correspondence Officer, 
there is no need to send a hard copy. 
BNs generated from an agency will need to be sent in a hard copy by the usual 
process agreed by each agency. 

• If you are going to send a hard copy of BNs etc, please do not send a Word 
version as well. 

Once a file has been actioned in this office, a hard copy of the file will be returned to 
the agency and a copy of all documents will be saved in TRIM in the Ministerial 
Office. 
BNs - Signed/Noted by the Minister. 
Drafts - Signed and sent and a pink copy supplied to the agencies for their records. 
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Please use the following format when drafting responses for the Ministerial office. 

Signature Blocks- please follow the format of these signature blocks 

Minister Dawson 

Chief of Staff 

Han Stephen Dawson MLC 
MINISTER FOR ENVIRONMENT 

Louise Durack 
Chief of Staff to the 
MINISTER FOR ENVIRONMENT 

Premier Mark McGowan 
Mark McGowan MLA 
PREMIER 

General Draft requests: to be sent via POST 
Paper: Embossed letterhead with addressed envelope 
Font: Arial 12 
Spacing: Single 
Reference #: top left hand side 

*Please include Ministerial ref #: 62-xxx 
Signature block At the end of the text 

General Draft requests: to be sent via EMAIL 
Paper: Template letterhead 
Font: Arial 12 
Spacing: Single 
Reference #: top left hand side 

*Please include Ministerial ref #: 62-xxx 
Signature block At the end of the text 

Please note 
If an extension is required for a draft request due date please contact the 
Correspondence Officer in the Minister's Office. 
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Draft request for Premier: 

All draft requests for the Premier should also have a cover memo 
from this office's COS 

COS Memo 
Paper: 
Font: 
Spacing: 
Reference #: 

Signature Block: 

Template letterhead 
Arial12 
Single 
top left hand side 
*Please include Ministerial ref #: and Premier ref # 
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It is imperative that the turnaround time (3 working days) is adhered to for draft 
requests for the Premier. 

If your office requires and ex.tension to the date specified please contact the 
Correspondence Officer who will contact the Premier's office and request an 
extension, and then advise you of the new date. 



Agreement for communications between the 
Minister for Environment; Disability Services and 

the Botanic Gardens and Parks Authority 

The Parties: 

~~ . .. ....... .. . ....... . . ..... . ....... . 

Hon Stephen Dawson MLC 
Minister for Environment; Disability Services 

and 

~: .. ~.~ ...... .. .............. . 
Marcelle Broderick 
AlChief Executive Officer 
Botanic Gardens and Parks Authority 

On this ..... ~. ~ ..... ... day of May 2017 agree as follows: 

1. Legislative framework 

This agreement is for the purpose of establishing the framework for communications 
between the Minister for Environment; Disability Services and the Botanic Gardens and 
Parks Authority and is made pursuant to Section 74 of the Public Sector Management Act. 



2. Overview 

These guidelines are provided to assist the Minister's Office and Botanic Gardens and 
Parks Authority (BGPA) to maintain cooperative working relationships which will facilitate 
the fulfilment of their respective responsibilities. 

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

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

When communication is initiated by the Minister or his nominee, communications in the 
first instance will be directed to the BGPA CEO, or in her absence, the Executive Officer 
(EO). Once an issue has been discussed and a course of action agreed, then, depending 
on the issue and its subsequent delegation to another senior officer, further discussion 
may take place between that officer and the Minister's nominee. Responses will be 
provided in an agreed timeframe. 

When initiated by the BGPA, communication will only be made by the CEO or EO. The 
CEO takes responsibility for all advice provided and will at all times be aware of issues 
being raised. 

3. Routine communication 

Routine communication initiated by the Minister or his nominee relating to matters in 
progress within BGPA may be directed to the CEO or in her absence, the EO. Responses 
will normally be in writing through the CEO, or in the CEO's absence, the EO. If time 
restraints require a verbal response, the CEO will be advised by the EO as soon as 
possible. In all cases, officers handling routine inquiries will ensure that emails, file notes 
and contact reports outlining telephone conversations of the information requested and 
provided will be maintained on permanent files. Routine communication initiated by BGPA 
will be directed to the relevant Policy Officer or the Chief of Staff. 

4. Strategic communication 

Strategic issues communication initiated by the Minister or his nominee will in the first 
instance be directed in writing to the BGPA CEO. Where time is an issue, email or verbal 
communication, or a combination may be used. Only if the CEO is unavailable should the 
Minister or his nominee direct strategic communication to the EO or relevant BGPA 
Director. 

Strategic communication initiated by the BGPA will be raised in writing using agreed 
processes. 



5. Communication relating to the drafting of legislation 

Communication by the Minister relating to the drafting of legislation will be communicated 
in writing to the CEO. BGPA will follow the guidelines and procedures provided by the 
Parliamentary Counsel's Office Getting Legislation Drafted and Enacted. 

6. Communications relating to agency resources (beyond the normal function 
and duties of the BGPA's Officer and staff) 

Communications relating to the BGPA's resources (as described above) will be in writing 
if time permits and be directed from a senior officer in the Minister's office and be directed 
to the CEO or in her absence, the EO. If a senior officer deals with the matter in the 
absence of the CEO, the CEO will be subsequently notified in writing . 

Communication relating to above initiated by the BGPA will be raised in writing using the 
agreed processes with the Minister. 

7. Communication between the BGPA and any other Members of Parliament 

All communication between the BGPA and other portfolio Ministers, the Premier or their 
staff shall be directed through the Minister's Office. The Minister, or his nominee, will 
subsequently be informed of the nature/content of the communication . 

The Minister, or his nominee, will be informed by the BGPA of any ad hoc communication 
with other portfolio Ministers, the Premier or their staff, in writing using agreed processes. 

8. Communication relating to Cabinet and Executive Council 

Communication relating to Cabinet and Executive Council initiated by the Minister will be 
directed to the BGPA CEO in writing if time permits. If the CEO is unavailable and the 
matter is urgent, an approach may be made to the EO or relevant Director. If the matter 
is dealt with in the absence of the CEO, he/she will be subsequently notified. 

Communication relating to above initiated by the BGPA will be raised in writing using the 
agreed processes with the Minister. 

9. Communication relating to briefing notes 

Communications relating to briefing notes (written and/or verbal) initiated by the Minister 
will be directed to the BGPA CEO giving appropriate notice for a response. All 
correspondence in relation to briefing notes must be via the BGPA's EO. 

10. Communication relating to Parliamentary Questions 

Parliamentary Questions without notice will be treated as urgent by the BGPA and an 
answer provided in a matter of hours. 

Parliamentary Questions without notice - of which some notice is given - will be treated as 
urgent by the BGPA and an answer will be provided the same or next day. 



Parliamentary Questions with notice will be treated as highly important by the BGPA and 
will be answered as a matter of priority within the requested timeframe. 

Answers will be emailed to the Ministerial Liaison Unit, which will ensure appropriate 
action. 

11. Media queries and other communications 

Any media or other public communication initiated by the Minister or his nominee shall be 
directed to the BGPA CEO or EO. Any response will first be approved by the CEO or in 
his/her absence, the relevant Director. 

The BGPA, and particularly Kings Park, benefits from regular positive and non
contentious media coverage. Relating directly to media communications, the following 
will apply: 

• All media requests and responses received by the BGPA are reviewed/approved 
by the CEO. 

• Minister's office is informed when the CEO considers there is a need to know
specifically when there is a positive opportunity for the Minister, or where an issue 
has the potential to be contentious for the Government. 

12. Procedures Manual 

Communications relating to procedures between the Minister's Office and BGPA will be 
documented in a Procedures Manual to be agreed between the parties. 

13. Form and content memorandum 

From time to time, as appropriate, the Minister or his nominee will provide a "form and 
content" memorandum to the CEO. The purpose of this memorandum will be to provide 
stylistic assistance in order to facilitate effective communications. 

14. Resolution of difficulties with these procedures 

Should any difficulties arise with these arrangements, the Minister or his nominee and the 
BGPA CEO or the Director Business and Visitor Services, will discuss and resolve the 
situation , if necessary recommending changes to policy and practice. 

15. Alteration of agreement 

This agreement may be altered by written agreement between the parties. 
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AGREEMENT FOR COMMUNICATIONS 
BETWEEN THE 

MINISTER FOR ENVIRONMENT 
AND 

Attachment 1. 

THE OFFICE OF THE ENVIRONMENTAL PROTECTION AUTHORITY 

The Parties: 

Q~\ . 
... .... ....... ~ .... ............ .. ...... ........................ . 

STEPry:N DAWSON MLC 
MINISTER FOR ENVIRONMENT 

and 

KIMT, 
GEN NAGER 
OFFICE OF ENVIRONMENTAL PROTECTION AUTHORITY 

On this ... ~?: ... day of .. . !:1~ .. 2017 agree as follows: 

1. Legislative Framework 

1.1 This agreement is for the purpose of establishing the framework for 
communications between th~ Minister for Environment and the Office of the 
Environmental Protection Authority (OEPA), and is made pursuant to Section 74 of 
the Public Sector Management Act 1994. 

2. General Communication Issues 

2.1. These guidelines are provided to assist the Office of the Minister for Environment 
and the OEPA maintain cooperative working relationships. 

2.2. Ministerial staff and the OEPA officers will at all times adhere to the Public Sector 
Code of Ethics, Public Sector Management Act 1994 and the Environmental 
Protection Act 1986 in terms of respective roles, obligations and responsibilities. 

2.3. Flexibility will be necessary as a result of urgent issues that may arise. Officers 
from both groups should at all times adhere to providing a quality service and 
responsiveness will at times be required when advice is urgently sought. 
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2.4. As a general principle, requests made by the Minister's Office for information or 
action should be in writing and addressed to the OEPA's General Manager (GM) 
using the agreed routines and procedures. 

2.5. However, it is recognised that, due to time constraints or the routine/administrative 
nature of some requests, a verbal approach may be more appropriate. 

2.6. When communication is initiated by the Minister or his nominee, communications 
in the first instance will be directed to the GM, Ministerial Liaison Coordinator or 
the relevant Director. In terms of media communication, the Ministerial Media 
Adviser may communicate directly with the OEPA's Senior Media Officer. 

2.7. When initiated by the OEPA, communication with the Ministers Office will be made 
by the GM, Ministerial Liaison Coordinator, relevant Director or the Senior Media 
Officer. The GM takes responsibility for all advice provided and must at all times 
be aware of issues being raised . 

2.8. In the event of the absence or leave of the GM, Ministerial Liaison Coordinator, 
relevant Directors or Senior Media Officer, alternative officers will be nominated 
prior to the absence or the leave. Similarly, in the absence of key Ministerial 
contact staff, the OEPA will be advised of substitute Ministerial staff to enable 
continued communication. 

3 Routine Communication 

3.1 Routine communication initiated by the Minister or his nominee relating to matters 
in progress within OEPA will be directed to the GM, Ministerial Liaison 
Coordinator, relevant Director or the Senior Media Officer. 

3.2 Routine communication initiated by OEPA will be directed to the relevant Policy 
Officer, or in their absence, the Chief of Staff. 

3.3 Responses should normally be in writing in hard copy through the GM, or in the 
GM's absence, the Ministerial Liaison Coordinator or Acting GM. If time restraints 
require a verbal response, the GM should be advised of the timeframe and method 
of response required . 

3.4 Advice provided by OEPA will be acknowledged from the Office of the Minister by 
date stamp as received and/or noted as read and returned to OEPA for file. 

3.5 In all cases, officers handling routine inquiries will ensure that emails, file notes 
and contact reports outlining telephone conversations of the information requested 
and provided will be maintained on permanent files. All email communication and 
phone messages shall be acknowledged within a 24 hour period by both parties. 

4. Communication Relating to the Drafting of Legislation 

4.1 Communication by the Minister relating to the drafting of legislation will be 
communicated in writing in hard copy to the GM. OEPA will follow the guidelines 
and procedures provided by Counsel's Office Getting Legislation Drafted and 
Enacted. 
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5. Communication between the Agency and any other Members of Parliament 

5.1 All communication between the OEPA and other portfolio Ministers, Members of 
State Parliament or other parliamentary jurisdictions as well as the Premier or their 
staff shall be directed through the Minister's Office. 

5.2 The Minister, or his nominee, will be informed of any communication with other 
portfolio Ministers, the Premier or their staff. 

6. Communication relating to Cabinet and Executive Council 

6.1 Communication relating to Cabinet and Executive Council initiated by the Minister 
will be directed to the GM, preferably in writing if time permits. If the GM is 
unavailable and the matter is urgent, an approach may be made to the Ministerial 
Liaison Coordinator or the relevant Director. If the matter is dealt with in the 
absence of the GM, he must be subsequently notified. 

6.2 Communication relating to the above, initiated by OEPA will be raised in writing 
using the agreed processes with the Minister. 

7. Communication relating to Briefing Notes. 

7.1 Communications relating to briefing notes (written and/or verbal) initiated by the 
Minister or his nominee will be directed to the GM and Ministerial Liaison 
Coordinator giving appropriate notice for a response. 

7.2 Communication forwarding urgent briefing notes via email will be acknowledged as 
received immediately by the Office of the Minister. 

8. Communication relating to Parliamentary Questions 

8.1 Parliamentary Questions without notice will be directed to the GM and Ministerial 
Liaison Coordinator and will be treated as urgent by the OEPA and an answer 
provided in a matter of hours. 

8.2 Communications forwarding answers to Parliamentary Questions via email will be 
acknowledged as received immediately by the Office of the Minister. 

8.3 Parliamentary Questions with notice will be directed to the GM and Ministerial 
Liaison Coordinator and will be treated as highly important by the OEPA and will 
be answered as a matter of priority. 

9. Media queries and other communications 

9.1 Media inquiries will be dealt with directly between the Minister's Media 
Officer/Adviser and the OEPA's Senior Media Officer or in the Senior Media 
Officers absence by relevant Director or alternative officer nominated prior to 
absence or leave. Any response by the Senior Media Officer will first be approved 
by the GM. Where the GM is unavailable, the response will be approved by the 
relevant Director, and the GM subsequently notified. 
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10. Meetings between the Minister for Environment and the General Manager 

10.1 Regular meetings will be held between the Minister and the General Manager. 
The Chairman of the Environmental Protection Authority will attend whenever 
possible. An Agenda for these meetings will be forwarded to the Minister prior to 

the meeting. 
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Attachment 2. 

OFFICE OF THE ENVIRONMENTAL PROTECTION AUTHORITY 

Arrangement for the provision of electronic documents 
by the Office of the Environmental Protection Authority (OEPA) 

to the Office of the Minister for Environment 

1. Electronic versions of OEPA documents will only be sent to the Minister's office 
through the Ministerial Liaison Coordinator. 

2. The date and transmittal methods will be recorded on a hard copy of all 
documents that have been sent to the Minister's office, and retained by the 
Ministerial Liaison Coordinator. 

3. The Minister's office will only accept electronic versions received from the 
Ministerial Liaison Coordinator (that is, the Minister's office will not accept 
e-versions direct from staff within Divisions as these may not have been 
approved by the General Manager). 

4. The Ministerial Liaison Coordinator will send a hard copy of draft correspondence 
approved by the General Manager, and email the Word version to the Ministerial 
correspondence officer only if requested. 

5. Editorial changes made to an electronic version of correspondence by the 
Minister's office will be returned to the Ministerial Liaison Coordinator in the form 
of a signed hard copy which will be forwarded to the relevant Division. Proposed 
policy or technical changes required by Ministerial office staff will be returned for 
the changes to be made within the OEPA to ensure their accuracy, and the 
necessary approvals obtained. 

6. For Briefing Notes and Cabinet comments, the Department will send a hard copy 
as approved by the General Manager (or a scanned signed copy if the matter is 
urgent or requested). If changes are to be made to documents that have been 
signed by the General Manager, the changes should be discussed with the 
General Manager to ensure technical accuracy is maintained. 

7. Speeches approved by the General Manager will be sent from the Ministerial 
Liaison Coordinator in hard copy, and an electronic version sent to the relevant 
administrative officer in the Minister's office for changes by the Minister's office 
as required. 

8. Draft r~sponses to Parliamentary questions approved by the General Manager 
will be sent from the Ministerial Liaison Coordinator electronically for changes by 
the Minister's office as required. 

9. Contentious Issues Briefing Notes will be sent electronically to the Ministerial 
Liaison Officer. 

10. Minister's Appointment Briefing Notes will be sent electronically to the 
Appointments Secretary. 

Signed 

2ZMay 2017 



The Parties: 

AGREEMENT FOR COMMUNICATIONS 
BETWEEN THE MINISTER FOR ENVIRONMENT 

AND THE DEPARTMENT OF PARKS AND WILDLIFE 

,I~ 
.. ~ .. 'Si-'E'P'I:iE~' 'DAwsoN' M"L"C····· ..... .............. . 
MINISTER FOR ENVIRONMENT 

and 

MSH P 
D TOR GENERAL 
DEPARTMENT OF PARKS AND WILDLIFE 

On this .. ~~ ...... day of Hl) ... 2017 agree as follows: 

1. Legislative framework 

This agreement is for the purpose of establishing the framework for communications between 
the Minister for Environment and the Department of Parks and Wildlife and is made pursuant 
to Section 74 of the Public Sector Management Act 1994. 

2. Overview 

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

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

As a general principle, requests made by the Minister's Office for information or for action to 
be taken by Parks and Wildlife should be in writing and addressed to the Director General 
using the agreed routines and procedures. However, it is recognised that, due to time 
constraints or the routine/administrative nature of some requests, a verbal or email approach 
(or a combination) may be more appropriate. 
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When communication is initiated by the Minister or his nominee, communications in the first 
instance will be directed to the Director General, or in his absence, the Manager of the Office 
of the Director General , the relevant Director, or the Ministerial Liaison Unit only. Once an 
issue has been discussed and a course of action agreed, then, depending on the issue and its 
subsequent delegation to a less senior officer, further discussion may take place between that 
officer and the Minister's nominee. Responses will be provided in an agreed timeframe. 

When initiated by the Department, communication will only be made by the Director General, 
a Director, Manager of the Office of the Director General or Ministerial Liaison Unit. Again, 
once a course of action has been agreed, the issue may be delegated to a less senior officer. 
The Director General takes responsibility for all advice provided and must at all times be aware 
of issues being raised. 

3. Routine communication 

Routine communication initiated by the Minister or his nominee relating to matters in progress 
within Parks and Wildlife may be directed to the Director General, the Office of the Director 
General, the relevant Director or Ministerial Liaison Unit only. Responses should normally be 
in writing through the Director General, or in the Director General's absence, the Manager of 
the Office of the Director General or the relevant Director. If time restraints require an oral 
response, the Director General should be advised by the relevant Departmental officer as soon 
as possible. In all cases, officers handling routine inquiries will ensure that emails, file notes 
and contact reports outlining telephone conversations of the information requested and 
provided will be maintained on permanent files. Routine communication initiated by Parks and 
Wildlife will be directed to the relevant Policy Officer or the Chief of Staff. 

4. Strategic communication 

Strategic issues communication initiated by the Minister or his nominee will in the first instance 
be directed in writing to the Director General. Where time is an issue, email or verbal 
communication, or a combination may be used. Only if the Director General is unavailable 
should strategic communication be directed to the relevant Director, Manager of the Office of 
the Director General or Ministerial Liaison Unit. Once the issue has been discussed and a 
course of action agreed, then the Director General will delegate to a less senior officer where 
appropriate. 

Strategic communication initiated by the Department will be raised in writing using agreed 
processes. 

5. Communication relating to the drafting of legislation 

Communication by the Minister relating to the drafting of legislation will be communicated in 
writing to the Director General. Parks and Wildlife will follow the guidelines and procedures 
provided by Parliamentary Counsel's Office Getting Legislation Drafted and Enacted. 

6. Communications relating to Department resources (beyond the normal function 
and duties of the Department's officer and staff) 

Communications relating to the Department's resources (as described above) shall only be 
directed from a senior officer in the Minister's office and be directed to the Director General, 
preferably in writing if time permits. If the Director GenerG)1 is unavailable and the matter is 
urgent, an approach may be made to the Manager of the Office of the Director General or the 
relevant Director. If the matter is dealt with in the absence of the Director General , he must be 
subsequently notified. 
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Communication relating to the above initiated by the Department will be raised in writing using 
the agreed processes with the Minister. 

7. Communication between the Department and any other Members of Parliament 

All communication between Parks and Wildlife and other portfolio Ministers, Members of 
Parliament and the Premier or their staff shall be directed through the Minister's Office. The 
Minister, or his nominee, will subsequently be informed of the nature/content of the 
communication. 

The Minister, or his nominee, will be informed of any ad hoc communication with other portfolio 
Ministers, the Premier or their staff. 

8. Communication relating to Cabinet and Executive Council 

Communication relating to Cabinet and Executive Council initiated by the Minister will be 
directed to the Director General (or Ministerial Liaison Unit), preferably in writing if time permits. 
If the Director General is unavailable and the matter is urgent, an approach may be made to 
the Manager of the Office of the Director General or the relevant Director. If the matter is dealt 
with in the absence of the Director General, he must be subsequently notified. 

Communication relating to the above initiated by the Department will be raised in writing using 
the agreed processes with the Minister. 

9. Communication relating to briefing notes 

Communications relating to briefing notes (written and/or verbal) initiated by the Minister will 
be directed to the Director General giving appropriate notice for a response. All 
correspondence in relation to briefing notes must be via the Department's Ministerial Liaison 
Unit. If the matter is urgent, the communication from the Minister's Office may be copied to the 
relevant Director at the same time it is sent to the Ministerial Liaison Unit. 

10. Communication relating to Parliamentary Questions 

Parliamentary Questions without notice will be treated as urgent by the Department and an 
answer provided in the required timeframe. 

Parliamentary Questions without notice - of which some notice is given - will be treated as 
urgent by the Department and an answer will be provided the same or next day. 

Parliamentary Questions with notice will be treated as highly important by the Department and 
will be answered as a matter of priority. 

Questions should be emailed to the Ministerial Liaison Unit, which will ensure appropriate 
action. 
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11. Media queries and other communications 

Any other communication initiated by the Minister or his nominee shall be directed to the 
Director General, or Ministerial Liaison Unit, with the exception of media inquiries where the 
Minister's Media Adviser shall liaise directly with Parks and Wildlife's Public Information and 
Corporate Affairs Branch. Any response by the relevant media officer will first be approved by 
the relevant Director and Director General. If the Director General is unavailable and the matter 
is dealt with in his absence, he must be subsequently notified. 

All media inquiries which involve liaison with a Ministerial Policy Adviser, should be copied to 
the Department's Ministerial Liaison Unit. 

12. Procedures Manual 

Communications relating to procedures between the Minister's Office and Parks and Wildlife 
will be documented in a Procedures Manual to be agreed between the parties. 

13. Form and content memorandum 

From time to time, as appropriate, the Minister or his nominee will provide a "form and content" 
memorandum to the Director General. The purpose of this memorandum will be to provide 
stylistic assistance in order to facilitate effective communications. 

14. Resolution of difficulties with these procedures 

Should any difficulties arise with these arrangements, the Minister or his nominee and the 
Director General, or the Manager of the Office of the Director General, will discuss and resolve 
the situation, if necessary recommending changes to policy and practice. 

15. Alteration of agreement 

This agreement may be altered by agreement between the parties. 



Department of Parks and Wildlife 

Arrangements for the provision of electronic versions of documents to the Office 
of the Minister for Environment 

1. Electronic versions of Departmental documents sent to the Minister's office 
will only be via the Ministerial Liaison Unit (MLU). The date and transmittal 
methods will be recorded on a hard copy of all documents sent to the 
Minister's office with the recorded details retained in the MLU. 

2. The Minister's office will only accept electronic versions received from the 
MLU (that is, the Minister's office will not accept e-versions direct from staff 
within Divisions). 

3. The MLU will send a hard copy of draft correspondence approved by the 
Director General, and email the Word version to the Ministerial 
correspondence officer only. 

4. Editorial changes made to an electronic version of correspondence by the 
Minister's office will be returned to the MLU in the form of a signed hard copy 
which will be forwarded to the relevant Division. Proposed policy or 
technical changes by Ministerial office staff will be returned for the changes 
to be made within the Department to ensure their accuracy, and necessary 
approvals obtained. 

5. For Briefing Notes, Contentious Issues Briefing Notes and Cabinet 
comments, the Department will send a hard copy as approved by the 
Director General (or a scanned signed copy if the matter is urgent) and a 
Word version to the relevant administrative officer within the Minister's 
office. No changes are to be made to documents that have been signed 
under the Director General's signature block without the Director General's 
written signature. 

6. Speeches approved by the Director General will be sent from the MLU in 
hard copy and Word version to the relevant administrative officer in the 
Minister's office. 

7. Draft responses to Parliamentary questions approved by the Director 
General will be sent from the MLU in Word version to the Minister's 
Parliamentary Liaison Officer . 

... .1 ... .12017 
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