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Terms of Reference 
1. Background
The Borough of Queenscliffe (Council) is undertaking a five-year review of its Climate Emergency Response Plan (CERP) to understand what has been achieved and identify priorities for the next phase of local climate action. The review will inform the development of a revised Climate Strategy that is practical, place-based and aligned with the Borough's scale, resources and local context. Community roundtable workshops will bring together a broad and representative mix of participants to help shape priorities, actions and measures for climate adaptation, resilience and emissions reduction. Feedback from participants will be considered by Council and used to inform the revised Climate Strategy.
Participants at the roundtables will support Council by contributing local knowledge, identifying community perspectives, and providing feedback on matters within the scope of the project.
2. Purpose
The purpose of the roundtable workshops is to:
· Provide a forum for two-way communication between Council and the community.
· Enable participants to learn about Council's commitments, responsibilities and limitations in relation to climate adaptation and resilience.
· Provide feedback on matters within the agreed scope of influence.
· Assist Council to understand a broad range of community priorities for climate adaptation and resilience to inform the development of the Climate Strategy.
· Support transparent and informed community engagement.
3. Role of the roundtable participants
The roundtable participants will:
· Review information provided by Council and the project team.
· Discuss priorities, actions and measures for climate adaptation, resilience and emissions reduction to help Council understand what matters most locally and where effort should be focused.
· Contribute local knowledge and community perspectives.
· Assist Council to understand community values and priorities relevant to the project.
4. Scope of Influence
The roundtable participants will draw on their local knowledge and lived experience and may provide input into:
· The focus areas under each proposed Pillar
· How Council should prioritise the focus areas 
· How Council can support delivery of the Community Pillar. 
The feedback from the roundtable participants will be documented and provided to Council for consideration in decision-making processes.
5. Matters outside the scope of the roundtable participants
The roundtable participants do not:
· Make decisions on behalf of Council.
· Direct Council officers or Councillors.
· Represent the official position of Council.
Final decisions remain the responsibility of Council and any relevant statutory decision-makers.
6. Membership
The roundtable participants will comprise approximately 40 members selected to achieve a diversity of the Borough’s perspectives, experiences and interests. Membership may include: 
· Local residents
· Business operators and employees 
· Community organisations.
Council will seek a balanced group that reflects the diversity of the community.
7. Appointment and Term
· Members will be appointed through an open expression of interest process. 
· Membership will continue for the duration of the roundtable engagement process.
· Council reserves the right to review membership if attendance or conduct expectations are not met.
8. Member Responsibilities
Members are expected to:
· Attend all workshops.
· Review information before workshops.
· Participate constructively and respectfully.
· Listen to and consider differing viewpoints.
· Contribute their own perspectives and experiences.
· Share information responsibly within the community.
· Act in accordance with the group's agreed Terms of Reference and behaviours.
· Members participate in their individual capacity unless otherwise specified. Where members are appointed to represent an organisation, members will represent the organisations viewpoints.
9. Workshop Arrangements
· Workshops will occur twice in October (6 October 2026 and 13 October 2026)
· Workshops will be independently facilitated.
· Workshops summaries will be prepared and shared with members.
· Workshops will be held in person.
10. Behaviours
Roundtable participants members agree to:
Respectful and constructive participation 
· Participate respectfully by listening to and considering different perspectives, experiences and opinions.
· Contribute constructively by sharing views, ideas and feedback in a way that supports productive discussion and problem-solving.
· Recognise that members may bring different experiences, values and priorities to the discussion.
· Be open-minded and willing to consider new information, evidence and alternative viewpoints before forming conclusions.
· Engage in good faith by working collaboratively with other members and Council representatives to achieve the purpose of the roundtables.
· Respect the role of others, including fellow participants, Council officers, subject matter experts and facilitators.
· Allow everyone an opportunity to contribute and avoid dominating discussions.
Responsibility of roundtable participants  
· Attend and prepare for workshops, including reviewing materials provided in advance.
· Support the integrity of the process by working within the agreed Terms of Reference and recognising the advisory role of the roundtable participants.
· Treat information appropriately, including respecting any confidentiality requirements communicated by Council.
Attendance and participation
· Roundtable workshops are intended for appointed members only. Observers may attend only with prior approval from Council.
· Participants may not send a substitute or bring guests to workshops unless agreed by Council in advance.
Communications and privacy 
· Workshops must not be audio recorded, video recorded, photographed or live streamed by participants unless authorised by Council.
· Council may arrange photography, filming or recording for project purposes and will advise participants in advance.
· Participants may discuss their personal views and experiences outside workshops but should not present themselves as speaking on behalf of the roundtable participants unless authorised to do so.
· Participants must not represent workshop discussions, recommendations or outcomes as final Council decisions.
· Media enquiries regarding the project or the roundtable process should be referred to Council.
· Members should respect the privacy of other participants and not attribute comments or viewpoints to individuals outside the workshops without their consent.
11. Decision-Making
· The roundtable group is an advisory body.
· The group will seek to identify areas of agreement and differing perspectives. Where views differ, Council will document and consider the range of feedback provided.
· Consensus is desirable but not required.
12. Confidentiality and Probity
Members may be required to:
· Respect confidentiality where information is provided on a confidential basis.
· Declare actual, perceived or potential conflicts of interest.
· Act in good faith throughout the process.
· Workshop discussions may be summarised publicly; however individual comments will generally not be attributed without consent.
13. Reporting
· The outcomes of workshops will be documented and reported to Council decision-makers.
· Council will explain how participant feedback has been considered and, where relevant, incorporated into the Draft Climate Strategy 
· An engagement outcomes document will be produced and shared with the community.  The engagement outcomes document will present deidentified information including but not limited to feedback received in relation focus areas of importance, participant feedback themes and issues prioritisation.
14. Review of the Terms of Reference
· Council may amend these Terms of Reference following consultation with the roundtable participants where necessary to support the effective operation of the group.
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