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Introduction to committees

The Legislative Assembly is a legislature for the people of the ACT. Following
each election, the Assembly appoints committees comprised of Assembly
Members to carry out particular inquiries. Committees inquire into public
policy issues or public administration, either on their own referral or as a result
of a referral from the Assembly. Committees can only inquire into matters
falling within their resolution of appointment. Committees also have certain
statutory obligations, for example, in relation to Territory planning matters.

Types of committees
There are two types of committees, standing and select committees.

Select committees are appointed to inquire into specific issues and once they have
reported to the Assembly they cease to exist. A Select Committee on Estimates is
established each year to examine the Government's Appropriation Bill. There is
also currently a select committee on the Ecological Carrying Capacity for the ACT
and Region.
Standing committees are appointed for the term of the Assembly to maintain
ongoing inquiries into various subjects. The following standing committees
were established at the commencement of the seventh Assembly in December
2008:
= Standing Committee on Administration and Procedure
= Standing Committee on Education, Training and Youth Affairs
= Standing Committee on Health, Community and Social Services
= Standing Committee on Justice and Community Safety (which also performs the
duties of a Scrutiny of Bills and Subordinate Legislation Committee)
= Standing Committee on Planning, Public Works and Territory and Municipal
Services
= Standing Committee on Climate Change, Environment and Water
= Standing Committee on Public Accounts

There is also a standing committee on Administration and Procedure. This is an
internal committee established for the purpose of advising the Speaker on
certain matters and managing Assembly operations and procedures.



Committee inquiries

A major part of committee business is to conduct inquiries into matters of public
importance. The usual steps an inquiry takes are as follows:

1. The committee is instructed to inquire into an issue by the Assembly or
decides what to have an inquiry into and informs the Assembly.

2. The inquiry is advertised in the local media and on the Legislative
Assembly website inviting submissions from interested parties. The
committee may also write directly to individuals, community or business
groups known to have an interest in the matter.

3. Once received, submissions will be considered by the committee and if
the committee agrees they are authorised for publication.

4. The committee holds a public hearing and hears oral evidence from
selected individuals and organisations.

5. The committee considers all the evidence from the submissions, public
hearings and other research and prepares a report that usually includes
recommendations for government action.

6. The report is tabled in the Legislative Assembly. Members of the
Assembly have the opportunity to debate the findings of the report.

7. The government considers the report and is required to prepare a
response. The response is usually tabled in the Assembly within three
months.

Example of terms of reference and newspaper advertisement of an inquiry conducted by
the Health and Disability Committee in the Sixth Assembly (2008).

Legislative Assembly for the ACT

INQUIRY INTO THE EARLY
INTERVENTION AND CARE OF
VULNERABLE INFANTS IN THE ACT

To inquire into and report on the early
intervention and care of vulnerable

children in the ACT, focusing on the Inquiry into the early intervention and
unborn child and infants aged 0-2, with care of vulnerable infants in the ACT

particular reference to:
INVITATION FOR PUBLIC SUBMISSIONS

The Standing Committee on Health and Disability is conducting an inquiry into the early
* antenatal and postnatal care and intervention and care of vulnerable children in the ACT, focusing on the unborn child and
infanits aged 02, with particular reference to:

# children of drug affected parents;

= children of drug affected parents;

support services available for

vulnerable parents and their » antenatal and postnatal care and support services available for vulnerable parents
children; early identification of a and their children; =
hild at risk: + early identification of & child at risk;

child at risk;  specific issues related to indigenous parents and children; and

= specific issues related to indigenous * any other relevant matter.
: . The Committee is currently irwiting submissions and would like to hear from anyone

parents and children; and with an interest in this matter. Submissions are requested by 30 Apnl 2008 and public

* any other relevant matter. hearings will be held in due course,

For further information or to make a submission please contact the

Committes Secretary Ms Grace Concannon on 02 6205 0129 or by email at:
committees@parliament.actgov.an




Legislative Assembly for the ACT

DRAFT VARIATION TO THE
TERRITORY PLAN NO 281

MOLONGLO AND NORTH WESTON
INVITATION FOR PUBLIC SUBMISSIONS

The Standing Cormmittee on Planning ard Ervironment invites submissions to its
i’rﬁuiring into Draft Variation to the Territory Plan No. 281 — Molonglo and North
‘eston.

The recommerded final variation is accessible via the ACTPLA website: The Stundmg Committee on P lannmg, Terrltory and

http:{fwww.actpla.actgovanftools resourcesflegislation_plans_registers/plans/ MuniCip al Services has a Statutory requirement to
current_territory_plan_variations inquire into all Draft Variations of the Territory Plan.

Written submissions should be lodged by 23 June 2008 and public hearings will be In this case the committee does not have terms Of
held in July. Submissions should include your full name, postal address and telephone

rumber. Electronic lodgement is prefemad, reference. The example is from an advertisement in The
For further information please contact the Committee Secretary Ms Nicola Derigo on Canberra Times ﬁfom the Standing Committee Of

02) 6205 0435 or by email at: committees@parliament.act.gov.au. . . .
- - ! weniser|  Planning and Environment from the Sixth Assembly.

www.parliament.act.gov.au

Preparing a submission

Written submissions are essential to the inquiry process. Committees rely on the
diversity of views and opinions on a particular topic and welcome submissions
from individuals, experts in the field, representatives of groups and
organisations, government departments and any other interested party.

There is no set format for a submission. It may be in the form of a letter, a short
document or a more substantial paper. Committee inquiries are guided by
terms of reference that state the scope of the inquiry. Before preparing a
submission, it is important to obtain a copy of the terms of reference (available
on the Committee website). For submissions to be accepted they must be
relevant to the terms of reference, in whole or in part. While submissions do not
have to address all the terms of reference for an inquiry, terms of reference
provide a useful guide for structuring submissions.

A closing date for submissions will usually be advised, but extensions may be
granted in certain circumstances. The committee secretary should be contacted
if an extension is required.

The best submissions are to the point, supported by evidence, and written in
plain English. Submissions can also identify desired actions or
recommendations for the committee's consideration. If the submission is long, it
is helpful to include a table of contents and a brief summary. The use of



headings and titles is also advisable for
clarity. It is also a good idea to indicate
your willingness to appear at a public
hearing in your submission.

If a person is unable, for whatever

t it Submission to the ACT Legislative Assembly Standing
reason, to Prepare a written Committee on Health and Disability Inquiry into

submission, the committee secretary
should be contacted as early as

possible to discuss the possibility of THE USE OF CRYSTALLINE
giving oral evidence at a public METHAMPHETAMINE IN THE ACT
hearing.

April 2007

Front cover of a submission prepared by ACTCOSS
for the Standing Committee on Health and Disability.
All submissions are available on the web site.

Lodging a submission

The covering page or letter must include the following information:
= Name of the committee and the inquiry;
= Author's name (or, if an organisation, the organisation’s name and a
contact person);
= A postal address and contact telephone number; and
= An e-mail address (if possible).

Typed electronic submissions are preferable, although legible hand-written
submissions are acceptable. Submissions should not be stapled or otherwise
bound. Submissions should be sent to:

The Secretary
Standing/Select Committee on [Committee Name]

Via e-mail: committees@parliament.act.gov.au
Via post: GPO Box 1020
CANBERRA CITY ACT 2601

Hand delivered: Committee Office
Legislative Assembly for the ACT
London Circuit
ACT 2600



Receipt and publication of submissions

Once the committee receives a submission it becomes the property of the
committee and must not be published, or otherwise circulated, until it is
authorised for publication. Once authorised, the submission is posted on the
Legislative Assembly website and is made publically available. This process is
completed as soon as possible.

Once received by the committee, the submission is covered by parliamentary
privilege (see p 10). For this reason, committees are very careful about receiving
submissions and authorising them for publication. The committee has the
authority to not authorise a submission if it believes publication would be
inappropriate or not in the public interest.

Confidential submissions

If a submitter wants their evidence to remain confidential, the relevant
committee secretary should be contacted to discuss the matter or advice to that
effect should be included in the covering letter to the submission.

Committees will consider requests for confidentiality. However, it is ultimately
the committee's decision to confer confidentiality on a submission. While a
committee may agree to a submission or evidence being classified as
confidential in the first instance, a committee can publish that evidence at a
later date. Committees will generally advise or consult with affected parties
prior to doing so.

Submission checklist

O Have I addressed some or all of the terms of reference?

O Have I included my contact details including; name, postal address,
telephone number and email address?

O Have I sent an electronic version of my submission (if possible)?



Appearing as a witness at a public hearing

Once submissions have been received a committee may hold one or more public
hearings to gather further evidence. The Committee makes the final decision on
who will appear at the public hearing based on the submissions and other
factors. Not everyone who made a submission will be invited to appear in
person. People who appear before a committee are called witnesses.

The purpose of having public hearings in addition to written submissions is to:
= allow the committee to ask questions that prompt witnesses to clarify and
expand on material in a submission; and
= give witnesses an opportunity to respond to points made by other
submitters and witnesses.

Although some inquiries will receive most evidence through public hearings,
for example the examination of Budget Estimates, the evidence given in public
hearings has no greater weight than that given through submissions.

The public hearing
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Stunﬁing Committee on Planning and Environment Sixth Assembly

Most public hearings are held in Committee Rooms 1 and 2 in the Legislative
Assembly building on London Circuit. Entrance to this part of the Assembly
building is via the public entrance on Civic Square. Public hearings are open to
the general public and the media.

Witnesses receive information on the time and venue for the hearing and a
‘Witness Details’ form, which should be completed prior to the hearing, if
possible, and returned to the committee secretary. If not, the completed form
may be given to the committee secretary on the day of the hearing. On arrival
you can wait in the public gallery or, if the door to the committee room is
closed, at the lounges in the waiting area. Witnesses should not approach the
committee table at any time. Should the need arise the secretary will come to
you.



If witnesses have any special needs, the secretary should be advised before the
hearing. Arrangements can also be made for the use of PowerPoint slides.
Similarly, if a witness intents to table a document or exhibit during the hearing,
enough printed copies for each member of the committee and the secretary
should be handed to the secretary at the commencement of the presentation.

The hearing is facilitated by the Chair of the Committee. Other people seated at
the table are the committee members (usually 3 in total ) and the committee
secretary. On occasions other members of the Legislative Assembly may be
present.

The Chair will call each witness in
turn to the table. Before the hearing
can proceed the Chair will confirm
that the witness has read the
Privilege statement and understands
its meaning. If the witness has not
read the statement the Chair will

read it and ensure that its meaning =

has been understood. The Chair will  The Estimates Committee Sixth Assembly
then invite the witness to state their full name and the capacity in which they
appear before the committee (i.e. representing an organisation or as an
individual).

Witnesses will then be invited to make a short statement (generally no more
than five minutes) after which Members may ask further questions. Witnesses
should keep in mind the time limit that the secretary has advised for their
appearance. If the committee already has a written submission from a witness,
that witness can best use their time focussing on the key points from that
submission and responding to the points made in other submissions and by
other witnesses.

If a witness is unable to fully answer questions, they are able to undertake to
provide the information at a later time — this is called taking a question “on
notice’. If a witness needs clarification on what is required they should speak to
the secretary immediately after the hearing. If the committee asks for
information that a witness is not reasonably able to provide, the committee
should be advised at the hearing.

Broadcasting
Public hearings are broadcast throughout the Assembly building and web
streamed via the Legislative Assembly website. Green, red and amber lights in



the committee rooms indicate the status of the broadcast. Public hearings may

also be filmed or taped by the media.

LIGHT STATUS

Green Light

Red Light

Amber Light

When illuminated indicates to
room occupants that Hansard is
performing audio recording of
proceedings.

When illuminated, indicates to
room occupants that Hansard is
performing audio recording and
audio proceedings is being made
public by way of reticulation

When illuminated, indicates to
room occupants that vision of
proceedings is being web
streamed via the Legislative
Assembly website.

throughout building and to
authorised external recipients.

Transcripts

The proceedings of all public hearings are recorded by Hansard and transcribed
for the public record. Following the hearing, witnesses will be sent the proof
transcript of evidence and asked to make any corrections of factual errors which
have been inaccurately transcribed. Evidence cannot be amended nor can a
witness give new evidence for inclusion in the transcript. If a witness wishes to
provide additional evidence they should do so in the form of a supplementary
submission.

The proof transcript is posted onto the Assembly website and is replaced with
the final transcript as soon as it is available. This process usually takes three to
four weeks.

In camera evidence

In certain circumstances, witnesses may wish to give evidence in private [in
camera] rather than at a public hearing. If so, the committee secretary should be
notified prior to the hearing in order that the matter can be considered by the
Committee prior to the commencement of the hearing.

Only the committee and the secretary are present for in camera hearings; anyone
in the public gallery will be asked to leave. While the evidence is still
transcribed, the transcript is not published in the first instance, although, as
with submissions, the Committee may decide to publish the evidence at a later
date.

Committees will only agree to keep submissions confidential or hear
confidential evidence at an in camera hearing in limited circumstances. Because
committees need to engage in an open process when investigating matters,
confidential evidence that cannot be openly tested is less useful than that which
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is taken at public hearing. However, in some circumstances, there is a genuine
need for partial or total confidentiality.

Parliamentary privilege

Committee proceedings are considered to be ‘proceedings in parliament” and as
such are protected by parliamentary privilege. Privilege means that witnesses
and submitters cannot be sued for what is said or written and evidence may not
be used in courts or tribunals to question the truth, motives or credibility of any
person. Witnesses do however, have a responsibility to ensure that their
evidence is not intentionally defamatory or misleading and to tell the truth.
Knowingly providing false or misleading information to a committee can lead
to a witness being held in contempt of the Assembly.

Further information

Further information is available from the Committee Office;

02 6205 0127

a
@ committees@parliament.act.gov.au
«

www.parliament.act.gov.au
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Glossary

authorise for publication
authority of a committee to publish (make public) submissions and other
documents it has received in the course of its inquiry

committee

a small group of members of the Legislative Assembly, usually drawn from all
parties, which examines, reports on, and makes recommendations about a
particular subject

exhibit

a document or item (such as a photograph) which is provided to the committee
to assist in their inquiries but has not been produced specifically for that
purpose

hearing (of a committee)
a public or in camera meeting of a parliamentary committee for the purpose of
taking oral evidence

in camera
a hearing conducted in private for reasons of confidentiality

parliamentary procedure
rules for and methods of carrying out the business of a house of Parliament

privilege
the immunity of the Legislative Assembly and its members and their powers to
protect the integrity of parliamentary processes

reference
a matter that has been referred to a committee for consideration and report; a
subject being considered by a committee

report (of a parliamentary committee)
a statement, usually in writing and containing recommendations, of the results
of an inquiry by a committee

secretary (of a parliamentary committee)

a parliamentary officer who looks after the support arrangements for a
committee, including correspondence, record-keeping, research, and
arrangements for meetings where witnesses give evidence, and who often
prepares the first draft of a committees” report

select committee

a committee established to inquire into and report on a particular subject; a
select committee ceases to exist when it has made its final report to the house or
houses

12



standing committee

a committee appointed to inquire into and report on certain matters set out in
the resolution of appointment passed by the Legislative Assembly; a standing
committee continues to exist for the duration of the Legislative Assembly

standing orders
a collection of rules agreed to by a house which govern the way it conducts its
business

submission
a written representation to a committee of an individual or a groups views
about the terms of reference of an inquiry

table
to present a document or other item to the Committee. The paper then becomes
part of the committee’s records

terms of reference (of a committee)
the scope for activity and investigation defined by the committee or the
Legislative Assembly regarding a matter referred for inquiry

witness (before a committee)
a person who gives evidence to a committee
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