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LOCAL PLANNING PANEL 

OPERATIONAL PROCEDURES 

Introduction 

 
1. These procedures are issued by the City of Sydney Local Planning Panel and should be 

read in conjunction with the Environmental Planning and Assessment Act 1979 (the Act), 
particularly the provisions of Schedule 24B, the Section 9.1 Direction from the Minister 
for Planning dated 23 February 2018 entitled ”Local Planning Panels Direction – 
Operational Procedures” (s 9.1 Direction) and the Code of Conduct for Local Planning 
Panel Members (the Code) approved by the Minister for Planning under Clause 28 of 
the Act. 

 
2. These procedures shall remain in force in their present form unless amended and may 

be periodically reviewed. 
 

Before the Meeting 

 
3. Local Planning Panel agendas and business papers will be made publicly available 

on the City of Sydney website: www.cityofsydney.nsw.gov.au seven days prior to the 
meeting. 

 
4. Agendas and business papers are also available free of charge through the One Stop 

Shop and Neighbourhood Service Centres. 
 

5. Any written representation from proponents or other interested parties must be 
submitted to Council by 5.00pm three business days prior to the relevant Panel 
meeting. For Local Planning Panel meetings that occur on Wednesdays, this 
information is required by 5.00pm, the Friday prior to the relevant Panel meeting. 

 

6. City officers will consider representations, and may prepare written advice (‘Relevant 
To’ memorandumsa) for the Panel and members of the public. Any ‘Relevant To’ 
memorandumsa will be published on the City of Sydney website two business days 
prior to the Panel meeting. For Local Planning Panel meetings that occur on 
Wednesdays, any 'Relevant To' memoranda will be published on the City of Sydney 
website the Tuesday prior to the relevant Panel meeting. 

 
7. Any interested person including the submitter(s), applicant(s) or their 

representatives(s) wishing to address the Panel at any meeting of the Panel must 
register with the City’s Secretariat via email 
secretariat@cityofsydney.nsw.gov.au or by calling (02) 9265 9394 before 12 
midday on the day of the meeting of their intention to do so. 

5.  
 

6.8. Additional documents, reports and amended plans will not be received or considered 
by the Panel at the meeting. 

 
Site Inspections 

 
7.9. Site inspections will be held when considered necessary by the Panel. 
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8.10. Site inspections shall not take place except as a Panel, and shall, so far as practicable, 
be held on the same day as the meeting of the Panel at which the particular matter is 
to be considered. 

 
9.11. City officers may accompany the Panel on site inspections as appropriate to clarify any 

issues raised by Panel members. 
 

10.12. Site inspections are to be used as a means of procuring information for the purpose 

of good decision making. Site inspections are for the Panel to acquaint themselves 

with the site and relevant issues.  

 

11.13. The Panel is not to receive or invite formal presentations or submissions at site 

inspections. All presentations and submissions are to occur only in the formal Panel 

meeting. 

 

Local Planning Panel Meetings 

 
12.14. The Panel will adopt an annual schedule of dates for local planning panel meetings. The 

schedule of meetings will be publicly available on the City of Sydney website. 
 

13.15. The commencement time for the public meeting of the Local Planning Panel will be 
5.00pm. 

 
14.16. Local Planning Panel meetings will be held in the City of Sydney Council Chamber 

(Sydney Town Hall).  
 

15.17. In consultation with the Chair, the Chief Executive Officer may call extraordinary 
meetings or cancel a Panel meeting. 

 
16.18. Notification of extraordinary meetings of the Panel will occur through the City of 

Sydney website. Agendas and business papers will be made publicly available as soon 
as practicable prior to the extraordinary Panel meeting. 

 
17.19. The Chief Executive Officer shall arrange for the attendance of such City employees 

as are considered necessary by the Chief Executive Officer for the transaction of the 
notified Panel business. 

 
18.20. Panel members are to manage and disclose pecuniary and non-pecuniary conflicts 

of interest in accordance with Part 4 and Part 5 of the Code. 
 

Order of Business 

 
19.21. The order of business followed by the panel is: 
 

(1) Acknowledgement of Country 
(2) Apologies 
(3) Disclosures of Interest 
(3)(4) Confirmation of Mminutes of previous meetings 
(4)(5) Disclosures of InterestMatters Arising from the Minutes 
(5)(6) Reports (with a presentation on each Development Application immediately prior to its 

consideration) 
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Addressing the panel 

 
20.22. Members of the public, applicants and their consultants may address P a ne l  meetings 

on items that are on the Panel agenda. The Chair or any Panel Member may seek to 
clarify any matter with the speaker or Council staff. 

 
21.23. The time limit for addresses to the Panel is three minutes. The Chair may exercise 

discretion and allow for an extension of time, subject to the general agreement of 
the Panel, as required to ensure all issues are properly considered. 

 
22.24. The Panel Chair may suggest that, if a satisfactory resolution to the matter on the 

agenda is being considered, there may be no need for members of the public to address the 
Panel. 

 
23.25. Speakers are requested to give their full name and suburb in which they reside and 

declare membership of organisations or other interests relevant to consideration of the item 
that they wish to speak to. 

 
24.26. If there are a large number of people interested in the same item, the Chair may request 

that three representatives be nominated to speak on behalf of a group and to indicate 
how many people they are representing. 

 

Order at Meetings 

 

25.27. The Chair shall be responsible for the good and orderly conduct of Panel meetings 

and may do all things and take all steps necessary to control the good and orderly 

conduct of any meeting of the Panel or site inspection carried out by the Panel in the 

performance of its functions. 

 
26.28. A person whether a member of the Panel or a member of the public, shall not speak 

while another person is speaking or otherwise interrupt that person while speaking. 
 

27.29. There is no opportunity for debate with the Panel members or the applicant and/or 

their representatives and speakers are not allowed to enter into unsolicited 

comment or argument with the Panel. 

 

28.30. The Panel will ordinarily deliberate, conclude and determine the matter in the public 
(open) meeting. However the Panel may decide to adjourn briefly for the express 
purpose of deliberating if considered warranted. If this occurs, the Panel will return 
to the public (open) meeting to conclude and determine the matter. 

 
Decisions of the Panel 
 
29.31. Should the Panel resolve to request additional information or seek amendment of the 

application, the Panel may defer the application, providing a written request to the 
applicant with the reasons for deferral, a copy of which will be made available on the 
City’s website the following business day. 

 

30.32. Determinations and any relevant decision of the Panel shall be by a majority of 

votes of members present at a meeting and entitled to vote. If votes are tied the Chair 

will have the casting vote. Voting (including the names and vote of each Panel member 

when the vote is not unanimous) will be recorded in the minutes. 
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31.33. The reasons for the Panel’s decision must be recorded in the minutes as part of the 
decision. Where the Panel goes against or amends the officer’s recommendation, the 
Panel must state the reasons. 

 

32.34. If the Panel resolves to approve an application against the officer’s 

recommendation, the application will need to be deferred for City officers to prepare 

draft conditions of consent. Following consideration of draft conditions by all Panel 

members, the application may subsequently be determined by electronic means or 

reporting to the next Panel meeting. 

 

After the Panel Meeting 

 

33.35. Minutes of the meeting shall be endorsed by the Panel Chair 
 

34.36. The minutes will include a reference to the conditions of approval or reasons for refusal 
of each application, as well as the Panel’s written reasons for its decisions. 

 
35.37. Minutes and e lectronic  recordings of Panel meetings are to be made accessible 

via the City of Sydney website to the panel and the public as soon as practicable following 
Panel meetings (generally within three business days). 

 
36.38. Except where a matter is deferred, the applicant shall be provided with a Notice of 

Determination in accordance with the provisions of the Act and Regulations as soon 

as practicable. 
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