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General Information for Elected Members
15th Alice Springs Town Council

This guide provides Elected Members with key information about Council communications, meetings, allowances, forms and administrative requirements. It is a working document and will be updated as required.
	KEY CONTACTS
EA to Mayor and Councillors: 08 8950 0525
EA to CEO: 08 8950 0562
Executive Office Manager: 08 8950 0574
	
Meeting invitations: CouncilMeetings@astc.nt.gov.au
Executive Support:    eaexecutive@astc.nt.gov.au



Communication and invitations
Council, Committee and Forum invitations
Meeting invitations will be sent from CouncilMeetings@astc.nt.gov.au

Civic and external event invitations
Invitations to Council civic functions and external events attended in an official capacity will be coordinated by the Executive Support team. General correspondence from Executive Support will be sent from: eaexecutive@astc.nt.gov.au.

Weekly Bulletin
The Weekly Bulletin for Elected Members will be emailed each Friday. It will include upcoming meetings and events, important updates and links to frequently used forms.

Notification of meeting apologies
If you are unable to attend a meeting:
Decline the Outlook calendar invitation.
Notify the CEO, Governance and Executive Support by completing the:                                                                        Elected Member Notification of Absence and Travel Form
Where possible, provide at least 24 hours’ notice.

Responding to invitations and calendar requests
Elected Members are encouraged to attend civic and other Council-related functions. Please respond promptly to email and calendar invitations to support event planning and catering arrangements. Where an email response is required, please reply to eaexecutive@astc.nt.gov.au.

Meetings and catering
	Meeting
	Usual schedule
	Catering

	Ordinary Council Meeting
	Generally held on the fourth Tuesday of each month, with some exceptions. Confidential Meeting commences at 3:00pm.  Open Meeting commences at 5:00pm.
	Dinner available from 4:30pm

	Council Forum
	Held on the second Tuesday of each month from 5.00 pm to 8.00 pm. Forums allow Elected Members to discuss selected topics in greater detail. Formal decisions are not made at Council Forums.
	Dinner available from 4:30pm



Dietary requirements
Please record any dietary requirements on the Personal Information Form. Council will endeavour to accommodate these requirements.
Policies, forms and allowances
Policies and forms
Forms and policies for Elected Members are available through Resolve.                                                                 Council policies are available on the Alice Springs Town Council policies webpage

Base allowance payments
Council members are not considered employees for any purpose other than PAYG, superannuation and FBT purposes.
In accordance with the Elected Members Allowances and Expenses Policy, base allowances are paid in line with the Determination of the Northern Territory of Australia Remuneration Tribunal. Base allowance payments are processed fortnightly on a Wednesday.

Extra meeting allowance
In accordance with the Elected Members Allowances and Expenses Policy, the Deputy Mayor and Councillors may claim up to $12,000 in extra meeting allowance per financial year. Eligible claims relate to attendance at unpaid meetings, activities and functions for which the member has been elected or appointed, or where the member attends on behalf of an appointed member who is absent.
The Elected Member Extra Meeting Allowance Claim Form is available in Resolve and through the Weekly Bulletin for Elected Members. Email completed forms to eaexecutive@astc.nt.gov.au by 12 noon Friday to meet the applicable payroll deadline. Payments are processed fortnightly in line with the standard payroll cycle.

Superannuation
The superannuation contribution for Elected Members is 12%. Council will pay superannuation into a complying fund nominated by the Elected Member.
Governance requirements
Annual Return of Interests
The Annual Return of Interests Form is available in Resolve. A council member must submit an annual return to the CEO:
within 60 days of their election
by 30 September each year during their term.
Under the Local Government Act 2019, the CEO must maintain a register of council members’ annual returns of interests. Email completed forms to eaexecutive@astc.nt.gov.au

Declared Gifts and Benefits Register – Council Members
Access the Register of Declared Gifts and Benefits for Council Members
Under the Local Government Act 2019, the CEO must maintain a register of gifts and benefits declared by council members. The register records the member’s name and details of the gift or benefit in accordance with the Gifts and Benefits – Council Members Policy.
Any gift or benefit offered, accepted, received or rejected with a value greater than $40 must be disclosed as soon as practicable. 
The link is also included in the Weekly Bulletin for Elected Members.
Administrative information
Council stationery
The Executive Support team will arrange and distribute business cards, name badges and name plaques for the Council Chamber.

Elected Member Personal Information Form
Please provide detailed information and return the form promptly. The information will be used to prepare the Elected Member biography for Council’s website.

Alice Springs Town Council Photo Permission Form
By signing this form, you give Council’s Marketing and Communications team permission to use your image in Alice Springs Town Council promotional and associated materials, in accordance with the form’s terms.

Council carpark
Vehicles displaying a Council permit sticker may park in the Civic Centre carpark. For additional or replacement stickers, contact eaexecutive@astc.nt.gov.au.
	DOCUMENT STATUS
This is a working document and will be updated as required. A link to the current version will be included in the Weekly Bulletin for Elected Members.
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