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[bookmark: _Toc181287082]Business Approvals Cross-Departmental Committee
[bookmark: _Toc180068031][bookmark: _Toc181287083]Introduction
[bookmark: _Toc180068032][bookmark: _Toc181287084]Parties to the Agreement
This document is an agreement between representatives of the following departments: 
Economic Development
Customer Service
Statutory Planning 
Building 
Environmental Health
Local Laws
Marketing and Communications
Information Technology 
[bookmark: _Toc180068033][bookmark: _Toc181287085]Purpose 
The [Business Approvals Cross Departmental Committee[footnoteRef:2]] was established for the purpose of: [2:  Note – Councils may choose to re-name the Committee.] 

Supporting departments to provide a consistent experience for business customers.
Identifying cross-department trends, barriers, and room for improvement to assist businesses.
Facilitating cross-department relationships that allow staff to rely on the expertise of others. 
Keeping all departments within the business permit process informed about operational change.
Kick-starting the development of cross-department process improvement mechanisms. 
Discussing the implementation of Business Friendly Councils products and processes. 
[bookmark: _Toc181287086]Committee Term 
The Business Approvals Cross-Departmental Committee’s term starts on [insert date].
[bookmark: _Toc180068034][bookmark: _Toc181287087]
Membership
The Committee will be made up of department representatives from Manager or Coordinator level (or higher). 
The Committee’s primary and secondary members are as listed below: 
	[bookmark: _Toc180068035]Council area
	[bookmark: _Toc129180267][bookmark: _Toc129181382][bookmark: _Toc180068036]Primary representative
	[bookmark: _Toc129180268][bookmark: _Toc129181383][bookmark: _Toc180068037]Secondary representative

	Economic Development 
	
	

	Statutory Planning
	
	

	Customer Service 
	
	

	Environmental Health 
	
	

	Building Services
	
	

	Engineering 
	
	

	Marketing and Communications
	
	

	Information Technology
	
	



[bookmark: _Toc180068038][bookmark: _Toc181287088]


Roles and responsibilities of members 
Each member of the Committee will hold responsibilities relative to their role:
	Responsible party
	Activities 

	Economic Development 
	Manage meetings, including the following activities:
Scheduling the meeting and sending invites
Setting the agenda 
Distributing agenda at least 1 week prior to meetings
Collating and presenting progress on action items from previous meetings 
Guiding discussions throughout the meeting
Minute taking, or assigning this task to another attendee
Summarising each department’s action items at the conclusion of the meeting
Post meeting activities: 
Upload minutes to the intranet  
Follow up on department action items between meetings 
Monitor MS Teams site or other shared platform 

	All other council representatives 
	Meeting preparation 
Provide agenda items to Economic Development (no later than a fortnight before the scheduled meeting) 
Prepare speaking points for each relevant agenda item
Extend invite to relevant team members and allow time in their schedules for them to attend 
Meeting participation 
Speak to relevant agenda items 
Take notes of their departments action items if any arise
Post meeting activities 
Feed information back to their department
Follow up on the department/units action items  
Update the group on progress of action items via MS Teams (or other shared platform)
Monitor MS Teams (or other shared platform) and respond to queries from other departments


[bookmark: _Toc180068039][bookmark: _Toc181287089]What if a member can’t attend a meeting?
[bookmark: _Ref135315998]In the event of absences from forums, it is an expectation that:
· Economic Development is informed.
· The secondary representative will attend in place of the primary representative.
· A suitable replacement from the relevant department will be allocated to attend if neither the primary nor secondary representative are available.
[bookmark: _Toc180068040][bookmark: _Toc181287090]Chairperson 
The Committee will be led by [insert name], Economic Development[footnoteRef:3]  [3:  Note – it is suggested that Economic Development leads the Committee, however depending on Council context other Departments can take on this role. Departments can rotate leadership.] 

[bookmark: _Toc180068041][bookmark: _Toc181287091]Meeting visitors 
Any person may be invited to attend meetings as invited by Committee members. 
Committee members should ensure that invites are only extended to those who are relevant to the agenda items being discussed. 
[bookmark: _Toc180068042][bookmark: _Toc181287092]Meeting Frequency
The forum will be conducted on a regular basis every [insert frequency][footnoteRef:4]  [4:  Note – suggest monthly or every two months. ] 

[bookmark: _Toc180068043][bookmark: _Toc181287093]Reporting 
Minutes should be taken at every meeting, either by the Chairperson or the person they have allocated for the task:
· Full copies of minutes from every forum, including attachments, should be uploaded to the council’s intranet, or other shared platform within one week of each meeting
· [insert council name] minutes template will be used to record minutes 

[bookmark: _Toc180068044][bookmark: _Toc181287094]Review 
An initial review will occur following the first meeting. This will act as a sense check for the agenda and terms of reference. Initial adjustments to the preceding agendas and ongoing terms of reference can be made at this point, as approved by [Insert Chairperson’s name], Economic Development.
The terms of reference for this group will be reviewed every 12 months to ensure the purpose and objectives of the committee are being met. 
As part of the review, a survey will be distributed to council staff within the relevant departments to determine their perceived impact of the committee’s regular meetings. 
Along with the results from this survey, the review will also consider data from any existing customer satisfaction surveys. 
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