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Indigenous Community/Police Consultative Groups

CHARTER
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1.
AIM OF THE INDIGENOUS COMMUNITY/POLICE CONSULTATIVE GROUP

1.1
Indigenous Community/Police Consultative Groups (hereinafter referred to as ICPCGs) are established to develop better relationships between police and Aboriginal and/or Torres Strait Islander communities in the State of Queensland, to allow police to serve these communities in ICPCGs are committed to:

· providing a forum for discussing matters of concern relating to the policing of our community.
· arriving at decisions resulting from those discussions and where necessary, acting upon such decisions.
· promoting and developing a genuine partnership between the Queensland Police Service (QPS) and the Aboriginal and/or Torres Strait Islander communities as outlined in various department and state government policies and strategies.  (See also Community Engagement – Appendix G) 

· acting as a facilitating agent through which representations can be made at local level for the purpose of improving the service provided by police.
· providing to the Aboriginal and/or Torres Strait Islander communities an awareness of Police Service policies, ideas and directions.
· providing access to any member of the community requiring police information or assistance particularly for those unable to voice their concerns directly to a police officer.
2.
PURPOSE OF THE ICPCGs

2.1
Community Policing in Queensland involves consultation with people from affected communities on issues that will benefit from appropriate service from police.  These may include:

(a)
the effectiveness or otherwise of community-based initiatives and assistance that might be required;

(b)
the issues and opportunities within the community regarding the reduction or prevention of crime and increased public safety;

(c)
strategies, support or projects to achieve the objectives of community policing;

(d)
local policies in the balanced use of police resources;

(e)
sponsorship for approved initiatives aiming at preventing or reducing crime or protecting life and property;

(f)
assisting with research to identify causes of crime or social dysfunction and actions that might be appropriate; and
(g)
coordinated action, involving people or organisations other than police, aimed at solving policing-related issues and not merely addressing the outcomes or symptoms.

3.
ROLE OF ICPCGs
3.1 
Like other organisational initiatives, ICPCGs can be diverted to peripheral roles or may be allowed to drift into activities that ultimately harm the original purpose.  To prevent this, the activities in which an ICPCG may and may not participate are as follows:

(i)
ICPCGs may:

· engage in public projects, fund-raising or publicity campaigns.

(ii)
ICPCGs may not:

· engage in party-political or sectarian activities and may not be, directly or indirectly, used as a political, industrial or commercial pressure group;
· afford any bias toward any particular group or groups within the community.

4.
ROLE OF POLICE


(See also specific roles in Section 12-14)

The role of police in an ICPCG is to present and receive information for problem solving within the parameters of the charter.

Resolve issues within existing QPS guidelines, policies and procedures where practical and report the resolution to the ICPCG as required.  It is acknowledged that not all issues may be resolved by police alone; the partnership of the ICPCG stakeholders and the community is paramount to successful problem solving.
If the Charter (intent and purpose) of the ICPCG is not adhered to in whole, or in part, members of the QPS attending meetings of the ICPCG must attempt to resolve the dissenting issue and, if not successful, disassociate themselves and report to the relevant Assistant Commissioner as soon as practicable.
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Note:  Every effort should be made to resolve issues.  Leaving the meeting should be considered as an absolute last resort when all other methods of resolution have been exhausted.
5.
METHODS
5.1
Problem Oriented Policing

Through application of police intelligence regarding a particular or systemic problem, the police are able to seek assistance from members in their community who have the knowledge, skills and jurisdiction to identify and address the underlying causes thus removing or reducing the problem.  The problem may be crime or incident related.

5.2
Consultation
A community group or individual may identify a particular or systemic problem. This problem may be brought to the ICPCG for consultation in order to produce solutions enabling a response that is applicable to that community.  Thus community groups or members can assist to identify local goals in accordance with community requirements so that greater police output is achieved in line with the desires of the particular community.

Issues bought to the ICPCG can be resolved in a variety of ways.  The ICPCG may appoint a member or members to attend to the problem personally.  This may be arrived at by prior consultation.  Individual community members may be approached to assist in resolving issues – e.g. a local hardware store may be approached to review sale of aerosol substances to youth at risk of abuse of this substance.  Similarly businesses may be approached to sponsor sports days, or ‘time out’ camps for youth at risk.
5.3
Advisory
The advisory role of police officers within the ICPCG may include:

· provision of information to the appropriate police command level (which may be divisional, district, region or higher).

· provision of information to the community on changes and developments within policing, which are likely to affect the community.

· provision of information concerning QPS policies and procedures, including client service standards as required. 

5.4
Representation
When required, represent their community in the context of statewide community policing.

6. 
MEETINGS

6.1 
Frequency
Meetings will be held monthly or at a frequency otherwise agreeable to both the community and local police.  Sub-groups formed to address particular initiatives may meet as required outside the normal meeting time but must report to the ICPCG meeting.  Special meetings inviting the general community members may be called from time to time as needed.

6.2
Procedures
6.2.1
A chairperson (facilitator) will be nominated and appointed for each meeting from the attendees of that meeting.  Appointments will be on a rotational basis with police and community members being appointed alternately.

6.2.2
The meeting shall be opened by the previous chairperson (facilitator) or a Police Liaison Officer (PLO) who shall manage and co-ordinate meetings.

6.2.3
Where a Police Liaison Officer PLO is not available to undertake this role, a person agreeable to both the attending police and the community members shall be nominated.

6.2.4
A minutes secretary may prepare an agenda, in consultation with the police nominee, prior to each meeting, and will keep an adequate record of the meeting.

6.2.5
These minutes will only be made available to all persons attending a particular meeting, those requesting minutes and the Cultural Advisory Unit (CAU), Office of the Commissioner.

6.2.6
The CAU will receive minutes for each meeting.  These minutes should be addressed to the Officer in Charge.

6.2.7
The CAU will conduct a compilation of the issues presented through the minutes and a status report of ICPCG activities.  These will be presented as information to various venues such as the Indigenous Community/Police Review and Reference Group (herein after called the Reference Group), the Office of the Commissioner, Assistant Commissioners of all Regions, Offices of Director Generals participating in the Reference Group and the Police/Indigenous Community Legislative Review Committee.

6.2.8
A minutes secretary may be nominated by the group but should be either part of or supported by the police service, to allow for continuity.

6.2.9
Members requiring items listed on an agenda are to call or write to the minute secretary prior to the meeting.

6.2.10
The usual rules of debate and meeting procedure should be followed. 

(See examples in Appendix A and B on pages 11 and 19)

7.
MEMBERSHIP

It is recommended that the membership of ICPCGs be as follows:

· District Community Liaison Officer (DCLO);

· Cross Cultural Liaison Officer (CCLO);

· Police Liaison Officer(s) (PLO);

· Queensland Aboriginal Torres Strait Islander Police (QATSIP);

· Representative of indigenous youth or youth organisations;

· Nominee(s) from local authorities such as City/Town or Community Councils;

· Member of the P.C.Y.C.;

· Women's organisation representative;

· Member of the Public Service agencies representing service delivery to the Indigenous community generally, e.g. DATSIP;

· Aboriginal and/or Torres Strait Islander Legal Aid Service representative;

· Aboriginal and Torres Strait Islander counseling service/shelter representative(s);

· Other relevant representatives of Aboriginal and Torres Strait Islander Community/Police;

· Nominees from the media, both public and police media.
If it becomes desirable for a committee member to be removed from the committee, a majority decision would suffice.  However this decision must be based on grounds that a charge of conduct detrimental to the aims and objects of the ICPCG has been proved. 

8.
ADMINISTRATIVE PROCEDURES – QUEENSLAND POLICE SERVICE LEGISLATIVE RESPONSIBILITY

8.1
The QPS has a legislative responsibility to work in partnership with the Community.

8.2
Section 2.4(2) Police Service Administration Act 1990 states – 

“In performance of the functions of the police service, members of the service are to act in partnership with the community at large to the extent compatible with efficient and proper performance of those functions.”

The Operational Procedures Manual requires the following of Officers in Charge and Police Liaison Officers:

D/O - 1.4.4 (vii)
"Developing and maintaining appropriate community-based projects which foster more effective interaction between members of the Service and the community”.
OIC - 1.4.5 (ii)
"Ensuring close interaction between members of the Service under their control and the community".
PLOs-1.4.9 (iii)
"Actively practice and recommend pro-active interventions aimed at crime prevention and/or reduction".
[image: image3.wmf] Also see:
· The CAU website on the Bulletin Board - Policing with Aboriginal and Torres Strait Islander Peoples and Communities.
· Section 1.7 OPMs: Policing Strategies.
9.
ADVANTAGES OF ICPCGs
9.1 
The advantages of police working in partnership with an Indigenous community are:

· involvement of a cross section of the indigenous community;

· involvement of the Officer in Charge and other specialist police;

· involvement of recognised local support groups;

· those afraid to approach police can have input via an ICPCG member;

· in a controversial issue the group could assist with comment or support;

· senior police can become aware of issues before they get out of hand;

· potential issues can be solved early.

10.
CRITERIA FOR ESTABLISHMENT

10.1 
An ICPCG may be initiated if:

· there is a significant public safety issue or fear of crime problem that cannot be addressed by other means.

· there is a specific problem between police and particular groups in the community.
· there are no other appropriate forums in operation in the area that would enable police to gain local knowledge about crime and public safety issues.

· there are reasonable grounds or perceptions to establish sound relationships with the local Indigenous community.
· there is sufficient community support for the initiative.
10.2
ICPCGs and their membership should be considered a permanent group.  Whilst the nature of issues may dictate the initiation of an ICPCG, the group should continue to address issues and assist with community problem solving.  The very fact that it provides a forum to improve police/Indigenous relations should be sufficient to ensure its continuance.

10.3
ICPCGs should be developed within a framework that would allow immediate restructuring of a group that has previously ceased to operate due to inactivity.

11.
INITIATING AN ICPCG

11.1
Initial approaches regarding the formation of an ICPCG should be made by or to the local Officer in Charge in the police division.

11.2
The initiation of an ICPCG should be informal, although it may be considered necessary to advertise through local media.

11.3
The ICPCG should be representative of the community and the problem(s) being addressed.

11.4 
Bases for committees should be decided with due consideration of local community and police station/division/district boundaries.

11.5
The Officer in Charge may work initially with CCLOs, PLOs and QATSIPs to discuss:

· appropriate community representatives who could be approached;

· whether a public meeting should be held to gauge support;
· whether local community representatives should be approached to attend a meeting to gauge support.
11.6 
If a meeting is held, ensure sufficient people attend in order to form a committee.  It may be necessary to approach nominated people to seek their involvement and support.

11.7
The Regional Assistant Commissioner, the Chief Superintendent and the District Officer may attend the inaugural and/or subsequent meetings to show their support for the concept.

12. 
RESPONSIBILITIES - DISTRICT

12.1
District support for ICPCGs is provided by the District Community Liaison Officer (DCLO) or other appointed officer within the district in which the ICPCGs is established.

12.2 
The responsibilities of this officer include the:

· implementation and overview of the satisfactory operation of ICPCGs within their district;

· training of Police Liaison Officers in their ICPCG responsibilities and duties;

· provision of advice to members of ICPCGs in the operation of those committees;

· provision of advice to members of ICPCGs on acceptable crime prevention strategies;

· communication to police and community members of Service policy related to ICPCGs;

· monitoring of the operation of ICPCGs within the district so that any issues may be identified and rectified where possible;

· reporting of results and activities of ICPCGs through the usual line of command to the officer in charge of the district;

· promotion of the role and activities of ICPCGs to district members of the Service and the wider community;

· provision of advice to officers in charge of stations concerning the operation of ICPCGs under their control;

· provision of up to date details of ICPCG representatives, committee members, and other details regarding ICPCGs to the division, district, region and the Cultural advisory Unit on a regular basis;

· liaison with local government authorities concerning ICPCGs issues.

13.
RESPONSIBILITIES - REGIONAL

13.1
Regional support for ICPCGs is provided by the Regional Community Policing Co-coordinator or appointed officer within the region in which the ICPCG is established.  Such support includes:

· overviewing the operation and effectiveness of ICPCGs within the region;

· coordination of any regional initiatives with respect to ICPCGs;

· provision to regional assistant commissioner of advice as required concerning ICPCGs; and
· acting as a point of contact for the state support unit, Crime Prevention Support Services.

14.
RESPONSIBILITIES - STATE SUPPORT

14.1
State support for ICPCGs is managed through the Cultural Advisory Unit, Office of the Commissioner, Police Headquarters, Brisbane.

14.2
Such support includes:

· statewide generic marketing;

· development of policy and procedures including generic charters;

· update of the QPS Bulletin Board related to the program;

· provision of an ICPCGs kit that includes training materials, draft charters, meeting guidelines, etc.;
· assist and give advice regarding training for civilian and police members of ICPCGs;
· liaison with regional police in response to requests for assistance, e.g. establishment of new committees, problem solving for existing committees, assistance with completing any other crime prevention initiative or project;
· provide ongoing support and advice to ICPCGs in the state and ensure local police are provided with support material; and
· review ICPCGs progress and ensure ideas and solutions are shared amongst other ICPCGs.

15.
MEETINGS - AGENDA, ADMINISTRATION

(See also Appendix A - Guide To Meetings For Indigenous Community/Police Consultative Groups)

15.1
Matters for discussion may include, but not be limited to:

· Local Aboriginal and/or Torres Strait Islander issues;

· Anti-social behaviour;

· Under-age drinking;

· Crime increases or trends;

· Signposting, street-lighting, etc;

· Bikes, skateboards, etc;

· Public awareness campaigns;

· School lecturing;

· Youth involvement and issues;

· A forum for police to raise issues; 

· A forum for community input;

· Safety of children/women/elderly/incapacitated;

· Establishment of safety house programs;

· Introduction of neighbourhood watch areas.

15.2 
Suggested arrangements
· Frequency

It is recommended that ICPCG meetings be held monthly or sooner if considered necessary.

· Location

If possible, the local station premises may be used as the base for the committee.  However, this should be discussed with the community as some individuals may feel they are unable to interact with police on police premises.  To counteract these issues, it may be advisable to meet at alternate venues to invite maximum participation.  Local Councils or organisations may assist in this regard.

· Administrative Support

Clerical support should be provided by the Police Service.  Minutes of the meetings should be circulated to all attendees and to those apologies prior to the next meeting along with proposed agendas.  Members of the committee and details of meeting days may (if appropriate) be advertised in local media so community members can attend.

16.
RECORD KEEPING REQUIREMENTS

16.1
The operation and activities of ICPCGs should be reported regularly to the relevant officer in charge of the police division, district or region where the ICPCGS are located.  Reports should include the following details:

· membership and attendance details as routinely recorded by the secretary;

· a description of crime and public safety issues identified and discussed by the group; and

· a description of all activities in which the group has been involved.

16.2
A quarterly report should be forwarded to the Officer in Charge, Cultural Advisory Unit, Office of the Commissioner.  This report will be examined to determine current trends in issues effecting Indigenous communities within Queensland.  Results of these findings will then be redistributed to regions and to the Indigenous Reference Group that meets monthly and reports directly to the Commissioner.

17. 
OTHER AVAILABLE MATERIALS

17.1
Other materials available to assist in the effective running of ICPCGs meetings are contained in the Appendices commencing on page 11.

Appendix A:
Guide To Meetings For Indigenous Community/Police Consultative Groups 
Appendix B: 
Sample Meeting Planner 
(This booklet leads you through the benefits of analysing and organising information, communicating ideas, planning and organising activities, and making decisions.  Topics cover roles and responsibilities of meeting participants, agendas, minutes, motions, etc.) 

Appendix C:
Sample Agenda 

Appendix D:
Inaugural Meeting Arrangements & Agenda
Appendix E:
Notes on Protocol 
Appendix F:
Operational Principles 
17.2
Officers wishing to further their knowledge and enhance their communication skills may wish to complete Competence Acquisition Program (CAP) units covering the following topics:

· Interpersonal Communication   QCC001
(5 points)

· Non-verbal Communication QCC002
(5points)

· Group Behaviour QCC003
(5 points)

· Written Communication   QCC005 
(5 points)

· Organisational Communication QCC006 
(10 points)

· Police – Media Relations QCC007)
(10 points)

18.
EVALUATION REVIEW
At the conclusion of 12 months of operation, the ICPCG should conduct an evaluation of the progress and development of the ICPCG.  The evaluation methods may include formal or informal processes or a combination of both.

The evaluation should be conducted using both internal and external measures.  These may include an evaluation of the business conducted, success and progress of schemes, community responses and support, reduction in incidents, reduction in crime, reduction in recidivism, etc.

Results of the evaluation should be carefully examined to identify areas that require further consideration or intervention.

An evaluation also provides an opportunity to acknowledge involvement of individuals or community stakeholders.  The ICPCG may also consider formally recognizing this involvement.
The 12 monthly evaluation should not be considered the only means of improving the function of the ICPCG.  Issues that arise in the operation of the ICPCG should be resolved when they arise so as not to diminish the effectiveness of the ICPCG.

Records of the evaluation should be maintained in line with the reporting and administrative procedures by the ICPCG secretariat. 

Appendix A

GUIDE TO MEETINGS FOR INDIGENOUS COMMUNITY/POLICE CONSULTATIVE GROUPS

A

1. 
INTRODUCTION
This guide provides general procedures to consider when initiating an Indigenous Community/Police Consultative Group (ICPCG).  These guidelines are not meant to be restrictive.  Officers are encouraged to adapt them to local circumstances as required.  (Please refer to Appendix D - Inaugural Meeting Arrangements & Agenda for further details.)

Organisations or groups have a structure to enable them to manage themselves with some degree of order are an excellent vehicle for the interaction of members of the Police Service and the Indigenous Community.  They can assist in improving communications processes and also serve as a catalyst for decisive action and follow-up.  More importantly, they allow for an open and democratic means of making decisions. 

Meetings are often subject to criticism, however, because they are seen to waste the valuable time of busy people or to generate much talk, little action, and confused outcomes.  These guidelines will assist in overcoming these reservations.
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Note:
When meeting with members of the Aboriginal and Torres Strait Islander community, certain protocols should be observed in respect of certain issues.  Refer to Appendix E (Notes on Protocol when Meeting with Members of the Aboriginal and Torres Strait Islander communities) for more information.

2.
CLARIFY PURPOSE OF MEETING

Simply stated, an effective meeting is one that accomplishes its purpose within the minimum amount of time.  Know why you want a meeting and what results you expect to achieve.

Before calling a meeting, ask what it is you expect to accomplish from the meeting.  Sometimes, the need for a meeting will not be substantiated.  However, the plain fact of meeting generally tends to keep lines of communication open to all participants.  It also allows for information to be relayed that might not be normally received.  Many issues raised by Indigenous communities will depend on the attendance and relationships established over a period of meetings and tend to be raised in general business. 

The purpose of this meeting guide is to lead you through the benefits of analysing and organising information, communicating ideas, planning and organising activities, and making decisions.
3.
WHY CALL A MEETING?
In general, most meetings can be classified into three types:

· information-giving;
· information-gathering;
· problem solving.
The purpose of a meeting may be to:

· clarify roles;
· receive verbal/written reports;
· achieve group discussion of issues;
· analyse or solve issues;
· achieve acceptability for an idea, program or decision;
· train or teach;
· reconcile conflict;
· obtain immediate reactions when speed of response is vital;
· fulfill legal responsibilities;
· strengthen ideas raised by member(s);
· gain consensus for issues.

4.
WHEN NOT TO CALL A MEETING

It is wise to re-consider the need for a meeting when:

· other communication methods will produce the same result;

· there is not enough time for adequate preparation;

· key people are not available;

· the timing is not right;

· the meeting is not likely to produce satisfactory results;

· there is insufficient material to present/produce/discuss.

5.
MEMBERSHIP

Who attends a meeting?  The participants' knowledge or lack of it; their contributions or their silence are key factors in producing a successful meeting.  Think carefully about who should attend the meeting.  (Note:  Remember silence may not indicate a lack of knowledge and/or valuable contribution.  Refer to Appendix E – Notes on Protocol on page 24 for further information).

What do you expect each member to contribute?  Invite only those people who can assist in meeting the ICPCGs objectives; people who have vital, relevant information to contribute.  Be sure to invite the person or persons who will need to carry out the decisions reached.  Allow people to leave when their contribution is finished.

6. 
HINTS FOR THE MEETING MANAGER

In preparation for a meeting:

· supervise preparation of the agenda;

· check all notices of meeting are sent out;

· prepare reports if necessary;

· make sure minutes are correct;
· be familiar with any correspondence to be presented;

· ensure the meeting location is booked and ready;

· ensure there are sufficient copies of minutes, reports and agendas available for anticipated members, include a spare copy or two; and
· if required, ensure refreshments are organised. 

At the meeting:

· start on time;

· open the meeting, welcome all, introduce any guests.
Note:  It may be necessary to allow for an elder (or other person present), to pay respect to others, such as visiting dignitaries, offer a prayer and/or pay homage to traditional owners.  This is traditionally called a ‘Welcome to Country’.  An example of appropriate wording is:  “I wish to pay my respects to the Traditional Owners of the Land upon which we meet, and to their Ancestors who walked this Land before them.” 
This should be checked before the start of the meeting with the indigenous community members present to ensure its appropriateness.
· ensure members are aware of their responsibilities, e.g. minutes secretary, audio visual aids operator is ready, etc.;

· distribute an attendance sheet for all members to complete with their name, authority (if any) and contact details;

· note: Some members may not wish to disclose their contact details and this should be respected.  In such cases it may be appropriate to arrange contact through a third person;
· share the floor unless it is an information-only meeting and you are the person giving the information;

· avoid getting caught in conversational crossfire;

· be assertive enough to wrap up each topic on time:  there is a time to deliberate and a time to act;

· steer discussion back on track with such phrases as, "Yes, to deal with that item appropriately, we'll need to put it on a future agenda";

· place value on the contribution of others: it promotes a 'team spirit';

· speak their language.  If those present don't fully understand what you are saying, the meeting could end in disaster through the misinterpretation of information;

· be as organised as possible;

· use visual aids if they clarify what you are saying;

· be aware of distracting mechanisms;

· close the meeting on a positive note of accomplishment;

· mention the progress and take note of the worthy contributions;

· consider any media implications; and
· agree on next meeting date.
For future meetings:

· keep minutes (make sure that someone is available to take the minutes); and

· set meeting with individuals for future clarification of their duties if needed, or meet on the spot before you leave.

7. 
MEETING PLANNER

Consider using a written plan to improve your meetings.  Remember, good planning before the meeting takes place will solve over two-thirds of the issues that cause wasted time in meetings.  For sample meeting planner see Appendix B.
8.
THE TIME FACTOR

Allow adequate time to accomplish the object of the meeting, but never fail to set a time limit for all meetings.  You may find that you accomplish just as much in far less time than on previous occasions.

Do not wait for people who are late before commencing the meeting.  This only encourages them to come late again, and penalises those who were on time and have other commitments.

Whilst many will argue that the concept of 'Murri Time' needs to be considered at meetings, others will argue that this only restricts time available to discuss issues.  Should this become an ongoing issue, it may need in itself to become an agenda item for discussion.

9.
AGENDA

Once you have decided on the objectives of the meeting, prepare an agenda of issues to be discussed in order to accomplish the objectives.  Invite meeting participants to contribute to the agenda.

Prepare an agenda ahead of time and circulate it, to allow participants to better prepare.  Use the agenda and stick to it.  It is the easiest road to an effective meeting, as without one, the participants – along with the chairperson (Facilitator) – can wander all day and end up without a result.

In the case of an urgent or impromptu meeting, state the objectives and use the first few minutes to set the agenda, and then proceed with the meeting.  Such items as considered appropriate may be added.  For sample meeting agenda see Appendix C.
10.
DURING THE MEETING - ROLE OF PARTICIPANTS

To ensure the effective and efficient running of a meeting, it is recommended that participants:

· be prepared for the meeting;

· resist interruptions;

· stay on course;

· insist that others be prepared for the meeting;

· don't chit-chat;

· be firm about sticking to the subject;

· summarise conclusions;

· be sure everyone knows what has been decided and what the next steps are;
· be sure that everyone knows exactly what they are required to do and when they should have it finalised;
· if minutes are required, make sure they are distributed within 48 hours of the meeting (preferably with action sheet attached);

· be mindful that people have many varying communication styles -time and patience should be exercised to accommodate this.
As a meeting participant you can encourage all these points by:

· being prepared;

· arriving on time;

· not contributing to wandering and unnecessary talking;

· being patient and polite to others;

· practicing the fine art of listening:  take notes to help emphasise ‘ideas and concepts’;

· not leaving the meeting until you understand your assignment;

· noting your assignment and due dates in your diary;
· being the kind of participant you would like to have when you are chairing the meeting; and
· treat other members, as you would expect to be treated yourself.

11.
HINTS FOR THE MEETING MANAGER

The meeting manager's role is to both organise the mechanics of the meeting and to provide and manage all appropriate written material.

The main secretarial functions are to:

· prepare and issue the notice convening the meeting;

· prepare the agenda and associated reports;

· book meeting room and any catering;

· if necessary, publicise the meeting;

· invite guest speakers (if appropriate);

· prepare an 'attendance register';

· check the physical context of the meeting room, (e.g. seating arrangements, other equipment, lighting, etc.);

· record the main issues and decisions arising from the meeting; and

· distribute them to members in the form of minutes (an action sheet at the end will prompt members on actions required by the next meeting).

After the meeting:

· write and circulate minutes as soon as practicable (within 48 hours);

· write letters if necessary, regarding any decisions or requests; and

· write letters thanking guest speakers or other special attendees.

12.
MINUTES

Clear, accurate and concise minutes are an essential part of a committee's decision-making process.  They are a formal, brief summary of proceedings of the meeting and should explain to any person not in attendance, what took place at the meeting.

Minutes are kept for the following reasons:

· to provide an authoritative and permanent record of proceedings;

· to provide formal evidence of decisions made and of expenditure and actions authorised;

· to provide a record of policy decisions made;

· to provide a starting point for action to be taken in the future;

· to inform members not present at the meeting; and

· to assist the conduct of subsequent meetings;

· Minutes follow a standard sequence, and include the following:

· Heading - including when, where, date, what and who;

· Present - a list of those present, unless cumbersome, in which case an attendance book should be kept;

· Apologies - for non-attendance are recorded in the minutes; and

· Other appropriate subheadings/brief details of matters discussed are recorded in order of occurrence.  The use of such headings assists in setting of future agendas and in discussing business arising from minutes.  (see Sample Agenda Appendix C).  Motions, which have been carried (passed) should be recorded as resolutions (i.e. "It was resolved that... ").
13.
VOTING

There are three ways by which a meeting can cast a vote; voice, show of hands or secret ballot.

Voice voting is used if there is little or no opposition to a motion.  On occasions where there is clearly very little agreement on the motion, the voice vote may be used to defeat the motion.  In organisation’s, which require that all officers be elected to office, the voice vote is often used where there is only one nominee.

Show of hands voting is used if there is much discussion on the motion. It is wise for the chairperson to appoint two persons to count the votes, if there is no clear decision made.

Secret ballot voting is used to protect the confidentiality of voters.  It is regularly used in the election of officers and when voting on contentious issues.  This is not recommended for ICPCG members because: 

· there are no 'elected' representatives;

· these persons have been appointed to represent their family, community or organization; or
· they are attending as individuals.

14.
CONFLICT RESOLUTION
When attempting to resolve any conflict within the Aboriginal, Torres Strait Islander communities, or between the Police and any of these communities, the first step is to identify the key accepted representatives [e.g. elders/leaders] of all the communities/ parties involved.

Once the accepted representatives have been identified, assistance should be sought from them to resolve the conflict.
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Note: 
The ICPCG is not designed to be a forum for dealing with complaints of a vexatious, criminal or serious nature.  The Chairperson, and particularly the QPS representatives present should be mindful of this.  Every effort must be made to ensure the ICPCG does not become a ‘ witch-hunt’ or forum for any person to vent their dissatisfaction for personal reasons or gain.  These rules should be stated at the commencement of the ICPCG meetings. 

15.
MATTERS FOR ACTION ARISING FROM ICPCGs
A majority of the issues brought before the ICPCG may be able to addressed at the meeting.  The chairperson should be mindful of the roles and responsibilities of the members and refer issues to those members for resolution.  Often matters can be addressed with a verbal explanation of a policy or procedure. 

When issues are brought before the ICPCG and cannot be dealt with at the meeting, the Chairperson is to refer the matter to the relevant member for further attention if they are present and request advice of any action at the next meeting. 

Where an issue is raised that cannot be adequately dealt with by a present member the Chairperson is to refer the matter to the relevant member or agency outside of the meeting.  This should be conducted in written format with a request for a return reply on any action undertaken.  For example:  a letter to the local authority requesting lighting in a street is improved.
QPS members must be mindful of addressing issues and concerns within the context of current QPS policy, procedures and guidelines.  At no time should they promise to commit themselves or the QPS to a course of action outside of these policies, procedures and guidelines.  If a doubt arises and it cannot be easily clarified at the meeting (or by making a quick telephone call) then they should advise the meeting further inquiries will be made and advice given to the next meeting or to other members of the ICPCG as required. 

Some matters brought to the ICPCG may need attention prior to the next ICPCG meeting.  Action may be taken to resolve issues at any time by any of the nominated ‘action’ members.  Where a matter is raised by one member or the community and the matter can be adequately resolved before the next planned meeting, the ‘action’ member should be encouraged to advise the member or member of the community and report the actions at the next meeting for record purposes. 
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Note:
The integrity and credibility of the ICPCG relies on members performing their roles and allocated tasks.  The Chairperson should periodically remind ICPCG members of this at the commencement and/or closure of the meetings. 
16.
LIAISON WITH STAKEHOLDERS ETOs, RETCs, DETOs, EEO Officers, CLOs and other CCLOs.
Working relationships should be established with the stakeholders as required:

Examples: 

Internal 

Regional Education Training Co-coordinator [RETC];
District Education Training Officers [DETOs];
Equal Employment Opportunity [EEO] Officer;
District Community Liaison Officers [DCLOs];
Cross-Cultural Police Liaison Officers [CCLO];
Police Liaison Officers [PLOs];
Queensland Aboriginal Torres Strait Islander Police [QATSIP] Officers;
Community Police Officers.
External

Local Authority Officers;
Local government agency representatives (e.g. Energex, Queensland Transport);
Representative(s) of youth or a youth organization;
School Principal(s);
Welfare representative(s);
Women's organizations;
Representative(s) of the Aged;
Representatives from local organisations (Traders etc);
Representative(s) from legal fraternity;
Counseling service/shelter representative(s);
Nominee from the press;
Other relevant community groups.
17.
MEDIA

Members of the ICPCG should be aware of the benefit to the broader community, of promoting the work and achievements of the committee.  The media may be involved as a member but it may also be prudent for the ICPCG to vote on the utilization of the media at meetings and on content of the meetings.  A vote may be taken at the commencement of the meeting or during sensitive issues.

ICPCGs should remember that the media could enhance the integrity and transparency of the ICPCG.  To this end a vote may be taken to elect a media liaison officer.  This officer would report and promote the ICPCG.

Contact may be made with the QPS Media and Public Relations Section on 
(07) 3364 6256 for advice and assistance with local issues. 

Members of the ICPCG should also be aware of promotional opportunities through other local media outlets and publications.  For example, local radio stations (e.g.4AAA – Murri Radio),Indigenous newspapers – Korrie Mail, Indigenous Times, local trade and industry newsletters, public notice boards, school newsletters and internet facilities.

Refer also to Appendix E (Notes On Protocol When Meeting With Members Of The Aboriginal And Torres Strait Islands communities) on issues of media contact.

18.
CONTACTS

Chairpersons should ensure an up-to-date contact list is kept of all contact details of the ICPCG members.  This list should be distributed amongst the members to enable contact between them when resolving issues brought to the ICPCG.  These contact details should be kept confidential to the ICPCG members. 

Should a committee member choose not to disclose their contact details this should be respected.  However the chairperson should endeavor to gain a contact point perhaps through a third person. 

A further contact list of external agency contacts may be compiled and maintained by the ICPCG Secretary.  This would assist in the rapid resolution of issues raised by the ICPCG. 

The ICPCG may vote to make public a list of contact details of various committee members in as effort to promote the services of those members.  Alternatively the ICPCG may a vote to disclose a common point of contact instead.  The local Officer in Charge may offer this service. 

Appendix B
SAMPLE MEETING PLANNER
NATURE:
Objectives, purpose or intended results to be achieved from the meeting. e.g. Determine crime problem in local area and find solutions to implement.

EXPECTATION:
Who should attend?  What will each participant contribute?  Personnel: Chairman, Secretary, PR staff (to explain publicity strategy) other stakeholders, community representatives, etc.

AGENDA:
What is the best way to accomplish the intended result e.g.  Research what the policing issues are in your area.  Recommend solutions for issues and also any policing opportunities/potential disadvantages and contingency plans.

Financial impact.

Strategy for presenting issues to stakeholders.
Questions - answers – discussion.
Action.
USE ACTION RESEARCH MODEL:

PLAN

ACT

DO
CHECK MEETING DETAILS:  What day?  When start and end?  Where to meet?  e.g. Wednesday, Board Room, at Council Chambers, 3pm-5pm
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Appendix C
SAMPLE AGENDA (Ordinary meeting)
1. 
Opening: Welcome and Prayer

2. 
Apologies

3. 
Minutes of previous meeting

4. 
Business arising from minutes

5. 
Correspondence inward/outward

6. 
Business arising from correspondence

7. 
Reports & motion to receive reports 

8. 
Business arising from reports & motion to adopt

9. 
Unfinished business (adjourned)

10. 
Motions on notice

11. 
General business

12. 
Date of next meeting

13. 
Close
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Appendix D

INAUGURAL MEETING ARRANGEMENTS/AGENDA

FOR INDIGENOUS COMMUNITY/POLICE CONSULTATIVE GROUPS 
Setting up the Inaugural [First] Meeting

1. 
PRIOR TO THE MEETING

2. 
AT THE MEETING

3. 
AFTER THE MEETING
------------------------------------------------------------------------

1.
PRIOR TO THE MEETING

1.1
Consultation should be made with the senior members of the local Aboriginal and Torres Strait Islander communities by the Officer in Charge of the Division or Cross-Cultural Liaison Officer advising of the meeting.

1.2
Prepare invitation to the following groups (1.6).  Ensure at least one month is available for invitees to attend. 

1.3.
Collate RSVPs and apologies and follow-up reminders for non-returns as required. 

1.4
Arrange for a suitable meeting place in consultation with the local authority or local indigenous community.

1.5
Arrange publicity for the inaugural meeting through local media and the following invitees.
1.6
Invitations may be sent to:

· Assistant Commissioner;
· District Officer;
· Representatives in the community;
· Local Media;
· Chairperson of the Local Authority;
· Government representative(s);
· Aboriginal & Islander representative(s);
· Elders/Respected persons;
· Assistant Commissioner in charge of the Region;
· District Officer in Charge of the District;
· Officer in Charge of the Police division;
· Representative(s) of youth or a youth organization;
· Nominee from Local Authority;
· School Principal(s);
· Welfare representative(s);
· Women's organisations representative(s);
· Representative(s) of the Aged;
· Representatives from local organisations (Traders etc);
· Representative(s) from legal aid services;
· Counseling service/shelter representative(s);
· Nominee from the press;
· Other relevant community groups;
· Members of the community as advertised in local media.

1.7
The local media should be asked to publicise the meeting.

1.8
If possible some consideration should have been given to selecting a Chairperson (Facilitator) and Minutes Secretary.
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Note: 
The initial chairperson of the inaugural meeting should be the local Officer in Charge.  After opening the meeting and establishing the rules for the conduct of the meeting, the chair may be offered to another member of the ICPCG.  This may become the first business of the meeting. 
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Note: 
The Officer in Charge should determine how complaints against members of the Police Service are to be attended to in consultation with the Assistant Commissioner and District Officer.  The Police Service procedures relating to discipline must be followed.  However, where possible, the OIC should try to attend to such matters as a separate issue outside the scope of such consultative meetings.

2.
AT THE MEETING

2.1
Arrange for an attendance sheet to cover name, organisation, address and contact number.

2.2  
The Officer in Charge or a Community Representative may act as Chairman of the meeting if required (but may not be voted in as permanent Chairperson).

2.3  
The Chairperson introduces the Community Representatives, Regional Assistant Commissioner, Regional Chief Superintendent, and District Officer. 

2.4  
The Assistant Commissioner or deputy is asked to speak about:

· the need for such a committee;

· potential committee members;

· some considerations for the Committee;

· advantages for the community and police;

· suggested points for setting up the committee; and

· suggested aims and objectives for the committee.
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Note: 
The Assistant Commissioner should be supplied with sufficient information concerning the history of the ICPCG, local issues and community expectations, etc. well prior to the meeting.  Other material including crime statistics and QPS initiatives should also be prepared in conjunction with the District Officer and Officer in Charge.

2.5
The chairperson of the local indigenous community should then be invited to speak.

2.6
The government representative(s) should then be invited to speak.

2.7
The Chairperson of the Local Authority should then be invited to speak.
2.8
A vote of thanks for the support of the above speakers should then be given by the ICPCG chairperson. 

2.9
The chairperson then has two options:

a. Invite the speakers to remain whilst the meeting conducts it’s first business outlined below; or

b. Announce a break in proceedings for refreshments after which the first business of the ICPCG will be conducted. 

2.10 
Suggested Agenda:
· Call for any questions or explanations;
· Request a motion to establish a ICPCG;
· Call for suggestions for the structure of the group;
· Call for nominations for the Group positions;
· Nominate a media liaison officer as required;
· Ask if any committee member objects to the publishing of his/her name;
· Announce that it is anticipated no costs will be incurred for postage etc as same should be met by the Police Service;
· Call for general business;
· Set date for the next meeting, usually 4-6 weeks from the date;
· Decide future venue for the meetings and advise that such venue and date will be included in the minutes;
· Ask representatives to discuss with their organisations matters to be raised at the meetings;
· Ask for suggestions regarding any organisations not represented that should be invited to attend future meetings;
· If any action is to be taken as a result of the inaugural meeting – establish an action list and confirm same before ICPCG members leave.  This action list forms part of the minutes of the meeting.
2.11
Managing matters bought to the ICPCG for attention:
Among the many meeting protocols the Initial ICPCG should address is the manner in which business is to be brought to the meeting.  The group should establish firm guidelines for receiving business form group members and the community.
It may be prudent to consider the adoption of a simple form that is completed prior to future meetings and handed to the secretary or Chairperson for action. 

Whilst this method is designed to improve the management and recording of ICPCG business, it should not replace the ability of group members to bring oral matters to the attention of the meeting.  However in these situations it is advisable for the person to complete a form to assist in accurate record keeping.

3.
AFTER THE MEETING

3.1
Ensure a copy of the minutes is forwarded to each person who has agreed to be on the committee - clearly identify action items for future attention.

3.2
Forward a copy of the minutes to ex-officio members.

3.3
Write to any organisation nominated at the meeting to send a representative to the next meeting.

3.4
Ensure all present have signed the attendance registry.

3.5
Attend to any business with members arranged through the meeting. 

3.6
Arrange media release/photographs as required.

Appendix E

NOTES ON PROTOCOL WHEN MEETING WITH MEMBERS OF THE ABORIGINAL AND TORRES STRAIT ISLAND COMMUNITIES

Introduction

Every community will have some common ground and similarities that needs to be acknowledged for future reference.  However, the more important point is to remember to be aware of the differences and that each community has their own protocols that should be followed.

Communication generally

Try to be open, honest, and sincere.  Always go into a community and a discussion with an open mind.  Never be boastful about your ideas.  In many situations Aboriginal and/or Torres Strait Islander people will use others to put their ideas forward.  You may be expected to do the same.
Off-duty relaxation with Aboriginal and Torres Strait Islander people can help in the development of relationships that make work easier.  Remote communities are likely to frown on mixing with the opposite gender outside work hours.  Mixed groups are not a problem, but it is to be frowned on to join a group of the opposite gender rather than a group of your own gender.

Communication – Indirect
In the exchange of information, a natural part of Aboriginal and Torres Strait Islander communication patterns is the less direct approach.  Many Indigenous people find the direct style of communication confrontational and bad mannered.

Community politics

It is also important, as part of the community profile, to be aware of community politics.  That is, know or get to know through networking what issues are priorities and which people are the community power brokers associated with a particular issue. 

Confidentiality and privacy
These are major issues with Indigenous communities.  Use of information obtained should be negotiated.  Information that is “women’s business” should be stored in such a way that only women have access to it and information that is “men’s business” stored in such a way that only men have access to it.  Traditional decision-making and discussion in Aboriginal societies can involve maximum participation and representation due to family responsibilities.  This may mean that individuals (particularly elders), nuclear families, extended families, communities and community organisations may all need to be included in the processes of consultation and negotiation.

Consultation and negotiation

Consultation and negotiation processes may proceed more smoothly with a facilitator or chairperson who is accepted as being impartial and able to obtain the agreement of those participating in a meeting to some basic behavioural, procedural and substantive ground rules.  Behavioural rules such as not interrupting, taking turns, not abusing other parties and respecting others views even if you disagree are basic but important rules to gain agreement on before starting.  Procedural rules such as clarifying to the satisfaction of the meeting, the roles of the facilitator or chairperson, the role of experts and sponsors, the presence and speaking rights of observers and the role of absent parties are important.

Substantive rules that need agreement before negotiations get underway relate to issues such as:

· What are the givens, the non-negotiables?
· What can the meeting discuss and decide?

· What is not negotiable?

· Do all participants have the authority to negotiate?

· What use will be made of the outcomes?

· Are discussions confidential?

· Will participants agree not to withhold vital information?

· Will participants commit to a mutually acceptable agreement they may make?

· Will all agreements be seen as a package or can participants agree on certain points but have the right to hold back from a final agreement until all other matters are decided? 

Language

Some important points to remember:

· Don’t assume that your meaning will be clear to everyone you talk to. 
· People may not understand you because they don’t understand the words you use.

· Ensure jargon or technical words are minimised and if used they should be fully explained.
· They have different meanings for the words you use.  Check that you understand their meaning and they understand what you are saying. 

· Don’t use common language words because they may not mean the same thing to the people you are talking to. (e.g. bunji can mean friend or fiancée depending whether you are speaking to Murrie’s or Nyoongah’s)
· You may speak too quickly.  For each community you visit and consult with, identify how to speak at a rate that can be understood.  The level of English understood will vary from community to community; individual to individual. 

· Use your own style of speech.  Do not mimic Aboriginal patterns of talk, speech or accents.

If English is not their first language:

· When you facilitate meetings, workshops or training sessions, be aware that there may be a need for an interpreter which will assist the process.
· Consult with the interpreter and the relevant community interest groups before devising the agenda.

If you are learning a local language remember:

· Aboriginal communities welcome attempts to understand their language.  Even if you learn a few words you will get on better;

· learning a language is a form of identification.  However, ensure it doesn’t identify you too closely with one community and exclude you from another; and

· use any language you learn only where it belongs (e.g. the home community).  External use could see the language misinterpreted and it may also be inappropriate.

Leading Questions

Avoid leading questions.  In many interactions Aboriginal people may not express a firm opinion, even though they may hold one.  They may discuss a topic generally while gauging others views, before stating their own.  If Aboriginal people find their views on a topic at odds with others, they often will tend to understate their own.  In minimizing confrontation and argument, the speaker leaves open the possibility for further comfortable discussion. 

Media

One crucial agreement partners need to agree on is who has permission to speak to any media organisations?  Media releases or comments to media should only be made with the prior agreement of the community concerned.

Mediation

Where key groups have strongly held adversarial positions on a issue, mediation or facilitation will be useful.  The Alternative Dispute Resolution Service of the Department of Attorney General and Justice provides either a direct service or training of staff from other government departments in negotiation, mediation, facilitation and general conflict resolution.  This service has recruited and trained Aboriginal staff throughout the State. 

Openness

People will relate to what you do, more than what you say or who you are.  Therefore be down-to-earth, honest (never promise something that you know might be difficult to deliver), and relate to actual, practical things.

Titles and status

The term “elders” does not always mean men or women over fifty or sixty years of age.  A relatively young (30s to 40s) man or woman may be given the status of an elder because of their highly respected position in the community.  They may possess specific skills and knowledge in an area which endorses their position of high esteem.

Women

Women in some communities have become vocal and visibly important people in the political structure of many communities.  They will tend to be open with either a male or a female.  However male staff will need to remember that it can be very embarrassing to ask questions that are strictly women’s business (e.g. child birth and child rearing issues).  He may need a go-between or have a female Departmental representative consult instead.  Female staff will need to be careful of the reverse situation and avoid embarrassing men in the community by asking questions on equally sensitive issues. 
Cultural communication cues

· Accept you are in another cultural world and on another person’s property.

· Acquire a sound knowledge of the diversity of Aboriginal and Torres Strait Islands culture.

· Adopt a participatory role rather than a controlling role.

· Allow time for people to think about ideas and proposals and to discuss them informally amongst themselves.

· Analyse situations or issues carefully and in detail to provide an appropriate solution or outcome.

· Anticipate barriers in cross-cultural communication because of the opposing conceptual systems. 

· Appraise each meeting or contact situationally - no two visits or meetings are alike.

· Build enduring relationships with community groups.

· Develop healthy working relationships with councils, communities, organisations and individuals – promote goodwill and understanding between all parties.

· Disseminate information or ideas broadly across all stakeholders in a fair and equitable manner –ensure no one is disadvantaged.

· Encourage participation in discussions, meetings and forums.

· Endeavour to be open, honest and sincere.

· Expect resistance to ideas and proposals that are incompatible with Aboriginal and/or Torres Strait Islander views.

· Familiarise yourself with the socio-political profile of the community you are working in.

· Identify key stakeholders in the community including chairpersons, council members, Elders, - both men and women and respected younger people possessing higher education.

· Listen to people’s views and take them seriously, keep in mind that your perspectives and concepts may differ from others - give a little, listen a little, learn a little to find out what the other party needs.

· Promise only what you can deliver or are capable of achieving.

· Respect people’s customs; culture; values; religion; dignity; and feelings.

· Talk in a style that is clear, understandable, free of jargon and acronyms.

· Understand cultural and community dynamics – stereotyping should be avoided as each community is unique and each have their own individual needs.

For further information concerning indigenous protocol and cultural issues refer to the  QPS Guide to Aboriginal And Torres Strait Islander Cultural Protocol on the QPS Bulletin Board
Appendix F

STATEMENT OF COMMITMENT

(Adopted from the Operational Principles for Queensland Health, Education Queensland And Queensland Police Service Staff In Aboriginal And Torres Strait Islander Communities)

The operations of all officers of the Queensland Departments of Health, Education and Police in Aboriginal and Torres Strait Islander communities will be guided by the following principles:

· Cultural respect for Aboriginal and Torres Strait Islander peoples is demonstrated in all settings.

· Trust and respect for all persons and their interests is evident in the design and delivery of services. 
· Confidentiality and secure flow of appropriate information amongst departmental representatives and local communities is critical to enhance the health, educational status and safety of Aboriginal and Torres Strait Islander peoples in communities.  

· Staff demonstrate standards of behaviour, integrity and professionalism that enable them to act as role models to community members and ensure the development and maintenance of safe and supportive communities. 

· Operations and activities engage Aboriginal and Torres Strait Islander communities in partnerships. 
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Appendix G
COMMUNITY ENGAGEMENT

Community Engagement and a Better Quality of Life

(Extract from ‘Queensland Government Priorities’ 2002)

“All Queenslanders are encouraged to take part in the rich cultural, social and economic life of our State and to support the democratic processes that underpin our way of life.  The Government is working to ensure equality of opportunity and equitable access to high standards of education, health, housing and family services and to achieve this through greater participation in choices made by Government.” - Premier Peter Beattie 2002
The State Government is committed to strengthening engagement with Queensland's communities and improving people's quality of life by:

· delivering education, health, family and other services that improve people's quality of life; 

· working with Aboriginal and Torres Strait Islander people to find practical ways to progress reconciliation and improve living conditions; 

· building and enriching Queensland's arts and cultural life; 

· developing facilities and providing community services with community input that benefit all Queenslanders; and 

· improved and integrated Government service delivery. 

Web Address:  http://www.thepremier.qld.gov.au/priorities.htm
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