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MEETING MINUTES                
 

Meeting  

Team Name: Communication and Engagement Advisory Group  

Date: 7 August 2024 Time: 5:00pm-7:00pm Venue: Port Stephens Council Admin Building and Zoom 

Chairperson: Councillor Anderson Minutes: Elizabeth Akerman 

Purpose of Meeting: To provide advice and guidance on communications and engagement projects 
 

Attendance 

Councillor Anderson 
Port Stephens Council 

Cassandra Schmitzer 
Community representative 

Councillor Wells 
Port Stephens Council  

Tanya Martin 
Community representative 

Ben van der Wijingaart 
Community representative 

Angela Peace 
Community representative 

Kelly Hammond 
Community representative 

Ros Armstrong 
Community representative 

Emily Livens 
Port Stephens Council 

Elizabeth Akerman 
Port Stephens Council 

  

 

Apologies 

Margarete Ritchie 
Community representative  

William (Bill) Doran 
Community representative 

Paul Baxter 
Community representative 

Greg Brown 
Community representative 

Councillor Kafer  
Port Stephens Council 

Lauren Whitelaw 
Community representative 

Casey Freeman 
Community representative 

Janelle Gardner 
Port Stephens Council 
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Item Topic Time  Responsible 

Officer 
Action Status/Date to 

be Completed 
1.0 WELCOME AND APOLOGIES 
1.1 Acknowledgement of country and 

welcome 
5:05 Chairperson RECORD: Completed by Cr Anderson N/A 

1.2 Warm up – your life highlight since the 
last meeting 

5:11 Chairperson RECORD: All participated in the exercise N/A 

2.0 FEEDBACK – COMMUNICATION AND ENGAGEMENT PLANNING 
2.1 General feedback since the last 

meeting  
5:12 Emily Livens Session was recorded and will be shared 

with the group. 
RECORD: We’ve received feedback which will 
be addressed as part of our agenda item, 2.3. 

With minutes 
(August 2024) 
 
 
 

2.2 Use of easy-read docs 5:13 mins Emily Livens RECORD: Agenda item raised by Bill.   
Council gave an overview of what an easy-read 
document was and provided examples. 
Pros and Cons of Easy Read documents were 
provided and discussed. 
Wellbeing Strategy has an action item to identify 
and convert key strategic plans that can be 
interpreted into easy read versions. 
Group discussion centred around which 
documents should be converted first. 
Suggestions included documents that were 
more practical such as procurement documents, 
grants and funding guidelines, applications and 
forms. The Community Strategic Plan was also 
suggested as one of the first key plans.  
Also, it was suggested that the new disability 
advisory group (not yet formed) would be in a 
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Item Topic Time  Responsible 
Officer 

Action Status/Date to 
be Completed 

better position to select appropriate documents 
than the CEAG group.  
ACTION: Provide CEAG feedback to relevant 
internal teams.  

 
 
Immediate 
(PSC) 

2.3 Evaluation of Lodge and Request 
system via the website including recent 
feedback regarding acknowledgement 
automation 

5:47 mins Emily Livens RECORD: This was a suggested agenda item 
from our meeting 3 April 2024. 
Council provided an overview of the key 
changes and user benefits of the new Report, 
request and apply system. 
General discussion of group centred around the 
use of the system and website in general. 
Feedback from the group included that the 
website had improved significantly over the last 
few years. 
Feedback received regarding the lack of 
information in the automated acknowledgement 
especially when making work if multiple reports 
are made was discussed. 
Service commitments eg Customer Experience 
Charter confirmed with acknowledgements to be 
made within 7 days and substantive reply is 
within 20 business days.  
ACTION: Group encouraged to use new Report, 
request and apply feature on website and report 
feedback to yoursay@portstephens.nsw.gov.au.  
ACTION: CEAG feedback (including 1/ smaller 
descriptions to help mobile users and 2/ photos 
are difficult to add to the ‘report’) to be provided 
to relevant internal teams.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Immediate (All) 
 
 
Immediate 
(PSC) 
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Item Topic Time  Responsible 
Officer 

Action Status/Date to 
be Completed 

2.4 Growing our subscribers plan 1:05 mins Elizabeth 
Akerman 

RECORD: Key aspects of the draft plan for 
‘Growing our subscribers’ were presented to the 
group. 
This plan’s purpose is to help meet the 
communications and engagement strategy 
annual subscription and membership targets. 
Some of the group suggestions to improve the 
plan included: 
• Better explanation of the purpose of the 

plan rather than meeting subscription and 
membership targets 

• Providing an easy read document 
• Provide an incentive to sign up 
• Sharing of success stories, ‘pull on heart-

strings’ including how you can really 
influence outcomes through participation 

• Don’t use ‘Have your say’ phrase rather 
explain how the data is used by the 
elected body to make decisions 

• Use community groups to help share 
information 

• Physical share through posters at halls 
and community buildings, over 55 villages 
etc. 

• Website temporary banner 
ACTION: Incorporate group suggestions where 
possible into plan 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Immediate 
(PSC) 
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Item Topic Time  Responsible 
Officer 

Action Status/Date to 
be Completed 

3.0 OTHER MATTERS 
3.1 Next meeting, thank you and close 1:47 mins Chairperson RECORD: We ran out of time for Smart Parking 

Portal 2.0 plan agenda item. This is now 
deferred to a future meeting pending timing of 
portal roll-out. 
As this is probably the last meeting of the 
current CEAG group a discussion regarding the 
usefulness of the CEAG feedback to Council 
processes was undertaken. 
Feedback back to group members included if a 
project had been via the CEAG group the 
suggestions and advice were generally adopted 
and approach endorsed internally. 
All group members were thanked for their 
participation and involvement in the CEAG 
meetings. 
The future of the current CEAG memberships 
and the other advisory groups will be 
determined following the upcoming election. As 
the term of the advisory groups has been quite 
short we may just see who would like to stay on 
and who wouldn’t.  
 
ACTION: Next meeting date to be confirmed 
following Council elections 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In due time 
(PSC) 

 

MEETING CLOSED AT: 7pm 

NEXT MEETINGS  

Date: TBC  Time: TBC  Venue: Port Stephens Council Admin Building and Zoom  
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ATTACHMENT 1 – 7 AUGUST MEETING POWERPOINT PRESENTATION  

 
 

 
 
  



 7 
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ATTACHMENT 2 – Ongoing Action List 
 
Item Action  Responsible 

Officer 
Comment Date 

Completed 
MEETING: 7 AUGUST 2024 
2.2 Use of easy-read docs 

 ACTION: Provide CEAG feedback to 
relevant internal teams. 

PSC Complete 20 Aug 2024 

2.3 Evaluation of Lodge and Request system 

 ACTION: Group encouraged to use 
new Report, request and apply 
feature on website and report 
feedback.  

All group 
 

Ongoing  

ACTION: CEAG feedback (including 
1/ smaller descriptions to help mobile 
users and 2/ photos are difficult to 
add to the ‘report’) to be provided to 
relevant internal teams. 

PSC 
 

Complete 20 Aug 2024 

2.4 Growing our subscribers plan 

 ACTION: Incorporate group 
suggestions where possible into plan 

PSC Complete 14 Aug 2024 

3.1 Next meeting, thank you and close 

 ACTION: Next meeting date to be 
confirmed following Council elections 
(14 September 2024) 

PSC In process  

MEETING: 3 APRIL 2024 
2.1 General feedback since the last meeting  

 ACTION: Agenda and discussion to 
clearly reflect areas of influence for 
CEAG members on the various 
projects 

PSC 
 

Ongoing  

ACTION: ToR is explicit in defining 
role of group and should be resent 

PSC 
 

Complete  21 Aug 2024 

ACTION: Operational communication 
matters are to be sent to 
haveyoursay@portstephens.nsw.gov.
au email addressed to be actioned as 
appropriate 

All group Ongoing  

ACTION: Use more direct wording in 
emails and individualise emails per 
subject for better participation 
 
 
 

PSC Ongoing  

mailto:haveyoursay@portstephens.nsw.gov.au
mailto:haveyoursay@portstephens.nsw.gov.au
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Item Action  Responsible 
Officer 

Comment Date 
Completed 

2.2 Housing Strategy Review Public Exhibition 

 ACTION: Investigate whether zoom 
presentation can be sent to forum 
participants who cannot attend 

PSC Link is available 
on direct request. 
Action no longer 
relevant as 
strategy is 
adopted. 

20 Aug 2024 

2.3 Shoal Bay Place Plan Lessons Learnt 

 ACTION: PSC to check privacy and 
antispam laws with regard to bulk 
mail outs. 

PSC In process  

ACTION: Use more direct and 
emotional language in 
communications for better 
engagement.  

PSC Ongoing Ongoing 

ACTION: Provide CEAG feedback to 
Strategic Planning team re: Anna Bay 
Place Plan next steps. 

PSC Complete 20 Aug 2024 

 MEETING: 18 October 2023 
2.1 Feedback from previous meeting 

 ACTION: Review the process (Smart 
Parking submission lost) 

PSC Complete Oct 2023 

 MEETING: 20 September 2023 
2.2 Local Housing Strategy Review Presentation 

 ACTION: Council staff to update the 
stakeholder listing and circulate to 
CEAG member (excluding private 
details) for value add. 

PSC Complete From 20 Sep 
2023 

 ACTION:Update key messaging in 
the plan to include that consideration 
will be given to infrastructure 
upgrades is housing increases  

PSC Complete From 20 Sep 
2023 

 ACTION: Undertake an EOI to attract 
general community representation for 
the Housing forum 

PSC Complete From 20 Sep 
2023 

2.3 Night at the Beach event 

 ACTION: Report feedback to PSC 
Events team 

PSC  Complete 18 Oct 2023 

2.4 Meeting format discussion 

 ACTION: Next meeting to be 
scheduled for 5-7pm (longer time) 

PSC Complete From 20 Sep 
2023 

 


