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1. INTRODUCTION 

a) The purpose of this policy is to outline the expectations on Kaikōura District Council (KDC) 
councillors and staff regarding how they interact with each other in the performance of their 
duties. It complements the Kaikōura District Council (KDC) Code of Conduct (for both 
councillors and staff) and supports compliance with the Local Government Act 2002 (‘the Act’).

b) Compliance with this policy will assist KDC in being more efficient and effective, promoting 
high standards of governance and transparency.

2. GUIDING PRINCIPLES 

a) This policy supports compliance with the relevant provisions of the Act, such as: 
• The importance of maintaining open and transparent decision making and 

governance arrangements
• the expected nature of the relationship between councillors and staff is effective and 

understood
• the respective roles and responsibilities of councillors, the Chief Executive and staff. 

b) A key role of staff is to provide councillors with comprehensive advice to enable informed and 
competent decision-making. Therefore, a high level of cooperation and mutual respect 
between councillors and staff is essential for the council’s effective performance. 

c) This policy recognises the responsibilities of KDC in ensuring that it meets the responsibilities 
of the relevant legislation to protect people from risks to their health and safety including 
harassment, bullying, violence and discrimination.

d) Both staff and councillors are to approach their relationship with each other with 
professionalism and respect, and the appropriate level of confidentiality guided by the Privacy 
Act 2020, and the relevant Code of Conduct. 

3. POLICY

Councillor Obligations 
a) To ensure such cooperation and trust is maintained, councillors are expected to: 

• Recognise the Chief Executive’s role as the employer of council staff.
• Be aware of the obligations KDC and its Chief Executive have as the employer and 

always observe those requirements.
• Be mindful to keep individual requests to a minimum and recognise that the focus of 

the organisation must be on delivery of services to the community.
• Treat all staff with courtesy and respect.
• Observe any boundaries the Chief Executive puts in place regarding contact with staff, 

including those in this document.
• Not do anything which compromises, or could be seen as compromising, a staff 

member’s impartiality.
• Avoid publicly criticising a staff member, especially in ways that reflect on the staff 

member’s competence and integrity.
• Raise concerns about the Chief Executive only with the mayor or the relevant 

committee.
• Maintain confidentiality in the management of information received in the course of 

their duties, not disclosing without proper authority, regardless of whether they are 
still serving.

• Access information only where it is necessary for them to perform their official 
duties (i.e., "need to know", not "want to know").



b) Councillors must be aware that failure to observe the policy statements in this document 
compromises KDC’s obligations to act as a good employer, resulting in KDC being exposed to 
risk, such as civil litigation.

c) The expectations of the behaviour of councillors are further set out in the councillor’s Code 
of Conduct. Councillors must also adhere to the adopted Standing Orders by the Council.  

Staff Obligations
d) To ensure such cooperation and trust is maintained, staff are expected to: 

• Remain impartial in their dealings with councillors, including not sharing or leaking 
confidential information that could be seen as favouring one councillor over another.

• Avoid expressing personal opinions on council decisions or policy in a way that 
undermines council integrity or trust.

• Act in a professional way and treat all councillors with courtesy and respect and not 
engage in personal attacks on councillors.

• Familiarise themselves with the KDC Employee Code of Conduct, employment 
agreement and other relevant KDC policies and procedures, and interact with 
councillors in a way that is consistent with these documents. 

• Provide elected members with accurate, honest, and timely information to support 
decision-making within legal and policy boundaries.

• Not disclose confidential or “in-development” advice casually or socially with 
councillors.

• Only share confidential information with councillors when authorised and to the 
extent necessary to support governance decisions, if required. Confidentiality 
obligations continue after the staff member leaves the Council. 

• Use secure systems (e.g. council email, document management systems) when 
communicating with councillors. Confidential documents must not be shared via 
unapproved channels (e.g. personal email, personal devices, USB drives).

• First discuss with their manager if unsure whether information can be shared, who 
should then discuss with the Chief Executive if unsure. 

Interaction Pathways 
e) The Mayor and Councillors only employ the Chief Executive, who is in turn responsible for the 

management of the organisation. The Chief Executive employs all Council staff. Councillors’ 
primary point of communication is via the Office of the Chief Executive, with the exception 
being instances outlined in this policy.

f) The mayor can go directly to KDC’s Communications Team in respect to media statements, 
requests and responses. All decisions stemming from this will be communicated to the Chief 
Executive or the relevant manager prior to any actions.

g) Councillors seeking information or wishing to make comment on a specific organisational 
matter should do so either via the Chief Executive or, if the matter specifically relates to a 
particular Department, the councillor may contact the relevant manager.

h) Contact between councillors and staff responsible for work across KDC is to be established via 
the relevant manager, who should be copied in or otherwise formally advised of all 
communication between staff and councillors related to work issues.

i) If a councillor has any concerns about the work or conduct of any staff members, this needs 
to be raised directly with the Chief Executive, as the employer, in the first instance.

j) Outside of a formal Council meeting, councillors are not permitted to request staff to 
undertake any specific work or direct them to act other than with prior agreement with the 
Chief Executive.

k) Contact between councillors and staff outside of this policy should not occur for work-related 
issues, such as complaints or other questions or concerns about work or conduct. Essentially 



this means that the primary contact for all work-related queries and issues is the appropriate 
manager or the Chief Executive. The exception is general interpersonal contact, which is 
inevitable in a small town, but should still be engaged with professionalism. 

l) Where a councillor, the mayor, or a staff member has concerns regarding communications, 
the matter will be referred to the Chief Executive who is responsible for the management of 
such interactions. This can be done by speaking with or in writing to the Chief Executive. 
Significant or on-going issues may be raised with the Chief Executive through the Chief 
Executive Review Committee. 

m) If staff inform their manager of contact by councillors outside of the boundaries established 
by this policy, that manager should immediately inform the Chief Executive who will manage 
the situation. 

n) If any staff member feels uneasy around any interaction with councillors, they will raise this 
to their line manager and have the right to refuse any request until confirmed by the relevant 
manager.

4. DEFINITIONS

Councillor: a member of the governing body of the territorial authority elected under the Local 
Electoral Act 2001, including the mayor

Council: the collective governing body made up of the councillors and the mayor

KDC/Kaikōura District Council: is the total organisation, including councillors and staff

Mayor: means the mayor of Kaikōura District Council elected under the Local Electoral Act 2001

Staff/Staff member: paid employees or volunteers working for the Kaikōura District Council

5. LEGISLATION AND OTHER REFERENCES

For further information related to this policy see:
• Local Government Act 2002
• Local Government Official Information and Meetings Act 1987 (LGOIMA)
• Privacy Act 2020 
• https://www.privacy.org.nz/privacy-principles/ The Privacy Act 2020 has 13 privacy principles 

that govern how agencies (organisations and businesses) can collect, store, use and share 
personal information. All New Zealanders regardless of age or circumstance have privacy 
rights. This link from the Office of the Privacy Commissioner outlines these principles.

This Policy is implemented in conjunction with the following documents:
• Councillor Code of Conduct
• Employee Code of Conduct
• Staff Handbook
• Individual Employment Agreements
• Compliments, Complaints and Requests for Service Procedure Policy

Appendix A: Interaction Pathways Table 

https://www.privacy.org.nz/privacy-principles/
https://kdc-laser/laserfiche/DocView.aspx?repo=Kaikoura&docid=359832#?openmode=OFFICEhttps://kdc-laser/laserfiche/DocView.aspx?repo=Kaikoura&docid=359832
https://kdc-laser/laserfiche/DocView.aspx?repo=Kaikoura&docid=721562#?openmode=PDF
https://kdc-laser/laserfiche/DocView.aspx?repo=Kaikoura&docid=343767#?openmode=OFFICE
https://kdc-laser/laserfiche/DocView.aspx?repo=Kaikoura&docid=716321#?openmode=PDF


Appendix A: Interaction Pathways Table

Interaction Type Appropriate Response

Councillor has a concern or issue regarding the 
work or conduct of any staff member.

Contact the Chief Executive

Mayor has a media-related request May contact the Communications Team directly 

Councillor has a question for a specific 
Department 

May contact the relevant manager directly 

Councillor wants staff to engage in a project or a 
task 

Contact the Chief Executive, unless there is   
agreement in a formal Council meeting.

Councillor contacts non-managerial staff in 
relation to ongoing work, after initial contact 
was established by relevant manager.

Must cc the relevant manager into all 
correspondence.

Councillor, the mayor, or a staff member has 
concerns regarding communications

Contact the Chief Executive

Councillor has concerns about the Chief 
Executive 

Contact the mayor or raise at the relevant 
committee


