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Version history: 

Version Date Author Description of changes 

0.1 October 2014 Maree Baker-Galloway Forum confirmed document 

0.2 February 2015 Maree Baker-Galloway Item 29 was included, and confirmed by 
Forum 

0.3 April 2015 Maree Baker-Galloway Item 41, recording engagement, was 
included 

0.4 June 2015 Leeann Ellis Forum Correspondence – Item 14-16 was 
included. 

Reimbursement for engagement 
activities, item 42, was included 

 
Review 

1. These protocols and processes may be reviewed from time to time in the light of 
experience. 

Quorum 

2. The quorum for substantive decisions will be 12.  The quorum for operational and 
other decisions will be 9.   

Attendance in person 

3. Forum members will use their best endeavours to attend Forum meetings in person.  
Where this is not practical, remote attendance may appropriate.  This will be 
assessed on a case by case basis in discussion with the chair. 

Apologies 

4. Apologies are to be provided to the chair 2 weeks in advance of any meeting, or as 
soon as practicable. 

Proxy and remote votes 

5. In the event of a vote, the only allowable use of a proxy vote is between forum 
members.  One member may give another member their vote.  The chair is to be 
notified in advance, in writing, of the transfer of proxy powers (in conjunction with 
receiving a member's advance apology). 
 

6. However the preference, rather than a proxy vote, is that the physically absent 
member attend the relevant part of the meeting by phone or other medium, to 
participate in discussion and register a vote remotely.  If this is not practicable, a 
proxy vote is acceptable. 

 
Casting vote 

7. The Chair will have discretion to use a casting vote. 
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Ngāi Tahu Alternates 
8. There are only three Ngāi Tahu voting positions, and fees/expenses are only 

available for the three voting positions at each meeting, with the exception of the first 
3 meetings which contain information and training relevant to all Forum members.  All 
who attend the first three meetings will be reimbursed fees/expenses.  
 

9. Subject to the above, alternates may attend all meetings, speak and otherwise take 
part.  

 
Replacing Forum Members 

10. In accordance with the MPA classification, Protection Standard and Implementation 
Guidelines 2008, if a member resigns from the Forum they will be replaced from the 
same sector of interest.  

Agenda 

11. The agenda and supporting documentation will be finalised by the chair and sent out 
to Forum members 2 weeks prior to each meeting. 
 

12. Members are to forward suggested agenda items to the chair 3 weeks prior to each 
meeting for consideration. A best endeavours/no surprises approach is agreed. 
 

13. If a matter is raised for discussion too late to be included in the meeting papers, any 
supporting documentation must be provided by the Member raising the late matter, 
for the meeting. 
 

Forum Correspondence 
14. Letters received by the Forum that are an expression of a view by an individual or 

group will be assessed with the completed questionnaires, and not tabled by the 
Forum. A letter of acknowledgement will be sent to the author. [Added at May 2015 
meeting] 
 

15. The Chair has discretion to table a letter that she deems significant. [Added at May 
meeting] 
 

16. Officials will notify Forum members that correspondence has been received in the 
monthly correspondence update, and bring a copy of the correspondence to 
meetings for Forum members to read if they desire. [Added at May meeting] 

Confidentiality 

17. Forum members agree they need to feel free to engage in frank discussions. Also, 
some of the information to be discussed may be sensitive for cultural, commercial or 
other reasons. 
 

18. The Forum will have formal closed sessions at which time these types of discussions 
may take place without the public present.  
 

19. Participants agree that they will not comment publicly on the proceedings of this 
forum as it continues, or its working documents. Any media commentary on the 
Forum’s proceedings will come from the Chair. 
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Conflict of interest  

20. Members are to declare when they have a pecuniary or financial interest relevant to 
items on the agenda.  Declarations of conflicts of interest other than pecuniary 
interest are at the discretion of the members.  
 

21. Members are on the Forum as representatives of particular stakeholders, 
representing particular points of view, therefore it is accepted to the extent that this 
can be considered to result in a certain element of bias, that is accepted by the 
Forum. 
 

22. When conflict of interest arises, the member should declare it to the meeting. 
 

23. The Forum will decide on a case by case basis whether the role the member is to 
play in the specific discussion in respect of which they have declared their conflict.  In 
some cases a member may remain to contribute on matters of fact or to answer 
questions from other members, but on other occasions withdrawal from the meeting 
is better protection both for the forum and the member with the conflict. 
 

24. The declaration of any conflict of interest must be recorded in the minutes and noted 
on the conflict of interest register. 

Decisions 

25. The objective is to make decisions by consensus, i.e. everyone agrees. Where the 
Forum cannot reach agreement, options may agreed on instead (noting numbers in 
support of each option). 

Official Information Act 

26. The starting presumption is that any communication with the Forum and between 
Forum members is subject to the Official Information Act, and may be disclosed 
should a member of the public request it.  Forum members are to bear this in mind 
when communicating on Forum business. 
 

27. When a request is received by DOC or MPI, the relevant agency will advise the Chair 
as soon as practicable.  The Chair in conjunction with the agency will determine 
which Forum members must be consulted in respect of the request, to determine 
appropriateness for granting for declining the request. 
 

28. The statutory timeframe within which this consultation and decision must be made is 
20 working days from the date the agency receives the request.  DOC and MPI agree 
to progress such applications promptly. 

Communication between meetings 

29. Forum members will endeavour to keep email communication between meetings 
limited to administrative rather than substantive issues. Email correspondence will be 
subject to Official Information Act requests and email conversations between 17 
members may become unwieldy. 
 

30. Forum discussions may also take place on the SeaSketch platform. 

Computer Use 
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31. Laptops will be made available to Forum members who would like them, for Forum 
work.  Forum members will sign protocols for computer use for any computers 
provided by DOC for their use.  
 

32. When demonstrating SeaSketch to someone other than a Forum member, Forum 
members will ensure they are not logged on with their individual account; this is to 
prevent confidential data from being shared. [Added at February 2015 meeting] 

The Chair 

33. The Chair, in consultation with the Forum and departmental servicing staff, sets the 
agenda for, and presides at all the meetings they attend. 
 

34. The Chair should maintain an impartial role and sum up the debate on any issue in a 
balanced way to reflect the views that have been expressed at appropriate points. 
The Chair should encourage participation by all members and work towards 
achieving a consensus and should facilitate discussion and debate.  
 

35. The relationship between the Forum, DOC and MPI is usually through the Chair.  
Members need to be conscious of the Chair’s ‘link’ role. 

 
36. The Chair: 

a. provides leadership to the forum between meetings,  
b. is the primary contact for departmental servicing officers,  
c. approves and/or signs the correspondence of the forum, and 
d. represents the forum at events and other public occasions, although may 

delegate these roles fully or partly as appropriate. 
 

37. As with all public bodies, the Forum can speak with only one voice. Only one 
member and usually the Chair, although this can be a member appointed by the 
forum, will speak for the forum on an issue, especially in public statements or to the 
media. 
 

38. If the Chair is unavailable, the Deputy Chair will have the authority to speak. 
 
39. Statements will only be made on behalf of the Forum as a whole. Where any 

statement is to be made that is specific to a particular interest group only, it will not 
be the role of the Chair to make any statement. For example, Edward Ellison will be 
the spokesperson for issues specific to Ngāi Tahu. 

Expectations of Members 

40. Members are expected to: 
 Attend all scheduled meetings where their attendance is required.  Note that 

sub-committees may be utilised that may not require the attendance of all 
members. 

 Read meeting materials. 
 Familiarise themselves with the content of all correspondence received by the 

Forum. 
 Communicate with the Chair two weeks prior to the next meeting to discuss any 

matters relevant to finalising the agenda, provision of advance reading material 
to the Forum and requests for the servicing officers. 

 Provide information or reports as agreed two weeks prior to the next meeting to 
allow time for inclusion in the meeting pack. 
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 Utilise a range of tools provided to the forum, for example the SeaSketch marine 
spatial planning and decision tool. 

 Prepare in advance for meetings, consult with their own sector of interest and 
seek wider views across the sectors to articulate various points of view. 

 Respond promptly to requests from servicing officers and seek clarification 
where necessary. 

 At meetings, participate in discussions, listen carefully, show respect for the 
views of others, keep an open mind and work with other members to reach 
forum decisions by consensus. 

 Respect decisions of the forum even if a minority of members disagree with the 
decision. 

 Advise any absences from meetings as soon as this is known and wherever 
possible, ensure information or reports due to be tabled are provided. 

 Inform the Chair of any requests for media comment in relation to Forum 
business and progress prior to responding to the media. 

 Ensure any views expressed by the member are consistent with the views of the 
forum as a whole where those views will be assumed to be the official view of 
the Forum. 

 When participating in any related event such as a conference on behalf of the 
Forum, the member must identify him/herself as a forum member.   

 When participating in any related event such as a conference on behalf of the 
Forum, the member must provide the Chair with a report on their attendance and 
any matters of interest for the forum to consider. 

 Continually consider and declare any conflict of interest, real or perceived, as 
various topics are discussed. 

 Redirect any correspondence specific to official Forum communications received 
directly by a member to the project coordinator. 

 
Recording Engagement 
41. When members are engaging directly with stakeholders they will make a written 

record of the engagement and information received from the stakeholder, either at 
the time, or as soon as practical after.   The members will use their best endeavours 
to record the engagement in the form provided by the communications officer.  A 
copy of the record of engagement will be provided to the communications office as 
soon as practical.  The record of engagement may be used to share information with 
other Forum members, provide a record of information relied upon, provide 
information and be referenced in a SeaSketch layer, or other purposes associated 
with the Forum's inquiry into the use and values of the Forum's area.  [Added at April 
2015 meeting] 

Reimbursement for Engagement activities 

42. The Forum approves engagement activities outlined in the sector engagement plans. 
[Added at May 2015 meeting] 

Representation at conferences & events 

43. This section relates to conferences or similar events or meetings, whether the 
member attends at the request of the forum, or where the member requests to attend 
an occasion as the representative of the forum. 
 

44. This will be decided on a case by case basis, and will be guided by the 
communications strategy as it is developed by the Forum. 
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45. Prior approval of the Forum will be required if a member seeks to be reimbursed for 
attendance at an event. 

Stakeholder newsletters 

46. When Forum members are preparing substantive written printed intended for sector 
newsletters/publications, a draft is to be sent to the Chair and the Communications 
Officer for comment, prior to publication. 

Ministry participation 

47. Ministry officials from Department of Conservation and Primary Industry will be active 
supporters of the process. 

 
48. They endorse these protocols and will assist through the provision and presentation 

of relevant information and analysis. They will explain related government initiatives 
and policies to the Forum. 

 
Ngāi Tahu Communication 
 
49. Discussion with Ngāi Tahu by Forum members or officials is to be through the 

representatives on the Forum not directly to Nigel (or TRONT). It is the 
representatives who have the mandate and are answerable to the people.  

 
 


