
 

Chief Executive Officer Attachments 
Wednesday, 16 April 2014 

 

REPORT 
NUMBER REPORT TITLE AND ATTACHMENT DESCRIPTION PAGE 

NUMBER(S) 
9.4.2 Bush Fire Brigade Rules 

1.Brigade Rules 
 

1 

 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 

BUSH FIRE BRIGADES LOCAL LAW 2012 
 

<BRIGADE NAME> Volunteer Bushfire Brigade Rules 
 
 

Item 9.4.2 Attachment 1 

Page 1



Item 9.4.2 Attachment 1 

Page 2



Shire of Chittering 
Chittering Fire Services 
<BRIGADE NAME> Volunteer Bushfire Brigade Rules 
6177 Great Northern Highway (PO Box 70) 
BINDOON WA 6502 
Telephone: 08 9576 4600 
Facsimile: 08 9576 1250 
Email: chatter@chittering.wa.gov.au 
Website: www.chittering.wa.gov.au 
 

The <BRIGADE NAME> Volunteer Bushfire Brigade Rules were endorsed by 
Council at the Council Meeting held on 16 April 2014 
 
_____________________________________ 

Gary Tuffin, Chief Executive Officer 
 
Date to be Reviewed: 30 June 2016 

 

Item 9.4.2 Attachment 1 

Page 3

mailto:chatter@chittering.wa.gov.au


Item 9.4.2 Attachment 1 

Page 4



SHIRE OF CHITTERING – <BRIGADE NAME> BUSH FIRE BRIGADE RULES 2014 

 1 
 

<BRIGAE NAME> BUSH FIRE BRIGADE RULES 2014  

Contents 

PART 1 PRELIMINARY ................................................................................................................... 2 

PART 2 OBJECTIVES AND VALUES .................................................................................................... 3 

PART 3 THE DUTIES AND RESPONSIBILITIES OF BRIGADE OFFICE BEARERS ............................................... 3 

PART 4 MEMBERSHIP ................................................................................................................... 8 

PART 5 MEETINGS OF THE BRIGADE .............................................................................................. 11 

PART 6 COMMITTEE ................................................................................................................... 13 

PART 7 BRIGADE ELECTIONS ........................................................................................................ 13 

PART 8 GENERAL ACCOUNTING MATTERS ...................................................................................... 14 

SCHEDULE 1.................................................................................................................................. 16 

Application Pack ................................................................................................................................. 16 
 
 
 
  

Item 9.4.2 Attachment 1 

Page 5



SHIRE OF CHITTERING – <BRIGADE NAME> BUSH FIRE BRIGADE RULES 2014 

2  
 

SHIRE OF CHITTERING 
 

<BRIGADE NAME>  VOLUNTEER BUSH FIRE BRIGADE RULES 2014 
 
Under the powers conferred by the Bush Fires Act 1954, the Local Government Act 1995 and under 
all other powers enabling it, the Council of the Shire of Chittering resolved on 19 December 2012 to 
make the Bush Fire Brigades Local Law 2012 which underpins the <BRIGADE NAME> Volunteer Bush 
Fire Brigade Rules 
 

<BRIGADE NAME> VOLUNTEER BUSH FIRE BRIGADE RULES 
 
Part 1 Preliminary 

 
1. Interpretation 
In these Rules, unless the context otherwise requires: 

absolute majority means more than half of the total votes of those eligible to vote 
(including those absent and those present but not voting); 

active member is defined under the requirements of clause 4.6; 
AGM means Annual General Meeting; 
BFAC means the Shire of Chittering Bush Fire Advisory Committee; 
brigade means a Volunteer Bush Fire Brigade including any Incident Support Brigade 

currently registered with the local government; 
CBFCO Chief Bush Fire Control Officer appointed by the local government according to the 

Act; 
Code of Conduct Policy means the Shire of Chittering Code of Conduct - Staff, Volunteers and 

Contractors Policy which clarifies the standards of behaviour that are expected of all 
staff, volunteers and contractors of the Shire of Chittering in the performance of their 
duties; 

committee consists of Office Bearers of the brigade as provided for under Clause 6 of these 
rules; 

executive committee (if appointed) consists of Office Bearers of the Brigade as provided 
for under clause 6; 

DFES means the Department of Fire and Emergency Services 
financial year means the period commencing on 1 April each year and ending on 31 

March in the following year; 
fire fighter means a male or female member of a Brigade with the competency and 

currency to carry out operational fire fighting duties and be a minimum of sixteen 
(16) years of age.  The member will be entitled to one (1) vote at their Brigade 
meetings; 

fire season means the period of the Restrictive and Prohibited burning periods or as 
extended or shortened by the CBFCO and endorsed by the local government; 

local laws means the Shire of Chittering Bush Fire Brigades Local Law 2012; 
management support means a male or female member of the Incident Support Brigade 

with the competency and currency to carry out operational support duties and be a 
minimum of sixteen (16) years of age;  

non-fire season means the period not already defined as the fire season for that year; 
normal brigade activities as defined in section 35A of the Act; 
office bearers means those appointed in accordance with clause 3; 
ordinary meeting means any meeting of the Brigade other than the AGM or a special 

meeting; 
proxy vote means the written authority given to a member present to cast a vote for 

another member who is absent from the meeting;  
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Part 2 Objectives and Values 
 
2.1 Objectives 
The Brigade shall undertake the following objectives– 
(a) provide timely, efficient and effective emergency services; 
(b) minimize the impact of emergencies on the community; 
(c) work with the community to increase bush fire awareness and fire prevention; 
(d) ensure that active Members’ training requirements are maintained and documented to 

meet DFES standards; 
(e) ensure all operational equipment is serviceable and available for emergencies; 
(f) provide an environment where every individual is treated with respect, and which is free 

from discrimination or harassment; 
(g) uphold the Code of Conduct Policy; and 
(h) service the needs of the community and work cohesively with other agencies.  
 
2.2 Values and Code of Conduct 
(1) Members are to adopt the Brigade values at all times when representing the Brigade in 

accordance with the Code of Conduct Policy. 
(2) The Brigade values include–  

(a) Put the community first; 
(b) Act with integrity and honesty; 
(c) Work together as a committed team; 
(d) Strive to keep ourselves and others safe; 
(e) Respect and value the contribution of others; 
(f) Have open and honest two way communication; and 
(g) Continuously develop our skills to improve our service to the community. 

 
Part 3 The Duties and Responsibilities of Brigade Office Bearers 
 
(1) The Office Bearers of the brigade should be able to demonstrate current competencies for 

the position of office they are nominated for, or give an undertaking to complete any 
training requirements prior to accepting the nomination or undertaking the duties and 
responsibilities of the said position. 

(2) Nominations are subject to the approval of the CBFCO.  Such approval may be conditional 
on the nominee undertaking further training or other necessary arrangements to satisfy the 
competency requirements. 

(3) An Office Bearer is entitled to hold a maximum of one (1) additional administrative position 
within the brigade, however, the Captain cannot also be a Lieutenant and vice versa. 

 
3.1 Captain 
(1) The Captain of the brigade shall be responsible for the leadership and management of 

brigade operations. 
(2) As a role model and mentor for members, the Captain should always act with integrity 

and consider each member equally.  All decisions should be in the interest of the 
Brigade and its members. 

(3) The position reports to the CBFCO on brigade related matters. 
(4) Duties and responsibilities of the Captain include– 

(a) Demonstrate positive leadership and mentor members; 
(b) If the Captain is the senior officer at an incident; 

(i) command, control and confidently manage activities at emergency 
incidents  

(ii) to ensure incident control systems and management principles are 
implemented and maintained during all emergency incidents if required; 
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(iii) maintain some form of personal incident diary with a record of events 
and decisions that occur at an incident; 

(iv) conduct Brigade briefings and post incident analysis of any incident 
involving fire fighting, incident support or management issues;  

(v) to endeavour to ensure members deployed for operational duties have 
the competencies to complete the task or duty assigned and hold 
currency in training to carry out the functions required, in accordance 
with training recommendations; 

(vi) to undertake responsibility for the proper management and maintenance 
of Brigade property and equipment to the best of their ability; 

(vii) ensure conduct of members is in accordance with the Code of Conduct 
Policy; and 

(viii) report any injuries of personnel or damage to fire fighting vehicles or 
equipment immediately to the CBFCO. 

(5) In the absence of the Captain, the next senior officer of the brigade has authority to 
exercise the powers of the Act delegated to the Captain (Part IV Section 44(1)). 

(6) Qualifications–  

Qualifications Experience Competency Required 

Fire fighting and or support 
experience Minimum 3 years Competent 

Induction and Introduction to Fire 
fighting  Competent 

Bush Fire fighting Modules  Competent 

Sector Commander  Competent 

Structural Fire fighting  Competent 

AIIMS Awareness  Competent 

 
3.2 Fire Control Officer (FCO) 
(1) A FCO is a delegated representative of the local government responsible for the 

administration of provisions within the Act. The position is required to perform active 
operational duties in relation to both fire defence and fire prevention strategies within the 
local community. 

(2) A member of the Brigade may be nominated for this position at the Brigade AGM. 
(3) Fire Control Officers are nominated by the brigade to the Bush Fire Advisory Committee.  The 

nomination is considered by BFAC and the CBFCO and if appropriate it is forwarded to the local 
government for its consideration and ratification. 

(4) Duties and responsibilities of the FCO include– 
(a) authorise permits for hazard reduction burns within the local government in 

accordance with the Act; 
(b) identify and conduct risk assessments of fire hazards within the local government; 
(c) perform duties prescribed by the Act and authorised by the local government; 
(d) may take overall control of fire suppression activities or operational incidents where 

the local government is the Controlling Agency;  
(e) maintain a personal incident diary to include a record of events and decisions during 

an incident; 
(f) conduct brigade briefings and post incident analysis of any incident involving fire 

fighting or management issues. 
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(5) Qualifications–  

Qualifications Experience Competency 
Required 

Fire fighting experience Minimum 4 years Competent 

Induction and Introduction to Fire fighting  Competent 

Bush Fire fighting Modules  Competent 

Sector Commander  Competent 

Structural Fire fighting  Competent 

AIIMS Awareness  Competent 

Fire Control Officer  Competent 

 
3.3 Lieutenant 
(1) The Lieutenant of a brigade is responsible for the operational management of members 

during brigade activities. The position is required to provide operational support to the 
Captain in managing the brigade.  The position reports to the Captain on all matters 
relevant to the functioning of the Brigade and/or personnel they are supervising. 

(2) The Brigade should appoint a minimum of two (2) Lieutenants.  Additional Lieutenants 
may be appointed according to the needs of the Brigade.  If operational circumstances 
require the number of Lieutenants for a brigade to be more than four (4), as decided by the 
Committee, a request is to be submitted in writing to the CBFCO for endorsement. 

(3) The brigade must rank all Lieutenants numerically according to seniority including length of 
service and relevant skills.  

 
(4) Duties and Responsibilities 

Duties and responsibilities of a Lieutenant include– 
(a) provide support to the Captain and assist with the operational management of the 

brigade; 
(b) in the absence of the Captain administer all powers and responsibilities of the Act 

(Part IV Section 44(1)); 
(c) command and manage members during emergencies and other brigade related 

incidents and activities; 
(d) maintain a personal incident diary with a record of events that occur during all 

incidents if assuming the role of the most Senior Officer; 
(e) in the absence of a more Senior Officer, conduct brigade briefings and post incident 

analysis of any incident involving fire fighting or management issues;  
(f) encourage positive interaction and teamwork between members; 
(g) ensure DFES standing operating procedures are adhered to at brigade activities; 
(h) to endeavour to ensure active members engaged in brigade activities are allocated 

tasks relevant to their competencies; 
(i) work cohesively with the brigade Training Officer to conduct training activities for 

active members; 
(j) to ensure the behaviour of members is in accordance with the Code of Conduct 

Policy.  
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(5) Qualifications–  

Qualifications Experience Competency Required 

Fire fighting and or support experience Minimum 3 years Competent 

Induction and Introduction to Fire fighting  Competent 

Bush Fire fighting Modules  Competent 

Structural Fire fighting theory and/or 
practical  Competent 

Sector Commander  Competent 

 
3.4 President 
(1) The President presides over all brigade meetings. The position is not required to perform 

active operational duties and may be inclusive to an additional position held within the 
brigade. 

(2) The position reports to the Captain on administrative matters pertinent to the brigade. In 
the absence of the President, the Captain or next most Senior Officer may preside over a 
meeting. 

(3) The President shall perform the following functions– 
(a) preside over all brigade meetings; 
(b) ensure meeting procedure and protocol is maintained; 
(c) promote the aims and objectives of the brigade where possible; 
(d) advise the brigade on administrative matters; 
(e) report brigade matters to the Captain; 
(f) promote open fair discussion during debate in relation to brigade matters; and 
(g) ensure minutes of meetings are signed and dated by the President. 

 
(4) Qualifications must include– 

(a) Understanding of meeting procedures; and 
(b) Demonstrated ability to conduct and manage meetings. 

 
3.5 Secretary 
(1) The Secretary is to record and manage administrational matters of the brigade. The position is 

not required to perform active operational duties and may be inclusive to an additional 
position held within the brigade. 

(2) The position reports to the President on administration matters relevant to the brigade.  This 
position may be held in conjunction with the Treasurer position. 

(3) The Secretary shall perform the following functions– 
(a) Ensure members receive notification of brigade meetings in accordance with 

Schedule 1, Part 5 – Meetings of the brigades; 
(b) Where deemed appropriate, prepare an agenda for brigade meetings and distribute 

to members prior to meetings; 
(c) Ensure minutes of brigade meetings are recorded and where ever possible, 

distributed to all members prior to next meeting; 
(d) Document and record all brigade correspondence; 
(e) Ensure brigade information is disseminated to all listed members; 
(f) Make available circulars and other information to members; 
(g) Work cohesively with local government management and administration staff on 

matters relevant to brigade administration. 
(4) Qualifications must include–  

(a) Demonstrated ability to take minutes; 
(b) Demonstrated record keeping and filing skills; 
(c) An understanding of meeting procedure; and 
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(d) Developing computer skills. 
 
3.6 Treasurer 
(1) The role of the Treasurer is to manage and report on all financial matters relevant to the 

brigade.  The position is not required to perform active operational duties and may be 
inclusive to an operational position held within the brigade.  The position reports to the 
President on financial matters relevant to the brigade.  This position may be held in 
conjunction with the Secretary position. 

(2) The Treasurer shall perform the following functions: 
(a) Manage financial affairs including budgets of the brigade; 
(b) Maintain brigade financial records and provide detailed reports of income and 

expenditure at meetings; 
(c) Work cohesively with the local government management and administration staff on 

matters pertinent to brigade financial matters, including providing copies of financial 
statements if required. 

(1) Qualifications must include– 
(a) Knowledge and understanding of accounting principles; and 
(b) Developing computer skills. 

 
3.7 Brigade Training Officer 
(1) The Brigade Training Officer is responsible for the management and co-ordination of brigade 

training in conjunction with the Local Government Training Coordinator, including the 
documentation of these activities.  The position is not required to perform active operational 
duties and may be inclusive to an operational position held within the brigade. 

(2) Duties and Responsibilities of the Brigade Training Officer may include– 
(a) Endeavour to ensure brigade members maintain necessary skill levels equivalent to 

the competency standards required by the local government and as recommended 
by DFES; 

(b) Endeavour to ensure regular training sessions are conducted within the brigade to 
maintain currency of qualifications and skills; 

(c) Maintain accurate records of training undertaken by members and ensure that 
qualification and training updates are forwarded to the Local Government Training 
Coordinator as required; 

(d) Provide mentoring for members who express an interest in training to encourage 
future facilitators; and 

(e) Represent the brigade at Chittering Fire Services training committee meetings. 
 
3.8 Assistant Training Officer (Optional) 
(1) The brigade may nominate an Assistant Training Officer to provide support to the substantive 

position. In the absence of the Brigade Training Officer the Assistant Training Officer assumes 
the responsibilities of that position and shall have a Proxy Vote at the training committee 
meetings. 

(2) Duties and Responsibilities of the Assistant Training Officer are the same as those for the 
Brigade Training Officer. 

 
3.9 Brigade Equipment Officer 
(1) The role of the Brigade Equipment Officer is to manage brigade property, fleet vehicles, 

general equipment and stock levels of personal protective equipment.  The position is not 
required to perform active operational duties but may be able to demonstrate a degree of 
knowledge of brigade equipment.  The position may be inclusive to an operational position 
held within the brigade. 

(2) The equipment officer shall perform the following functions– 
(a) Manage brigade equipment and maintain a register of all assets; 
(b) Coordinate and record maintenance of brigade equipment; 
(c) Report all damage of brigade equipment or property to the Captain immediately; 

Item 9.4.2 Attachment 1 

Page 11



SHIRE OF CHITTERING – <BRIGADE NAME> BUSH FIRE BRIGADE RULES 2014 

8  
 

(d) Manage brigade requests for replacement items and equipment; and  
(e) Compile documentation of replacement items and submit to the CBFCO. 

 
3.10 Assistant Equipment Officer (Optional) 
(1) The brigade may nominate an Assistant Equipment Officer to provide support to the 

substantive position. In the absence of the Brigade Equipment Officer the Assistant 
Equipment Officer assumes the responsibilities of that position and shall have a Proxy Vote 
at equipment committee meetings. 

(2) Duties and Responsibilities of the Assistant Equipment Officer are the same as those for the 
Brigade Equipment Officer. 

 
Part 4 Membership  
 
4.1 New Membership Application 
(1) A new member is to complete a DFES volunteer nomination form and accept the conditions for 

membership. 
(2) A minimum of two (2) Committee members, including the Captain, should decide whether to 

recommend the application to the CBFCO. 
(3) The CBFCO must endorse the application. 
 
4.2 Dual Membership 
(1) A member may be a member of another local government brigade. 
(2) A member may not be a member of another brigade within the local government unless they 

have the written permission of the CBFCO.  This permission may be conditional. 
 
4.3 Conditions of Membership 
(1) The conditions of membership shall refer to– 

(a) Fire Fighters; 
(b) Management Support; 
(c) Auxiliary Members; and 
(d) Cadets. 

(2) A new member is required to complete the necessary Fire Fighter Training Courses as 
required by the local government prior to commencing active and unsupervised Fire Fighter 
duties. 

(3) Competency in these Training Courses shall be the minimum acceptable standard required 
for a Fire Fighter to perform active and unsupervised fire fighting duties.  Currently this 
includes Induction, Introduction to Fire Fighting and Bush Fire Fighting training Courses. 
(a) Members must comply with the legislative requirements of the–  

(i) Bush Fires Act 1954 (WA); 
(ii) FES Act 1998 (WA); and 
(iii) Equal Opportunity Act 1984 (WA) 

(b) Members must act within the– 
(i) Local guidelines and policies of individual brigade; 
(ii) Brigade’s local policies; 
(iii) Code of Conduct Policy;  
(iv) Competency and commitment requirements for an active volunteer Fire Fighter 

or Operation and Management Support roles as required by the CBFCO; and 
(v) Westplan Bushfire.  

(c) Members must maintain currency of the appropriate licenses to be able to operate 
brigade vehicles. Any traffic offence that results in a suspension or loss of license must 
be reported to the CBFCO and the member must comply with the terms of their 
suspension. 

 
4.4 Decision on Application for Membership 
(1) At the meeting of the Committee, the brigade Office Bearers may– 
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(a) Accept the application; 
(b) Defer the application for further consideration; or 
(c) Refer the application to the CBFCO for consideration. 

(2) The President must contact the applicant in writing within fourteen (14) days of a final 
decision by the brigade or the CBFCO. 

(3) The applicant has the right to appeal the decision of the Committee.  The appeal should be in 
writing addressed to the CBFCO. 

 
4.5 Induction 
All new members shall be– 
(a) introduced to brigade members and shown all brigade facilities during induction; 
(b) instructed about any safety requirements; 
(c) made aware of brigade duties and responsibilities; 
(d) provided with a mentor/s until such time as they are familiar with Normal Brigade Activities;  
(e) provided with a copy of the Shire of Chittering Code of Conduct Policy – Staff, Volunteers 

and Contractors; and 
(f) made aware of local brigade guidelines and policies if any exist within that brigade. 
 
4.6 Membership Requirements (Brigade Commitments) 
(1) Members are required to maintain currency in brigade activities and training to be deemed 

as an Active Member and or be granted special considerations due to extenuating 
circumstances. 

(2) Brigade Activities– 
(a) During the Fire Season members are required to attend a minimum of one (1) 

brigade ordinary meeting or other brigade activity or incident. 
(b) During the Non-Fire Season members are required to attend a minimum of one (1) 

brigade ordinary meeting or other brigade activity or incident. 
(3) Brigade Training– 

(a) During the Fire Season members are required to attend and participate at a 
minimum of one (1) brigade training activity or incident. 

(b) During the Non-Fire Season members are required to attend and participate at a 
minimum of one (1) brigade training activity or incident. 

(4) If extenuating circumstances apply that a member is unable to meet brigade commitments, it 
shall be the responsibility of the member to notify the Committee, in writing to advise of the 
circumstance, and the Committee will acknowledge in writing any special considerations to 
the member. 

(5) The Training Officer should endeavour to make alternative arrangements for the member to 
meet the requirements wherever possible. 

 
4.7 Failure to Comply with Commitments 
(1) Should an active member of a brigade fail to comply with section 4.6 correspondence will be 

forwarded to the member requesting contact be made with the brigade to indicate the 
intentions of the member’s status. 

(2) The Brigade Member may– 
(a) respond to the correspondence providing a reasonable explanation and request for 

alternative arrangements to be made for training or meeting obligations. 
(b) request in writing for Leave of Absence from brigade commitments due to personal 

circumstances. 
(c) terminate their membership. 

(3) If a member fails to respond to the correspondence within fourteen (14) days a subsequent 
letter will be forwarded from the Committee putting the member on final notice. Should a 
member fail to acknowledge the final notice within fourteen (14) days, the membership 
shall be terminated, to take effect from the date of the final notice. 
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4.8 Change of Members Details 
The local government and DFES are to be notified of any change of personal details of a member. The 
brigade will complete a DFES volunteer application form and forward it to the CBFCO within fourteen 
(14) days of the change. 
 
4.9 Leave of Absence 
(1) A member may at any time request a Leave of Absence from all brigade commitments for a 

period not to exceed twelve (12) consecutive months. 
(2) The application should be made in writing and addressed to the Captain. 
(3) On completion of the Leave of Absence period the member must complete a Membership 

Update Form if deemed necessary providing any change of details and forward to the 
Captain and CBFCO. 

(4) On completion of the Leave of Absence period the member must undertake any refresher 
training required before resuming active fire fighting duties.  If the request for Leave of 
Absence is for a medical condition the member must provide confirmation of fitness to the 
satisfaction of the CBFCO to be able to resume active duties. 

 
4.10 Grievance Process / Disciplinary Action 
(1) The brigade is committed to providing an environment in which all persons can expect to be 

treated equally and with respect. 
(2) All members are to have an understanding of the Shire of Chittering Policy and Procedures 

Grievance Staff and Volunteers and any other brigade policies as applicable. These hard copy 
documents are to be made available at each fire station or can be obtained from the local 
government. 

(3) A grievance is any serious allegation, dispute or claim, arising during any training or activity 
involving the brigade, in relation to an act committed by a member.  Examples that may be 
considered a grievance include acts that– 
(a) constitute a breach of the Rules; 
(b) contravene the values of the Rules or the Code of Conduct Policy; 
(c) bring the brigade and or the Chittering Fire Service into disrepute; 
(d) contravene any reasonable direction given by the Captain or the delegated authority; 
(e) disregard brigade regulations and policies or procedures; 
(f) jeopardize the safety of the member or others; and/or 
(g) result in the member being convicted of, an offence for which an offender may be 

imprisoned. 
(4) Where a grievance arises, an investigation must be conducted by the Committee (and the 

CBFCO if necessary) in accordance with the Grievance Process. 
(5) During the investigation it may be determined that the member should be suspended 

from all or part of brigade activities, subject to the CBFCO’s approval. If a member is to be 
suspended during the investigation the CBFCO should notify the member in writing of the 
terms of the suspension, including the reason for the suspension and the time period.  The 
time period for suspension during an investigation, should not exceed three (3) consecutive 
months. 
When an investigation is complete a report will be provided by the investigating officer to 
the CBFCO outlining the process of the investigation, the conclusions drawn and any 
recommended action. 

(6) Disciplinary action in relation to the member may include– 
(a) suspension of membership; 
(b) termination of membership; or 
(c) any other reasonable disciplinary action as determined by the Committee in 

consultation with the CBFCO. 
(7) If a disciplinary suspension is imposed, the CBFCO must notify the member in writing that 

they are suspended, including the suspension period and reason for suspension. Suspension 
may be from complete or specific brigade duties and activities. 
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(8) The period of disciplinary suspension shall be determined by the CBFCO in consultation with 
the President. 

(9) On completion of the suspension period the member may be required to undertake 
refresher training before resuming active fire fighting duties which will be supervised and or 
acknowledged by the Captain. 

(10) If a membership is to be terminated, the President with the approval of the CBFCO will notify 
the member in writing, and provide a reason for termination. 

(11) Where a membership is terminated, all property owned by the local government should be 
returned to the local government within fourteen (14) days of giving notice.  Failure to 
meet these conditions may require the local government to seek reimbursement of costs 
against the member. 

 
4.11 Termination by the Member 
(1) A member can decide to resign from brigade activities and terminate their membership by 

providing written notification to the Committee. 
(2) Where a member resigns, all property owned by the local government should be returned to 

the local government within fourteen (14) days of giving notice.  Failure to meet these 
conditions may require the local government to seek reimbursement of costs against the 
member. 

 
4.12 Rights of a Volunteer Member 
(1) A member shall not be suspended or dismissed from any brigade duty without an 

opportunity to defend the allegation. 
(2) Any member may lodge a written objection to the CBFCO should they consider they have 

been unfairly dealt with by the Committee. 
(3) The CBFCO shall consider the objection and deal with it in consultation with the Committee.  

This may include either– 
(a) dismissing the objection; 
(b) variation to the decision; or 
(c) revoking the original decision; and 

(i) imposing an independent decision; or 
(ii) referring the matter back to the Committee to reconsider the decision. 

 
Part 5 Meetings of the Brigade 
 
5.1 Ordinary meetings 
(1) The brigade may at any time call an Ordinary Meeting of its members. 
(2) The brigade shall hold a minimum of one (1) Ordinary Meeting between 1 July and 30 June 

each year or as they deem necessary. 
 
5.2 Annual General Meeting 
(1) The brigade shall hold an AGM in the month of May each calendar year. 
(2) A report may be presented to the membership by each Committee Member. 
(3) At this meeting all Committee and Brigade Officer positions will be declared vacant. 
(4) All equipment and documentation relevant to each position is to be made available for 

auditing at the AGM. 
(5) The CBFCO or proxy will act as returning officer during the election of the new Committee 

and brigade officer positions. 
(6) The incoming Committee will assume the positions at the close of the AGM. 
(7) Any outgoing Committee Member is to conduct a handover to the new incumbent. 
(8) All minutes of the AGM including financial statements are to be lodged with the CBFCO for 

submission to the local government within a period no later than twenty one (21) days of the 
AGM. 
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5.3 Special Meeting 
(1) The President may at any time convene a special meeting of the brigade. 
(2) The Secretary of the brigade must convene a special meeting when a written request is made 

by not less than ten (10) or fifty (50) percent (whichever is least) active members of the 
brigade. 

(3) The names of the members requesting the special meeting are to be recorded in the minutes 
of the meeting. 

 
5.4 Notice of a Meeting 
(1) Notice of any special meeting of the brigade, must be given to all members of the brigade 

eligible to vote at least seventy-two (72) hours before the commencement of the meeting. 
(2) Notice of the AGM of the brigade must be given to all members of the brigade eligible to 

vote, as well as the CBFCO, at least thirty (30) days before the commencement of the 
meeting. 

(3) Notice of any Ordinary Meeting of the brigade must be given to all members of the brigade 
eligible to vote, as well as the CBFCO, at least seven (7) days before the commencement of 
the meeting. 

(4) Notice of a special meeting or AGM– 
(a) must be given by the Secretary; 
(b) may be given by written notice to each member; 

(i) Personally, by post or electronic email; or 
(ii) By a notice published in a newspaper circulating in the area of the brigade; 

(c) must set out the date, time, and venue of the meeting; 
(d) must be signed by the Secretary or, in the case of a special meeting, by the person 

convening the meeting; and 
(e) must set out an agenda for the meeting. 

 
5.5 Quorum 
A quorum for all brigade meetings– 
(a) shall consist of not less than six (6) Active Members who are eligible to vote or thirty (30) 

percent of Active members whichever is least.  This shall include a minimum of two (2) 
Committee members. 

(b) No formal business is to be transacted at a meeting of the brigade unless a quorum of 
members is present. 

(c) A member is not deemed to be active and cannot be considered as a quorum number, 
unless special considerations due to extenuating circumstances as mentioned under section 4.6 
or Leave of Absence have been granted.  

 
5.6 Voting 
(1) Each Active Member shall be entitled to one (1) vote.   
(2) In the event of an equality of votes, the President may exercise the deciding vote. 
(3) Votes may be counted by either– 

(a) formal secret ballot; or 
(b) informal show of hands. 

(4) A member is not deemed to be active and is unable to cast a vote at any meeting of the 
brigade, unless all requirements in regards to brigade training and activities as set out under 
section 4.7 have been satisfied. 

(5) Each Auxiliary Member shall be entitled to one (1) vote at all brigade meetings. 
 
5.7 Procedure at Meetings 
Meeting procedures and protocols are to be in accordance with the brigade’s meeting procedures 
and protocol guidelines.  
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Part 6 Committee  
 
6.1 Meetings 
(1) Each brigade shall have a Committee. The Committee shall convene a meeting of all 

members each calendar month or as required. 
(2) Any functions of the brigade may be delegated to the Committee provided that a motion 

approving of the delegation has been carried at either an Ordinary Meeting or AGM. 
(2) The Committee shall consist of the following Office Bearers– 

(a) President 
(b) Secretary 
(c) Treasurer 
(d) Captain 
(e) Additional members at the decision of the Committee. 

(4) The Committee will be responsible for the management and administration of the brigade. 
The brigade officers are responsible for all operational requirements of the brigade. 

(5) A motion carried by the vote of a majority of those present at a Committee meeting shall be 
accepted as the decision of the Committee. 

(6) Each registered Committee Member present at a meeting of the Committee shall be 
entitled to one (1) vote.  In the event of an equality of votes the President will be entitled to 
a second or casting vote. 

(7) The Secretary must keep accurate minutes of the meeting. 
(8) Minutes of these meetings shall be made available to members of the brigade. 
(9) All elected positions are for a term of twelve (12) consecutive months. 
 
Part 7 Brigade Elections 
 
7.1 Nomination of Candidates for Brigade Elections 
(1) Any person accepting a nomination for a Committee position must be competent and 

qualified to perform the duties and responsibilities of that position. 
(2) The Secretary shall advise the President of the brigade at the general meeting prior to the 

AGM that nominations are required to be presented at the AGM. 
(3) A person can only be nominated by an Active Member.  
(4) A nomination must be endorsed by a second Active Member filling out a Nomination Form 

in the form of Schedule 2.  
(5) Each member is only entitled to nominate one (1) person per position. 
(6) A nomination may be made─ 

(a) in writing to be received by the Committee before the official close of 
nominations; or 

(b) verbally at a general meeting prior to the AGM. 
(7) Nominees must sign or indicate acceptance of nomination. 
(8) Nominees for operational Brigade Officer positions must meet the minimum requirements 

for training as set out under section 3 of these rules. 
(9) Nominees for Brigade Officer positions must accept all requirements imposed by the brigade 

or legislation. 
(10) The Committee will assist and mentor new Brigade Officers in their new roles. 
(11) The CBFCO or a proxy may act in the position as returning officer during the election of office 

bearers at the AGM if requested by the brigade. 
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7.2 Conduct of Elections 
(1) Positions should be determined by vote in the ascending order of preference - 

Order Officer Term 

1 President 1 year 

2 Secretary  1 year 

3 Treasurer 1 year 

4 Brigade Captain 1 year 

5 Lieutenants 1 year 

6 Training Officer 1 year 

7 Equipment Officer 1 year 

8 FCO Nominations Only 2 year 

9 Other 1 year 
 
(2) Any additional positions to the Committee or the Brigade Officers must be authorised by 

the CBFCO prior to the appointment of the position. All positions are to be elected in 
accordance with section 7.1 of the Rules. 

(3) The BFAC will consider all nominations for the position of the Fire Control Officers based 
on the delegates nominated by the brigades and refer those nominations to the local 
government for approval. 

 
7.3 Absentee Votes 
The sealed envelope containing the absentee vote must be received prior to the tally of votes for the 
nominated position.  The name of the person casting the absentee vote and the signature of the 
person must be contained within the sealed envelope. 
 
7.4 Supplementary Elections 
Where a supplementary election must be held due to a vacancy in a position as a result of an early 
resignation or other reason, the Committee, by majority vote, will appoint a temporary office to 
agreeable consenting Active Member for the remaining term of the vacant position. 
 
Part 8 General Accounting Matters 
 
8.1 Accounts at Financial Institutions 
(1) The brigade must disclose where brigade account(s) are to be held for the ensuing 

Financial Year at each AGM and record this information within the minutes of the AGM. 
(2) The brigade must have three Committee Members to act as signatories for the brigade 

accounts each Financial Year. 
(3) A minimum of two (2) signatures is required on any brigade account cheque or bank 

transaction form. 
(4) All brigade purchases are to be approved by the Committee. 
(5) All accounts raised, works undertaken or goods to be purchased by the brigade must be 

authorised in advance by the President or, if the President is not available, then the next 
senior committee person. 

(6) All accounts raised, works undertaken or goods to be purchased need to be ratified by 
the brigade at the next Ordinary Meeting. 

(7) All funds raised by the brigade are to be used for the purpose of improving the profile and 
operation of the brigade and its members. 

(8) All cheques issued must be accompanied by the appropriate documentation (invoice or 
monthly account). 
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(9) All money received by the brigade or by a member on behalf of the brigade must be 
recorded in the brigade financial records. 

 
8.2 Financial Reports 
(1) The brigade must, at each AGM, present an independently audited financial report for the 

previous 12-month period or since the last AGM. 
(2) The financial report must include– 

(a) a Statement of Receipts and Payments; 
(b) a Bank Reconciliation Statement; 
(c) notes detailing any outstanding receipts or payments; and 
(d) a Balance Sheet and Inventory of Assets held by the brigade. 

(3) The brigade, in conjunction with the local government will appoint an auditor not being a 
brigade member for the ensuing financial year. 

(4) If an auditor resigns during the financial year, the brigade in conjunction with the local 
government must appoint a replacement at its next Ordinary Meeting. 

(5) The Treasurer must present the auditor’s report to the AGM. 
(6) The audited report will be forwarded to the CBFCO for the information of the local 

government. 
 
8.3 Non-profit 
The assets and income of the Brigade shall be applied solely in furtherance of its above mentioned 
objects and no portion shall be distributed directly or indirectly to the members of the Brigade 
except as bona fide compensation for services rendered or expenses incurred on behalf of the 
Brigade. 
 
8.4 Dissolution 
As per Section 2.6 of the Shire’s Bush Fire Brigades Local Law 2012 ‘In accordance with section 41(3) 
of the Act, the local government may cancel the registration of a bush fire brigade if it is of the 
opinion that the bush fire brigade is not complying with the Act, this local law, the Bush Fire 
Operating Procedures or the Rules, or is not achieving the objectives for which it was established.’ 
 
In the event of the Brigade being dissolved, the amount that remains after such dissolution and the 
satisfaction of all debts and liabilities shall be transferred to any or all of the other Chittering 
Volunteer Bushfire Brigades as they have similar purposes and to ensure funds will not be not used 
for the profit or gain of individual members. 
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Schedule 1 
Application Pack 
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