
  

Notice of Committee Meeting 
  

The next Bush Fire Advisory Committee meeting of the Shire of Capel will be held on Wednesday 17 
September 2025 in the Council Chambers, Forrest Road, Capel commencing at 7:30 pm. 
 
  

                                                                                                                              
 
                                                                                                                              Gary Clark 
                                                                                                                              Acting Chief Executive Officer 
                                                                                                                           10 September 2025 
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Acknowledgement of Country 
 
We wish to acknowledge the traditional custodians of the land we are meeting on, the 
Wadandi people. We wish to acknowledge and respect their continuing connection to the 
land, waters and community.  
 
We pay our respects to all members of the Aboriginal communities and their culture; and 
to Elders past and present, their descendants who are with us today, and those who will 
follow in their footsteps.  
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1. Declaration of Opening/Announcement of Visitors 
 
Acknowledgement of Country 
  
‘We wish to acknowledge the traditional custodians of the land we are meeting on, the Wadandi 
people. We wish to acknowledge and respect their continuing connection to the land, waters and 
community. We pay our respects to all members of the Aboriginal communities and their culture; and 
to Elders past and present, their descendants who are with us today, and those who will follow in 
their footsteps.’ 
 
 
2. Record of Attendance/Apologies/Leave of Absence (Previously Approved) 
 
 
3. Declarations of Interest 
 
 
4. Confirmation of Minutes 
4.1. Bush Fire Advisory Committee Meeting - 9 April 2025 

 
Voting Requirements 
 
Simple Majority  
  

Officer’s Recommendation – 4.1. 

 
That the Minutes of the Bush Fire Advisory Committee Meeting - 9 April 2025 be confirmed as a 
true and correct record. 
 
4.2. Special Bush Fire Advisory Committee Meeting - 6 May 2025 

 

 
Voting Requirements 
 
Simple Majority  
  

Officer’s Recommendation – 4.2. 

 
That the Minutes of the Special Bush Fire Advisory Committee Meeting - 6 May 2025 be 
confirmed as a true and correct record. 
 
 
5. Presentations 
 
 
  

4.1. Bush Fire Advisory Committee Meeting - 9 April 2025 

4.2. Special Bush Fire Advisory Committee Meeting - 6 May 2025 
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6. Reports 
6.1. Brigade Operating Procedures 

 
Author Emergency Services Coordinator, Andriena Ciric 

Authorising Officer Director Infrastructure and Development, Matt Young 

Nature of the Decision Legislative 

Attachments 1. Brigade Operating Procedures- V 1 [6.1.1 - 51 pages] 

Confidential Status This item is not a confidential matter. 
 
 
Proposal 
 
The Committee considers the Shire of Capel Brigade Operating Procedures (draft) as guidance to 
Bushfire Brigades and their membership in the administrative processes for brigades, in advance 
of the 2025/2026 bushfire season. 
 
 
Officer’s Recommendation 
 
That the Shire of Capel Bush Fire Brigades utilise the draft Brigade Operating Procedures as the 
basis for Operating Procedures during the 2025/26 fire season with the intent to provide any 
comments or changes required prior to the first BFAC meeting in 2026. 
 
 
Background 
 
The Shire of Capel Bushfire Brigade Local Law 2016 refers to Brigade Operating Procedures although 
the Shire does not have any specific to our brigades.  The Operating Procedures cover administrative 
aspects of the Brigade that often DFES Standard Operating Procedures do not cover or do not reflect 
the Local Government processes. 
 
In June 2022, the Shire of Capel had no formal documentation governing the administrative 
processes for brigades.  The BFAC endorsed the Bush Fire Brigade Guidelines (the Guidelines) as an 
initial approach to providing formal administrative processes and guidance to brigades and their 
members.   
 
The Guidelines had a minor review in 2025 and continued to be endorsed by the BFAC.  Although 
this document has been useful it has been considered that a more comprehensive document is 
required.  The Emergency Services Coordinator has reviewed several other Local Government 
Brigade Operating Procedures where they exist and prepared the attached document considering 
our localised approach to bushfire management.  The proposed draft procedures provide a 
comprehensive and contemporary document to assist matters pertaining to the function of a 
brigade and its members. 
 
 
  

6.1. Brigade Operating Procedures 
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Decision Framework 
 
Shire of Capel Strategic Community Plan 2021-2031 
 
Direction 1 - Strengthen and enhance the well-being of our community 
1.4 A safe and prepared community 
 
Direction 4 - Deliver good leadership, governance and decision-making 
4.1 Effective and compliant governance 
 
Corporate Business Plan 2024-2028 
 
EMS 17 - EMS: Administration and Bush Fire Brigade Response - Establish, maintain and equip 
bush fire brigades (and their volunteers) and undertake response to fires outside the gazetted fire 
district in accordance with s42 Bush Fire Brigades Act 1954 
 
 
Statutory Framework 
 
Local Framework 

Bushfire Brigade Local Law 2016 
 
State Framework 

There are no state frameworks relevant to this item. 

Federal Framework 

There are no federal frameworks relevant to this item. 

 
 
Policy Framework 
 
The following Shire Policies apply: 
 

• Bush Fire Brigade Funding  
• Bush Fire Mitigation Notice Variations 
• Fire Control Officer (FC) appointments  
• Hazard reduction burning by brigades 
• Hazard reduction burning on Council reserves 
• Incident expenses 
• Payment to the Chief and Deputy Chief Fire Control Officer 
• Standard operating procedures 
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Implications 
 
Risk Implications 
 

Risk Likelihood Consequence Mitigation 

Risk 1 
Service Delivery 
 
Rating: Medium 

Possible 
 
Moderate 
 

Clear and concise information in a single 
document  

Risk Description: That brigade members do not understand the various administrative processes  

Opportunity: The benefit of an approved Brigade Operating Procedures document provides clear 
guidance to brigade members and ease of access to information from a variety of sources. 
 
 
Financial Implications 
 
Budget 
 
There are no financial implications relevant to this proposal. 
 
Long Term 
 
As no assets/infrastructure are being created, there are no long-term financial implications 
relevant to this proposal. 
 
Sustainability Implications 
 
Climate Change and Environmental  
 
There are no relevant climate change and environmental implications relevant to this item. 
 
Social  
 
The Brigade Operating Procedures will support social cohesion in the brigades by providing clear 
information on matters pertaining to the functioning of brigades and their membership. 
 
Economic 
 
There are no relevant economic implications relevant to this item. 
 
Asset 
 
There are no relevant asset implications relevant to this item. 
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Consultation/Engagement 
 
External Consultation 

N/a  
 
Internal Consultation 

Acting Chief Executive Officer 
Chief Bush Fire Control Officer  
 
 
Officer Comment 
 
The draft Brigade Operating Procedures have been developed to be consistent with the Guidelines 
previously endorsed by the BFAC, consideration to the general Standard Operating Procedures 
(SOPs) and Standard Administrative Procedures (SAPs) of DFES as well as providing procedures 
and information on many other matters that were not covered in the guidelines or DFES SOPs or 
SAPs. 
 
It is intended that the Shire of Capel Brigade Operating Procedures for will continue to support a 
consistent approach to Bush Fire Brigade matters formalising many of the functions that we already 
have in place but don't have documentation that supports the functions. 
 
By providing this document in draft over the summer period it provides brigades leaders and 
members to consider their application and provide comments based on their application within our 
local context prior to the document being endorsed by the BFAC. 
 
When the Shire of Capel Brigade Operating Procedures are endorsed by the BFAC at the next meeting 
a policy item will be prepared to include the Capel Standard Operating Procedures for Bush Fire 
Brigades within the Shire’s policy framework. 
 
 
Voting Requirements 
 
Simple Majority  
  

Officer’s Recommendation – 6.1. 

 
 
That the Shire of Capel Bush Fire Brigades utilise the draft Brigade Operating Procedures as the 
basis for Operating Procedures during the 2025/26 fire season with the intent to provide any 
comments or changes required prior to the first BFAC meeting in 2026. 
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Purpose 

The Shire of Capel Bush Fire Service – Brigade Operating Procedures is established under the Shire of Capel Bush Fire 

Brigades Local Law 2016 and outlines the working structure of the Bush Fire brigades. The Shire of Capel Bush Fire 

Service – Brigade Operating Procedures is to be referred to by the Shire of Capel Council, Shire of Capel Staff, the Bush 

Fire Advisory Committee, and the Bush Fire Brigade Members. 

The processes outlined within this document provide the administrative, maintenance and operational procedures for 

the five Bush Fire Brigades within the Shire of Capel. Where this document contradicts the Bush Fires Act, the Bush Fires 

Act will take precedence. As per the Local Law, a Bush Fire Brigade and each member is to comply with the Bush Fire 

Brigade Operating Procedures, policies and any other provisions of the Local Law. Where a member is found not to be 

complying with the Shire of Capel Bush Fire Service – Brigade Operating Procedures, they will be subject to disciplinary 

action as outlined within this document.  

Revision and Modifications 

In line with the Capel Bush Fire Brigade Local Law 2016, the Chief Executive Officer is to establish and implement Bush 

Fire Brigade Operating Procedures, therefore the Shire of Capel (the Shire) may amend these procedures in consultation 

with the Chief Executive Officer and the Emergency Services Coordinator (ESC). This document will be formally reviewed 

yearly. 

It will be the responsibility of the ESC/CBFCO to communicate changes to the Brigades Captains and the Brigade 

Captains to communicate the changes to every brigade member. 

Related Documents and Legislation 

• Capel Bush Fire Brigade Local Law 2016 

• Bush Fires Act 1954 

• Bush Fire Regulations 1954 

• Fire Brigades Act 1942 

• Emergency Management Act 2005 

• Local Government Act 1995 

• Work Health and Safety Act 2020 

• Work Health and Safety Regulations 2022 

• Equal Opportunities Act 1984 

Shire of Capel Bush Fire Brigades are required to abide by Western Australian Government Acts, Regulations and Shire 

of Capel Local Laws that govern all aspect operations of brigades and members. 
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Glossary of Terms 

In this document, unless the context otherwise requires, where a term is used in these guidelines and is defined in the 

Local Law, the Act of the Regulations, the term is to be taken to have the meaning assigned to in the Local Law, the Act 

of the Regulations, as the case may be. 

Absolute majority means a majority of more than 75% of the number of; 

Brigade members of the Bush Fire Brigade present at the meeting, if most of the members is required at a meeting of 

the Bush Fire Brigade. 

Brigade Officers of the Bush Fire Brigade are present at the meeting, if the majority is required at a meeting of the 

officers. 

Act means the Bush Fires Act 1954 

Brigade Area means the area in which the brigade is primarily responsible for carrying out normal brigade activities 

Brigade Member means a firefighting member, auxiliary member, or cadet of a Shire of Capel bushfire brigade  

Brigade Administration Officer means a person holding a position referred to in clause 2.2 (1)(iii) of the Capel Bush Fire 

Brigade Local Law 2016, whether he or she was appointed by the Local Government or elected at an annual general 

meeting of a bush fire brigade or otherwise appointed to the position; 

Brigade Officers Committee is a committee of the bush fire brigade under part 4 of the Shire of Capel local law (being the 

President, Fire Control Officers, Captain, Secretary, Treasurer, Equipment Officer and Lieutenants of the Bush Fire 

Brigade)   

Brigade Operating Procedures means the Bush Fire Brigade Operating Procedures adopted by the Local Government 

as amended from time to time; 

Bush Fire Brigade means a bush fire brigade for the time being registered in a register kept pursuant to Section 41 of 

the Bush Fires Act 1954; 

Bush Fire Control Officer means a person appointed under that office by the Local Government in accordance with 

Section 38 of the Bush Fires Act 1954; 

Cadet means any adolescent member of the Brigade between 11 and 15 years inclusive; 

Chief Executive Officer means the Chief Executive Officer of the Shire of Capel; 

Chief Bush Fire Control Officer means the duly appointed Chief Bush Fire Control Officer of the Shire of Capel. 

Council means the Shire of the Capel Council 

Department means the Department of Fire and Emergency Services, Western Australia; 

Deputy Chief Bush Fire Control Officer/s means the duly appointed Deputy Chief Bush Fire Control Officer/s of the Shire 

of Capel. 

Grievance Policy is a policy and management document administered by the Local Government and applies to all 

Brigade members who have a grievance about unfair treatment, discrimination, harassment, victimization, vilification 

and/or bullying; 

Local Government means the Shire of Capel; 

Local Government Grant Scheme means the arrangements to distribute Emergency Services Levy funds to Local 

Governments via Capital and Operating Grants; 

Local Law means the Capel Bush Fire Brigade Local Law 2016 

Normal Brigade Activities means the activities prescribed in Section 35A of the Bush Fire Act 1954; 

Regulations means Regulations made under Bush Fire Act 1954.  
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Acronyms 

3.4 3,000 litre of water and 4-wheel drive (the type of fire appliance) 

6AR Department of Fire and Emergency Services Communication Centre radio call sign 

AIIMS Australasian Inter-Service Incident Management System 

BFAC Bush Fire Advisory Committee 

BFB Bush Fire Brigade 

BFS Bush Fire Service 

BOP Bushfire Operating Procedures 

CBFCO Chief Bush Fire Control Officer 

CCC Corruption and Crime Commission 

CEO Chief Executive Officer 

ComCen Department of Fire and Emergency Services Communication Centre 

DBCA Department of Biodiversity, Conservation and Attractions 

DCBFCO Deputy Chief Bush Fire Control Officer 

DFES Department of Fire and Emergency Services 

EAP Employee Assistance Program 

ESC Emergency Services Coordinator  

ESL Emergency Services Levy 

FCO Fire Control Officer 

FDR Fire Danger Rating 

FRS Fire and Rescue Service 

HMA Hazard Management Agency 

IC Incident Controller 

IMT Incident Management Team 

ISG Incident Support Group 

LEMA Local Emergency Management Arrangements 

LG Local Government 

LGGS Local Government Grant Scheme 

NUCOM Name, Use, Construction/Components/Operation/Maintenance 

OIC Officer in Charge 

PAFTAC Position/Area/Fuel/Time/Assistance required/Communications 

PCBU Person Conducting a Business or Undertaking (the Shire) 

PPC/E Personal Protective Clothing/Equipment 

SAP Standard Administrative Procedure 

SES State Emergency Service 

SEWS Standard Emergency Warning Signal 

SitRep Situation Report 

SOP Standard Operating Procedure 

TRK Training Resource Kits 

UCL Unallocated Crown Land 

UMR Unmanaged Reserve 

UXO Unexploded Ordnance 

VFR Vehicle Fault Report 
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Bush Fire Brigades 

The Shire of Capel Bush Fire Service consists of five Bush Fire Brigades 

• Elgin Bush Fire Brigade 

• Boyanup Bush Fire Brigade 

• Stirling Bush Fire Brigade 

• Gelorup Bush Fire Brigade 

• Capel Bush Fire Brigade 

Code of Conduct 

The Shire of Capel’s Volunteer Code of Conduct (Code of Conduct 2025) applies to all brigade officers and members. 

The Code of Conduct does not replace the general law, Bush Fires Act 1954 or the Shire of Capel Bush Fire Brigades Local 

Law. All members must also comply with all relevant State and Commonwealth laws and subsidiary policies and 

procedures, including: 

• the Bush Fire Brigade values. 

• any other Shire laws, policies, procedures and guidelines relevant to their role. 

If a conflict arises between the Code of Conduct and the provisions of any Act, Regulation or the Local Law the latter 

provisions prevail. 

The Code of Conduct applies whenever a member is: 

• Undertaking normal brigade activities as defined in the Bushfires Act 1954 

• Acting in the capacity of a member. 

• Attending or participating in any brigade activity, including but not limited to attending incidents, 

training, or other community relations events. 

• On Brigade/Shire premises. 

• Wearing brigade uniform, whether on duty or otherwise. 

• Attending any brigade or Shire sponsored event including social events or 

• holding him or herself out as a member. 

All members must also comply with any lawful and reasonable direction or instruction given to by another Brigade 

member empowered to make such a direction or instruction under legislation, regulation, delegation or authorisation. 

All elected brigade officers must: 

• Lead and promote implementation of the Code of Conduct in their brigade. 

• Ensure their brigade culture, practices and systems (including recruitment and promotion) operate 

consistently with the Code of Conduct. 

Code of Conduct Breaches 

Behaviour contrary to the Code of Conduct can bring individual members into disrepute, undermine productive working 

relationships, hinder service delivery and damage the community/public’s trust in the individual brigade, Bush Fire 

Brigades as a whole, Shire or the government sector more broadly. 

A failure to comply with the Code of Conduct may constitute a breach of discipline in the case of a volunteer. There may 

also be a requirement by law to report some breaches of the Code of Conduct to one or more of the following external 

agencies and such conduct may constitute a criminal offence: 
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• WA Police 

• Western Australian Public Sector Commission 

• WA Corruption and Crime Commission 

Brigade members are classified as ‘public officers’ for the purpose of the Corruption, Crime and Misconduct Act 2003. 

There are a range of consequences for breaching the Bush Fire Brigade values and the Code of Conduct depending on 

the nature and seriousness of the breach and the status of members involved. Breaches of the code of conduct will be 

investigated and managed in line with the Brigade Operating Procedure and Local Law. 

Potential outcomes where a finding of breach of discipline/misconduct has occurred may include reprimand, 

suspension, demotion, disqualifying the respondent from holding rank, imposition of conditions on membership, 

prohibition of future membership (including life membership) or removal from membership. 

1.0 Chain of Command 

All brigade members must be aware of and follow the chain of command. Within the Shire there is an Operational and 

Non-operational chain of command. 

The non-operational chain of command is for the day-to-day workings of the brigade, such as training and brigade 

management. The operational chain of command is for all incident response within the Shire, the operational chain of 

command must be always followed during incident response. 

 

CHAIN OF COMMAND 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Chief Executive 
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Director 
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BRIGADE LEVEL CHAIN OF COMMAND 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.0 Brigade Membership 

2.1 Membership Application 

A prospective member may attend the station on either a training night or by appointment with the captain 

or their delegate. The prospective member may be given a tour of the station 

Applications for operational and non-operational membership of a brigade shall be on the Application to join 

a Bush Fire Brigade and WA Police Clearance form located on the internet. The form must be completed for 

all prospective members wishing to join a Volunteer Bush Fire Brigade within the shire, including cadet 

members, prior to commencing. 

Applications for membership will be reviewed by the brigade captain against the following criteria. 

• Brigade requirements 

• Location of residence of prospective member 

• Commitment expectations 

• Previous membership 

• Satisfactory police clearance 

• Fit to work medical questionnaire 

The brigade captain and the CBFCO hold the right to refuse membership based on the above criteria. 

Applications to be submitted to Shire of Capel for processing by the Emergency Services Team. Confirmed 

Members will be issued a Volunteer ID number by DFES. 

All members must ensure that personal and private information that is collected from other members or the 

public is treated in a confidential manner. 

Bush Fire 
Brigade 
Captain

1st 
Lieutenant

2nd 
Lieutenant

3rd 
Lieutenant

Fire Fighters

Secretary Treasurer
Training 
Officer

Equipment 
Officer
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2.2 National Police Clearance 

All new members are required to provide a National Police Clearance application form at the time of applying 

for membership, a membership application will not be processed without a NPC. This form will be processed 

by the Shire of Capel. 

Where a prospective member refuses to provide a criminal history check their membership application will 

be denied. Charges on a criminal history check will not preclude a prospective member from joining, Any 

adverse findings will be reviewed by the CBFCO and the Shire.  

2.3 Medical Assessment 

All new applicants are required to complete a medical questionnaire, where the new applicant answers yes 

to any of the medical questions, further information is to be provided. The Emergency Services Department 

and the CBFCO will review the medical questionnaire, where an applicant has identified an underlying health 

condition the applicant will be sent for a medical to ensure they can safely fulfill the role of a volunteer fire 

fighter. The Shire will advise the applicant if their membership application is approved or denied. The Shire 

will cover all costs associated with the medical if required as part of the application process. 

2.4 Dual Membership 

Membership of more than one brigade within the shire and one external brigade such as another local 

government Bush Fire Brigade or any DFES brigade, requires the approval the Brigade Captain and the 

CBFCO. 

Should the dual membership bring the brigade into disrepute the brigade Captain and CBFCO hold the right to 

terminate dual membership. 

2.5 Leave of Absence 

A member can apply in writing to the brigade Captain for a Leave of Absence. This request can be for no 

longer than a period of three months, request for leave of absence greater than 3 months are to be made in 

writing to the CBFCO, these will be reviewed on a case-by-case basis. Where a member is on a leave of 

absence, and they have not contacted the brigade at the end of their leave of absence period, the CBFCO 

can terminate the member and the member will be required to reapply to join the BFB. 

2.6 Life Membership 

A Life Member is a member formally recognised by the brigade who has made a significant contribution well 

beyond the expected duties to the brigade. 

Nominations for life membership is to be submitted to the brigade secretary in writing, this may be from the 

individual themselves or from another member of the brigade. The nomination is to include a justification 

from the nomination such a length of service or significant contribution such as outstanding actions at a 

significant incident. 

The secretary will compile details of the members service records and arrange an officers meeting to 

consider the nomination. The meeting shall consist of the brigades Captain, 

Secretary, FCO and Lieutenants, the officers are to consider the nomination and vote on the life membership 

nomination, 50% of the officers must vote yes for the nomination to be successful and be taken to the 

brigade, if less than 50% of the officer’s vote yes, the nomination is not successful, and no further action is 

required. 

Successful nominations are to be taken to the brigade and voted on by secret ballot by all reasonably 

available active voting members, excluding the nominee. A minimum of 75% yes vote is required by the voting 

members. 
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Where the nominee is one of the brigades’ active officer group, the officers meeting is to be conducted in 

their absence and to be chaired by the most senior member and the senior member is to appoint an 

equivalent number of active life members to restore the number of delegates to the status quo. 

Each brigade is to maintain a life member register; this may be in the form of a life membership board. 

2.7 Resignation of Membership 

Where a member resigns from a brigade, this is to be provided to the brigade captain in writing, this can be 

in the form of text message, email or on an update of membership form. Whilst an update of membership 

form is the preference, any method will be accepted. All uniforms and Shire issued PPC/E are to be returned 

to the brigade. 

2.8 Update of Member Information 

Where a members personal information changes, the member is to notify the Shire of the changes, who will 

update DFES of the changes. Changes include: 

• Change of legal name (change of name documentation required) 

• Change of address 

• Change of next of kin details 

• Contact details such as phone number or email address 

• Change of membership type or resignation 

3.0 Roles and Responsibilities 

Where under the Act and Bush Fire Operating Procedures members of the bush fire brigade have command of 

a fire, unless a bush fire control officer attends the fire, the Captain has full control over other persons fighting 

the fire and is to issue instructions as to the methods to be adopted by the firefighters. In the absence of the 

Captain, the first Lieutenant, and in the absence of the first, the second Lieutenant and so on, in the order of 

seniority determined, is to exercise all the powers and duties of the Captain.   

Where a bush fire control officer attends a fire which the members of the bush fire brigade have command of 

under the Act and the Bush Fire Operating Procedures, the most senior bushfire control officer has full control 

over other persons fighting the fire and is to issue instructions as to the methods to be adopted by the fire 

fighters. 

3.1 Chief Bush Fire Control Officer 

The Chief Bush Fire Control Officer is that of a leader, decision maker, planner, and manager of the Bush Fire 

Brigades. The CBFCO is to ensure that the organisation is functioning to a standard commensurate to the risks 

within the Shire of Capel.   

Subject to any directions by the local government the Chief Bush Fire Control Officer has primary managerial 

responsibility for the organisation and maintenance of bush fire brigades. 

The Chief Bush Fire Control Officer or her or his nominee (who is to be a bush fire control officer) may attend 

as a non-voting representative of the local government at any meeting of a bush fire brigade. 

The Chief Bush Fire Control Officer must:   

• Demonstrate positive leadership to Bush Fire Brigades   

• Monitor Bush Fire Brigade resourcing, equipment and training levels and report with recommendations 

at least once a year to the Shire of Capel   
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• Liaise with the Shire concerning fire prevention/suppression matters generally and directions to be 

issued by the Shire to bush fire control officers (including those who issue permits to burn) bush fire 

brigades or brigade officers 

• Ensure that bush fire brigades are registered with the local government and that lists of brigade 

members are maintained 

• Provide representation on the Bush Fire Advisory Committee (BFAC), Regional Operations Advisory 

Committee (ROAC) and Local Emergency Management Committee (LEMC)   

• During wildfire incidents, manage the fire resources of the Shire and Brigades and where necessary 

fulfil role as incident controller  

• Promote the use of AIIMS structure during response to FCO’s, Brigades and volunteer firefighters   

• Ensure consultation and operational/seasonal debriefs occur and that the information from this 

consultation is appropriately circulated   

• Promote the values of the Bush Fire Brigades in the Capel community and within Brigades   

• Determine when HVMB should be implemented in conjunction with other officers and the Shire of Capel   

• Be appointed as an FCO.   

3.2 Deputy Chief Bush Fire Control Officer 

The role of Deputy Chief Bush Fire Control Officer is that of a leader, decision maker and planner that assists 

the CBFCO in managing the Bush Fire Brigades.    

This position reports to the Chief Bush Fire Control Officer on all matters pertinent to bush fire management.   

The Deputy Chief Bush Fire Control Officer must:   

• Deputise for the CBFCO in his/her absence   

• Take control of firefighting operations at a wildfire where more than one FCO is present   

• Provide representation on the Bush Fire Advisory Committee (BFAC), Local Emergency Management 

Committee (LEMC) and Regional Operations Advisory Committee (ROAC) – in the absence of the 

CBFCO   

• Demonstrate positive leadership   

• Provide advice to the CBFCO and the Shire of Capel when HVMB should be implemented   

• Be appointed as an FCO.   

3.3 Captain 

The Captain of the Bush Fire Brigade is responsible for the leadership and management of the Brigade. The 

position reports to the CBFCO on Brigade related matters.   

As a role model and mentor for members of the brigade the Captain should always act with integrity and 

consider members equally. All decisions made should be in the interest of the brigade and its membership.   

A Captain must: 

• Represent the Brigade to the Shire and the Community   

• Preside over brigade meetings   

• Demonstrate positive leadership and mentor Lieutenants and Brigade members   

• Command, control and confidently manage firefighting activities   

• Maintain a personal fire diary with a record of fire incidents as well as events and decisions made at 

incidents   

• Conduct brigade briefings and lead post incident debrief with brigade members   

• Ensure brigade members deployed for operational duty have the skills to complete the task and 

qualifications to carry out the functions required   

• Ensure the conduct of Brigade members is in accordance with these guidelines and Bush Fire Brigade 

Local Law   

• Report any injuries or damage to property that occur as soon as possible to the Shire of Capel.   
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3.4 Fire Control Officer 

A Fire Control Officer is a delegated representative of the Shire of Capel for the administration of the 

provisions of the Bush Fires Act 1954. The position is required to perform active operational duties both in 

firefighting and fire prevention strategies in the local community.   

A Fire Control Officer must be able to demonstrate experience in wildfire behaviour, AIIMS and knowledge 

of the local area. The person must be able to interpret the Bush Fires Act and regulations and be confident 

with communication skills.   

This position reports to the Chief Bush Fire Control Officer on all matters pertinent to bush fire management.   

A Fire Control Officer may jointly hold the position of Brigade Captain.   

A Fire Control Officer must: 

• Authorise permits to burn in accordance with the Bush Fires Act   

• Identify and conduct Risk assessments in the brigade area   

• Maintain a personal fire diary to include a log of events and decisions made   

• Perform duties prescribed by the Bush Fires Act and authorised by The Shire of Capel   

• Demonstrate positive leadership   

• Provide advice to the CBFCO and the Shire of Capel when HVMB should be implemented. 

3.5 Lieutenant/s 

The Lieutenant of the Bush Fire Brigade is responsible for the operational and administrative management 

of volunteer firefighters of the Brigade. The Position reports to the Captain on all matters relevant to the 

functioning of the Brigade and/or the personnel they are supervising.   

The Brigade should appoint a maximum of four lieutenants identified by rank from 1 to 4, with Lieutenant 1 

being the more senior position. In the absence of the Captain, the Lieutenant assumes all responsibilities of 

that position.   

 A Lieutenant must: 

• Provide support to the Captain in the management of the Brigade  

• Demonstrate positive leadership, encourage positive interaction and teamwork between volunteers and 

mentor Brigade members   

• In the absence of the Captain administer all powers and responsibilities of the Bush Fires Act (Part 

IVs44(1))   

• Command and manage bush firefighting volunteers   

• Maintain a personal fire diary with a record of fire incidents as well as events   

• Conduct brigade briefings during and after incidents and maintain open two-way communication 

between volunteers and management   

• Ensure standard operating procedures are adhered to   

• Encourage volunteer members to undertake training activities   

• Ensure brigade members deployed for operational duty have the skills to complete the task and 

qualifications to carry out the functions required   

3.6 Active Member (Operational Firefighter) 

• To follow instructions and work within the chain of command structure 

• To act in a professional manner whilst on brigade duty 

• To regularly attend scheduled brigade activities when you can, including training  

• To wear PPC correctly at any incidents  

• To always do your best and work as a team 

• To maintain a reasonable level of physical fitness  
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• To take responsibility for your own safety and the safety of others while volunteering  

• To notify your Captain and the Shire of Capel of any injuries/medical conditions as soon as practicable  

• To comply with DFES and Shire of Capel policies, guidelines and procedures when performing any 

brigade activity  

• To only perform tasks that you have been trained to do  

• To undertake annual skill competency requirements.  

3.7 Secretary 

The Secretary’s role is to provide administrative support to the Bush Fire Brigade. This position is not 

required to perform active operational duties but may also hold an operational role within the brigade.   

A Secretary must: 

• Circulate Notice of Meetings, attend brigade meetings, record the minutes of Brigade meetings, and 

ensure that these documents are circulated to members and the CBFCO as well as the Shire of Capel   

• Provide names of elected members to the Shire of Capel within 7 days of the AGM   

• Document and record all brigade correspondence   

• Maintain a register of all current members with the type of membership and contact details as well as 

reporting any changes to the CBFCO as well as the Shire of Capel   

• Complete the DFES Incident Report Form and forward to the Shire of Capel within 14 days of attendance 

by the Bush Fire Brigade at an incident   

• Advise the CBFCO any items for the Shire of Capel to consider in the budget for brigades by the 31 

December each year. 

3.8 Treasurer 

The Treasurer’s role is to be the custodian of funds of the Bush Fire Brigade. This role may be combined 

with that of Secretary. This position is not required to perform active operational duties but may also hold 

an operational role within the brigade.   

 A Treasurer must: 

• Deposit money to the brigade’s account   

• Pay accounts as authorised by the Brigade Committee   

• Keep a record of all money paid and received   

• Maintain the Brigades balance sheet   

• Report on the financial position of the Brigade at meetings and to the Brigade Committee  

• Receive donations and deposits from the Secretary, and deposit all monies to the credit of the bush fire 

brigade's bank account 

• Report on the financial position at meetings of the bush fire brigade or Committee. 

 3.9 Equipment Officer 

The Equipment Officer is responsible for the custody and maintenance of Personal Protective Clothing and 

Equipment (PPC/E) equipment, and appliances for the brigade. This position is not required to perform 

active operational duties but may also hold an operational role within the brigade.  If an Equipment Officer 

is not formally elected, the duties of this position are the responsibility of the 1st Lieutenant.  

An Equipment Officer must: 

• Report to the Shire of Capel any new or replacement PPC and/or equipment required   

• Report any damage to appliances or facilities to the Shire of Capel   

• Maintain and store equipment at the station or other place as approved by the Captain   

• Test Automatic Vehicle Locators (AVL) on all appliances monthly  

• Conduct safety inspections of station facility and appliances   
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• Ensure equipment is appropriately stowed   

The Equipment Officer is to provide, no later than 30 June of each year, a report to the Shire and bush fire 

brigade Captain describing the nature, quantity and quality of all protective clothing, equipment and 

appliances of the bush fire brigade which are generally available within the bush fire brigade area (or at a 

station of the bush fire brigade). 

3.10 Brigade Training Officer 

The Training Officer is responsible for the coordination of training activities. This position is not required 

to perform active operational duties but may also hold an operational role within the brigade. If a Training 

Officer is not formally elected, the duties of this position are the responsibility of the brigade Captain.   

A Training Officer must:   

• Document and record all brigade training activities   

• Assist the Shire of Capel in the administration of DFES Pathways Training   

• Ensure that training is available to any interested member on an equal opportunity basis   

• Develop brigade training plans as appropriate  

• Conduct brigade level training activities   

3.11 Auxiliary / Support Member 

A Bush Fire Brigade auxiliary member provides vital, often non-operational support to the brigade, such as 

driving equipment, assisting with pump support, performing maintenance, or helping with administrative 

and fundraising tasks. This role allows individuals to contribute to fire and emergency services without 

needing to engage in front-line firefighting, making it accessible to people of various skill sets and 

interests including: 

• Transport 

• Maintenance and administration 

• Fundraising and social or community engagement support  

• Incident support  

4.0  Personal Protective Clothing and Equipment (PPC/E) 

4.1 Minimum Standards 

The Shire will provide all protective clothing required for operational members. It is the responsibility of 

each member to ensure the correct storage and upkeep of their PPE in line with this document. The Shire 

of Capel Bush Fire Service has adopted the minimum PPC/E standards from DFES SOP 3.2.1 Personal 

Protective Equipment (PPC/E) for Bushfire. All uniform and PPC/E items remain the property of the Shire 

and must be immediately returned to the Shire if the member is directed to do so by their next in charge or 

when they cease to be a member of the brigade. 

PPE is to be always worn when attending incidents, hazard reduction burns or participating in training. 

PPC/E is not permitted to be worn when members are not undertaking official brigade activities. 

Minimum PPE for active members 

• Level 1 Tunic (Gold) 

• Level 1 trousers (Gold) 

• Level 1 BR9 Helmet with visor and helmet torch 

• Level 1 Wildland Firefighting boots  

• Level 1 Fire Fighting gloves 
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• Cotton T-shirt 

• Full face respirator with P2 filter 

It is recommended that members wear 100% cotton undergarments and remove jewellery when attending 

incidents and hazard reduction burns. 

Members who attend a high volume of incidents can request a second set of trousers, tunic and t-shirt. 

Requests must be made to the Captain and approved by the CBFCO.  

Storage and Maintenance 

All PPC/E must be stored at the relevant brigade station when not being used for brigade activities. 

Members may only remove PPC/E from the station at the Captains’ discretion. It is the responsibility of 

each member to ensure their PPC/E is in a clean, unfaded and serviceable condition and maintained 

appropriately. 

4.2 Laundering 

It is the responsibility of each member to ensure their PPC/E is in a serviceable condition and is laundered 

correctly. 

PPC/E should be laundered after ever wear and returned to station, a washing machine where available to 

members on station should be used. All PPC/E must be maintained and cared for in accordance with 

manufactures specifications.  

4.3 Contaminated PPC/E 

Where PPC/E is contaminated by asbestos or other hazardous materials (i.e any hazardous contaminates 

other that bush fire smoke), the PPE is to be bagged and labelled with contaminated labels and through 

the Shires Emergency Services team dry cleaning is to be arranged and the fire fighter to be provided with 

a temporary set of PPC/E. 

4.4 Ordering and Replacing PPC/E 

All initial and replacement PPE is to be requested by completing the Volunteer Fire Fighter Bush Fire 

Brigade Member Uniform Order form.  Once submitted the PPC/E order will be fulfilled by the Shire 

Emergency Services team. All members will receive one of each of the minimum PPC/E requirements for 

an active member.  

PPC/E will be replaced based on the following: 

• Fair wear and tear 

• Damaged PPC/E 

• Contaminated PPC/E which cannot be dry cleaned 

Items which are being replaced must be returned to the brigade equipment officer. Where a member has 

resigned, and the PPC/E is still serviceable this is to be kept on station to provide to members whose PPC/E 

is sent off for dry cleaning or for probationary members. All unserviceable items will be destroyed and 

disposed of. 

4.5 Inspections 

PPC/E is to be visually inspected on a regular basis to ensure it is serviceable and to allow for the timely 

ordering of replacement items. PPE is to be inspected as follows: 

After Incidents All members are to inspect PPC/E after every incident  

Annually Brigade Members are to visually inspect all PPC/E on December 1 each year 
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4.6 Personal Presentation 

When a member wears brigade uniform or operate identifiable brigade vehicles or equipment they are 

clearly identified to the community as a member of the brigade. A member’s appearance must be clean, 

neat and tidy; other than when undertaking operational activities on an incident ground. 

A member must only wear brigade uniform and/or PPC/E: 

• When on duty or travelling to or from duty; and/or 

• When attending training,  

When attending official functions, meetings or conferences it is preferred a brigade member should wear 

neat casual attire consistent with the dress code and when community engagement or other functions 

where identification is appropriate that the brigade t-shirt is worn with denim jeans. 

A member must not wear their uniform, or brigade apparel/insignia when visiting a public bar or registered 

club without approval, other than if they are attending the venue for an official function, meeting, 

conference, or a Shire sponsored event. 

Members who are not wearing uniform must still ensure that their personal appearance and presentation 

are clean, tidy and appropriate for their role when on duty. Brigade apparel not purchased by the Shire but 

includes brigade logos or identifies a member to be of a brigade of the shire is a uniform. 

5.0 Bush Fire Advisory Committee 

The Shire has a Bush Fire Advisory Committee (BFAC) managed in accordance with the BFAC Terms of 

Reference. 

6.0 General Administration 

6.1 Meetings & AGM’s 

Meeting Type  Reason  Frequency  Notice  

General Meeting  Each brigade will meet at least 
quarterly, to adopt reports, 
attend to business raised by 
the members and  
provide information updates.  
 

Quarterly  Minimum 7 days prior  

Special Meeting  An ad hoc meeting may be 
called by a brigade 
Captain when and if required  
to attend to a special matter.  

As required  Minimum 7 days prior  

Executive Management 
Committee Meeting  

All Brigade Captains’ will meet 
with the CBCFO and 
DCBCFO’s biannually for the 
overall management of the 
Shire of Capel Fire  
Brigades.  

Biannually  Minimum 7 days prior  

Annual General Meeting  Each brigade will meet 
annually to adopt annual 
reports, hold elections of 
officers, and provide  
information updates.  

Annually (Between March 
and June – preferably 
March)   

28 days prior  

 

Notice of Meetings 
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When members have been provided notice of a meeting, the failure on the part of any member to receive such 

notice will not affect the validity of any meeting or of the decisions made at that meeting. Meeting are to 

be held at the brigades station, at a time as agreed to by the brigade. 

The CBFCO & DCBFCO’s may attend as a non-voting representative of the Local Government at any meeting 

of a Bush Fire Brigade 

Chairperson 

The chair of a meeting is the Brigade Captain or their delegated member (next in chain of command), or 

the members at the meeting may elect a chair. 

Quorum & Voting 

There shall be a quorum of 51% of total members, which must consist of 50% of the brigade officers where 

a motion is to be moved. 

To be eligible to vote you must be: 

• Be an active member of the brigade, who has completed their probationary period 

• Be an auxiliary member who is either a secretary or treasurer 

Voting will be counted by the first past the post voting system and can be by show of hands or, by secret 

ballot as determined by the chairperson. The chairperson may not cast a vote, where the vote is tied and 

each party has had an opportunity to speak to the meeting or withdraw, and a second vote has been held 

and the vote remains tied, then the Chairperson may vote. 

Members who cannot attend a meeting are not able to appoint another person to cast a vote on their behalf. 

Agenda & Minutes 

A copy of the agenda and the meeting minutes for all meetings of a brigade are to be emailed to 

info@capel.wa.gov.au within 10 days of the meeting and distributed to all brigade members. All meeting 

minutes are to be recorded on the shires record management system. 

All meeting agendas for general meeting shall contain the minimum agenda items: 

• Minutes from the previous meeting 

• Brigade activity report  

• Brigades financial report  

• General business raised by the brigade members 

• Actions arising. 

General meeting minutes shall record the following: 

• Date, time and brigade 

• Attendance 

• Apologies 

• Confirmation of previous minutes 

• Motions and outcomes 

• Brigades account statement 

• General Business raised by the brigade members. 

Postponement of Meeting 

A meeting may be postponed by the Captain or their delegate by a notice to all brigade members due to 

one of the following: 

• A major incident which will prevent majority of members attending 

• A public holiday falling on the scheduled date of the meeting, and/or 

• Other exceptional circumstances as approved by the CBFCO. 
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Where a meeting is postponed a notification of an alternative date for the meeting shall be provided within 

7 days. 

6.2 General Meetings 

A Bushfire Brigade must hold an ordinary meeting once a quarter, with agenda set by the brigade secretary in 

consultation with the brigade officers committee, at minimum the agenda will contain the agenda items as 

outlined above. 

Special meetings  

Should any matter arise that requires a Special Meeting of a Bushfire Brigade an application and meeting 

agenda must be submitted to the Brigade Captain or next senior officer. The brigade officers committee hold 

the right to accept or decline the meeting and select the attendance of the required members. 

Special meeting minutes are to be recorded and forwarded to the Shire of Capel by email to 

info@capel.wa.gov.au within 10 days. Where a meeting is of a sensitive nature, the minutes can be forwarded 

direct to the Emergency Services Coordinator to be recorded. 

Executive Management committee meeting 

The Brigade executive management committee will consist of the CBFCO, DCBFCO’s, Brigade Captain and a 

secretary appointed by the CBFCO. The Executive Management Committee will meet at a minimum of 4 times 

per year for the overall management of the Shire of Capel Fire Brigades. The 1st Lieutenant will attend in the 

captain’s absence, the Captain in consultation with the CBFCO may invite the 1st Lieutenant for succession 

planning. The CBFCO or their delegate will chair the meeting. 

6.3 Annual General Meeting & Elections 

A bushfire brigade must hold an Annual General Meeting between March and June each year, although it is 

preferable to hold the meeting in March so matters can be referred to the April Bush Fire Advisory Committee 

meeting such as appointments. This meeting shall hold the election of the brigade officers committee 

consisting of the following positions: 

• Captain  

• Fire Control Officer  

• Lieutenant(s) 

• Equipment Officer 

• Secretary 

• Treasurer 

• BFAC representative and proxy. 

The purpose of this capability analysis is to provide guidance on any gaps in training/skills/knowledge that 

will need to be addressed if a candidate is elected to an officer position. 

A further meeting with those elected as operational officers within the brigade may be required, at the 

Captain/CBFCO’s discretion after the AGM to re-affirm the individual and collective training needs of each 

officer. 

The AGM may be postponed by the Captain or their delegate by a notice to CFBCO and all brigade members 

due to the following: 

• A major operational incident preventing members from attending 

• The lack of a quorum 

• Other exceptional circumstances as approved by Chief Bush Fire Control Officer 

• A meeting may not be postponed later than the 30 June.  

The person who is chairing the Annual General Meeting: 
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• May not vote on any motion 

• May not vote if the vote is tied 

• May be the returning officer. 

Note: Fire Control Officer is an appointment by the CEO of the Shire, appointments are recommended to the 

BFAC but at the discretion of the CEO, nomination by the brigade does not automatically mean the individual 

will be appointed, FCOs must meet the minimum training requirements to be nominated. 

Notice of AGM & nominations 

The Secretary will cause notice of the AGM one month prior to the AGM. The notice of meeting shall include: 

• Meeting details 

• Call for business items 

• Call for nominations 

• List of members eligible to vote. 

The agenda shall include: 

• Minutes from previous AGM 

• Brigades annual activity report 

• Brigades accounts 

• Nominations for vacant positions 

• Business items raised by members. 

Nominations will open one month prior to the Annual General Meeting (AGM). 

Where only one nomination is received for a position, the sole nominee shall be the successful candidate (if 

approved). 

Where there is more than one nominee for a position, a vote shall be as per below: 

• If no authorised nomination is received for a position, it will remain vacant until such time a nomination 

is received and then a Special Meeting shall be called to hold the election of that position 

• Any nomination is seconded by at least one member 

• Any nomination is accepted by the nominee. 

6.4 Appointment of Fire Control Officers  

In accordance with the Bush Fires Act 1954, appointments must be:  

• Authorised by the CEO  

• Published in a newspaper circulating within the district (The South West Times) 

• Published in the Government Gazette.  

Each appointee will be issued an identification card confirming their appointment and relevant authorisations.  

Vacancies to be filled as soon as possible after a position becomes available.  

Chief Bush Fire Control Officer  

The CBFCO is appointed by Shire of Capel  

Deputy Chief Bush Fire Control Officer  

The DCBFCOs are appointed by the CEO on the recommendation from the CBFCO/BFAC.  

Fire Control Officers  

Fire Control Officers are nominated by the brigade with a recommendation to the BFAC and appointed by the 

CEO. 
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6.5 Finance 

Donations register  

To provide transparency and accountability, Bush Fire Brigades are required to maintain a register of all 

donations of a value greater than $50. This register shall be maintained by the brigade and provided to the 

Shire of Capel on request.  

Individual brigade members should not accept donations that cannot be shared with other brigade members.  

Treasurers reporting  

At each general meeting of the brigade, the treasurer shall present a statement of the following items:  

• Income (financial year to date) 

• Expenses (financial year to date) 

• Current net financial position of brigade (i.e funds in any brigade accounts, petty cash and other 

financial assets).  

The Brigade Treasurer is required to maintain accurate financial records.  

The financial statements must form part of the minutes of each general meeting. At the end of each financial 

year, a financial report must be forwarded to the Shire’s Emergency Services Coordinator along with the 

minutes of the Annual General Meeting.  

Local Government Grants Scheme  

Brigades must seek approval before purchasing items they wish to seek reimbursement for under LGGS.  

For all LGGS reimbursement claims, the following requirements apply:  

• The brigade must seek approval from the Coordinator Emergency Services prior to purchasing  

• LGGS reimbursement claims, along with copies of supporting receipts and/or invoices must be 

submitted to the Shire’s Emergency Services Team. 

Any purchase must be in accordance with the Shires procurement and purchasing policy.  

Administration Subsidies  

The Shire of Capel, provides an honorarium for incidental telephone and other expenses incurred by the Chief 

and Deputy Chief Bush Fire Control Officers as well as the Brigade Training Coordinator, as per the table below:  

Position Honorarium  

Chief Bush Fire Control Officer  $3300 

Deputy Chief Bush Fire Control Officer  $1100 

Brigade Training Coordinator $600 

 

Administration subsidies are generally paid in August of each financial year.  

Hydrant and static water supply maintenance subsidies  

Fire hydrants and static water supplies outside the gazetted fire district are required to be inspected every 18 

months, in accordance with the Water Services Act 2012 (WA). Most of the Shire currently falls outside the 

gazetted fire district.  

Water Corporation have responsibility for maintaining and repairing the hydrant system. Brigades should 

report any faults found to Water Corporation via their website.  

Any repairs / works required to Static Water Supplies should be forwarded to the Shire by email to 

info@capel.wa.gov.au for action.  
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6.6 Reporting and Record Keeping  

Brigade Activity Log 

Brigade members are to sign in and out of the station using the brigade activity log. Attendance types should 

be captured, such as training, community engagement, incident response, maintenance, busy bee and 

administration.  

Incident reporting  

Incident reporting is a requirement under the Bush Fires Act 1954. The data from incident reports is also critical 

for safety recalls on defective products, tracking brigade / appliance / member activity and reporting 

suspicious fires. Incident reports must be captured through the relevant incident reporting forms and entered 

the DFES Incident Reporting System (IRS).  

In addition, all brigades must complete the relevant DFES electronic incident report forms (electronically) for 

the incident. It is the officer in charge’s job to ensure that an incident report form is completed for each 

incident. This form once completed must be sent to info@capel.wa.gov.au 

The following table shows the required reporting form for each incident type:  

Incident Type Reporting Form / Documentation 

All incidents (primary and secondary response)  DFES IRS Attendance form  

Bush Fire Incidents only (primary brigade only)  DFES IRS Bushfire Form  

Structural/car fire incidents (primary brigade only)  DFES IRS Structure or Mobile Property form  

All other incidents including DBA’s (primary brigade 
only)  

DFES other incident form  

   

In addition to the required reporting form, all incident documentation (T-cards, Incident Action Plans, Incident 

Diary Notes, etc.) should be scanned and provided to the Shires Emergency Services Team for record keeping.  

The brigade can enter the incident details into the DFES IRS system. Brigades should have at least one member 

(nominally the secretary or one of the operational officers) qualified to access the DFES IRS system. The 

training for this system is available via eAcademy.  

Ideally, incident reports should be completed (i.e the incident form filled out and the details entered on the IRS 

system) within 30 days of the incident.  

6.7  Stationery and Consumable Ordering 

Stationery and consumables are to be requested via email to info@capel.wa.gov.au and/or the Emergency 

Services Coordinator. All requested items must be necessary to perform the expected duties of a Volunteer 

Bush Fire Brigade Member.  

6.8 Records Management 

Records are defined as “information created, received, and maintained as evidence and information by an 

organisation or person, in pursuance of legal obligation or in the transaction of business.”  

As the Shire’s Bush Fire Brigades are formed under legislation and perform legal duties, there is a requirement 

to maintain records.  

All correspondence, reports, memoranda, email, file notes, plans etc, which meet any of the five criteria 

outlined below must be retained:  

• Does it convey information considered essential or relevant in making a decision?  

• Does it convey information upon which others will be, or are likely to be, making decisions affecting 

their business operations or rights and obligations under legislation?  
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• Does it commit the Shire or its officers to certain causes of action or the commitment of resources or 

provision of services?  

• Does it contain information about matters of public safety or public interest or involve information upon 

which contractual undertakings are entered into?  

• Is the information likely to be needed for future use or considered to be of historical value or interest?  

In summary, ask yourself if it contains information, which is of Administrative, Legal, Financial, Evidential or 

Historical value and is not recorded elsewhere on the public record.  

If your answer is ‘yes’, then it is a significant record that needs to be captured into the record keeping system.  

All records meeting the above criteria must be:  

• Retained in the relevant brigades emails, scanned or retained in hardcopy; and  

• Forwarded to info@capel.wa.gov.au for registration in the Shire’s records management system.  

Any hardcopy information should be retained for a minimum of seven (7) years as a rule. The Shire’s 

Emergency Services Team can provide further information on the retention and disposal of records after this 

timeframe, including secure disposal and archiving options.  

Records will be maintained as per the Shires record keeping policy.  

6.9  Privacy and Personal Information Collection 

Personal information is information or opinion about an individual whose identity is apparent or can 

reasonably be ascertained from the information or opinion. This includes information forming part of a 

database, and whether recorded in a material form.  

Personal information shall only be collected or solicited for a lawful purpose that is directly related to the 

function or activity of the Shire/Bush Fire Brigades and is reasonably necessary for that purpose.  

Personal information shall be collected from the individual to whom it relates unless:  

• That person authorises the collection of the information from someone else; or  

• The information is collected from the parent or guardian of a person under the age of 16 years.  

Where personal information is collected, the person providing the information must be advised of:  

• The purposes for which the information is being collected 

• The intended recipients of the information 

• The consequences (if any) of not providing the information 

• The person's right to access and correct the information 

• Whether the supply of the information is required by law, and the consequences for the individual if the 

information is not provided 

• The name and address of the agency that is collecting the information and the agency that is to hold 

the information.  

If personal information is collected from an individual, then reasonable steps (having regard to the purposes 

for which the information is collected) must be taken to ensure that:  

• The information collected is relevant to that purpose, is not excessive, and is accurate, up to date and 

complete; and  

• The collection of the information does not intrude to an unreasonable extent on the personal affairs of 

the individual to whom the information relates.  

It must be ensured that personal information is held:  

• Is kept for no longer than is necessary for the purposes for which the information may lawfully be used 

• Is disposed of securely and in accordance with any requirements for the retention and disposal of 

personal information 

• Is protected by taking reasonable security safeguards (given the circumstances)  
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• against loss, unauthorised access, use, modification or disclosure and against all other misuse; and  

• That if it is necessary for the information to be given to a person in connection with the provision of a 

service to the Shire/Brigade, that everything reasonably within the power of the Shire/Brigade is done 

to prevent unauthorised use or disclosure of the information. 

 6.10 Disclosure of Personal Information 

Personal information relating to a person:  

• Gender  

• Race (includes colour, ethnicity, national origin)  

• Impairment or disability  

• Age  

• Pregnancy or potential pregnancy  

• Breastfeeding  

• Marital Status  

• Family/Carer Responsibility  

• Family Status  

• Health  

• Political Conviction  

• Religious Conviction  

• Gender History  

• Sexual Orientation  

• Spent Conviction  

• Trade Union membership/activities  

• Association with someone who has one of the above listed attributes. 

shall not be disclosed unless it is necessary to prevent or lessen a serious and imminent threat to the life or 

health of a person or where it is required by law.  

Personal information shall not be disclosed to another person or body unless:  

• The disclosure is directly related to the purpose for which the information was collected and there is 

no reason to believe that the person concerned would object to the disclosure 

• The person from whom the information was collected is reasonably likely to have been aware or to 

have been made aware that information of that kind is usually disclosed to that other party 

• Disclosure is necessary to prevent or lessen a serious and imminent threat to the life or health of a 

person 

• It is required to be disclosed by law and/or for law enforcement purposes.  

Personal information that is required to contact or communicate with a member of a brigade (e.g. telephone 

and address lists) for operational or administrative purposes may be collected and disclosed to:  

• Members of the brigades to which an individual belongs 

• Shire/Bush Fire Brigade Officers 

• Members of the staff of the Department of Fire and Emergency Services 

• Investigating authorities who require access to that information to carry out their functions.  

Other than for exceptional circumstances, the disclosure or a member’s personal details must be requested 

in writing to the Chief Executive Officer and approved or refused by them.  
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7.0 Communications 

7.1 Media, Public Statements and Social Media Usage 

In accordance with the Local Government Act 1995, the Spokesperson for the Council is the Shire President 

and, with the Shire Presidents authorisation, the Chief Executive Officer, either of whom may make a 

statement on behalf of the Council/Shire.  

Brigade members are not permitted to provide any comment or public statement regarding the brigade, its 

officers or members or its activities to the media or public without prior written authorisation from the 

Shire.  

At emergency incidents, the Incident Controller or delegated person are the only people able to make 

comments to the media regarding the incident and any public notifications, alerts and warnings. All Public 

information and warnings are to be in line with DFES SAP 3.02.B.  

Approved Brigade Social Media Pages 

Approved brigade social media accounts must be assigned administrators who are registered brigade 

members only.  

With approval from the Brigade Captain, an administrator can post: 

• The brigade may share any social media posts, posted on the Shire’s Social Media pages or the 

Department of Fire and Emergency Services social media pages or any other associated government 

department social media pages such as Bureau of Meteorology  

• Any community engagement posts developed in line with DFES community engagement materials.  

• Any member spotlight posts which do not breach the below, these posts must also be agreed to by the 

member who is subject to the posts  

• Social Media Posts relating to HVMB’s and where relevant TFB’s as approved by the CBFCO or in their 

absence the Emergency Services Coordinator or in the absence a DCBFCO.  

Brigades are not permitted to post information on social media relating to but not limited to, the following: 

• Any content or photographs which identify people under the age of 18 without written parental consent  

• Any content or photographs of members of the brigade or the public in which at least verbal consent 

has not been obtained  

• Any content or photographs which could reasonably be found to cause distress to members of the 

community or the brigade  

• Any content or photographs that portray content of a confidential, private or sensitive nature such as a 

serious critical injury, fatalities, or incidents that are under investigation  

• Any content or photographs that could be interpreted to be of a commercial or political nature  

• Any content or photographs that could be reasonably be found to be vexatious, offensive, obscene 

threatening, abusive, defamatory, rude, vulgar, obscene, pornographic or culturally insensitive  

• Any content or photographs that divulge confidential or sensitive information, to include photographs 

or details of property or addresses in which the brigades have attended incidents  

• Any content or photographs that could lead to criminal penalty or civil liability  

• Any content or photographs that result in bullying, victimisation or harassment  

• Any content or photographs is misleading or deceptive  

• Any content or photographs that depict the brigades, its members or the Shire in an unprofessional 

light  

• Any content or photographs that could reasonably be found to breach the Bush Fire Brigades Code of 

Conduct or is not consistent with the Bush Fire Brigades or the Shires organisational values  

• Any content or photographs that could bring or does bring the brigade, its members or the Shire into 

disrepute  

• Brigades are not permitted to share their own emergency public information; this may only be shared 

from the Emergency WA Website or the DFES Facebook page.  
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• Information relating directly to a current and ongoing incident 

Photography and Videography  

Brigade members must not record footage of incidents or participate in social media while undertaking 

operational or support activities during an incident. The priority must always be to respond to the incident 

and the safety of those involved. If capturing content will negatively impact this in any way, it is not 

permitted.  

Members are permitted to take photographs and videos providing they adhere to the following: 

• Verbal consent is obtained from brigade members and/or members of the public prior to taking the 

photo/video  

• Written consent is obtained from the Parent/Legal Guardian of all persons under the age of 18  

• All photographs and/or videos containing members of the public must be approved by the Shire prior 

to posting on social media. 

Photographs and Videography is not to be published under the following circumstances, to minimise 

potential risks to reputation, as well as copyright, trademark and privacy breaches, approval must be sought 

from the Shire to post/publish photographs or footage of:  

• Emergency incidents and the personal details of those involved  

• Individuals involved in incidents  

• Property, objects and vehicles  

• Emergency responders  

• Vulnerable people, disabled people and people under 18 years of age  

• Identifiable people unless they have been informed {where possible) their image may appear online  

• Identifiable DFES personnel unless permission is given  

• Objects or property unless permission is granted by the owner to the Shire  

• An incident where the person involved in the incident and/or their relative asks the images not to be 

published  

• Offensive or upsetting images such as graphic road crash or property damage  

• Pole top fires or damage relating to a pole related fire without the express permission of Western 

Power.  

Failure to adhere to the above will result in disciplinary action in line with the Brigade Operating Procedure, 

which could result in termination of membership.  

7.2 Supply and Use of Shire ICT Equipment 

Information Communications and Technology (ICT) solutions, equipment and data are valuable corporate 

assets which must be always safeguarded from malicious attack, unauthorised access, and inappropriate 

use.  

Each brigade will be provided with the following ICT resources:  

• Laptop for each brigade 

• Printer/photocopier for each brigade 

• Secure internet/network connection 

• A generic brigade email address. 

All Shire/Brigade ICT equipment must only be used for brigade activities.  

By using any Shire/Brigade ICT equipment or services, members agree to not:  

• Intentionally create, send or access information that could damage the Shire/Brigade’s reputation, be 

misleading or deceptive, result in victimisation or harassment, lead to criminal penalty, or be reasonably 

found to be offensive, obscene, threatening, abusive of defamatory 

• Operate a business or generate personal income (including through gambling) 
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• Send, receive, print or otherwise disseminate, without appropriate authorisation, proprietary data or 

other confidential information of the Shire/Brigade 

• Gain unauthorised access to, or make unauthorised changes to, programs or data, or otherwise destroy 

the integrity of Shire/Brigade data 

• Import or use executable programs within the Shire/Brigade’s network, or download programs from the 

Internet without the express written permission of the Shire 

• Make copies of any software licensed to the Shire/Brigade, or load any software licensed to the 

Shire/Brigade onto personal computers, laptops, servers or any other device not owned by the 

Shire/Brigade 

• Breach copyright law or any law or regulation relating to intellectual property 

• Violate the privacy of other individuals 

• Use in any other inappropriate manner including, but not limited to, any use of Shire/Brigade equipment 

or services for intentionally transmitting, communicating or accessing pornographic or sexually explicit 

material, images, text or other offensive material, or any material which may discriminate against, 

harass or vilify any other person. 

8.0 Rewards and Recognition 

8.1 DFES Awards 

Bushfire volunteers over the age of 17 are eligible for several awards and medals which are administered 

and approved by DFES, eligibility and nomination criteria can be found on the DFES volunteer portal under 

awards.  

The Shire will apply for awards on members’ behalf for presentation at the annual awards event each year. 

A list of members who are eligible for awards will be forwarded to the Brigade Captain for endorsement 

prior to applications being submitted.  

Bush Fire Brigades are not to submit for awards for any of their members to DFES or any other organisation 

without the written endorsement of the Shire of Capel CEO. 

9.0 Cadets 

Cadet members are Bush Fire Brigade members aged 11-15 years old. The main difference between the 

activities undertaken by a junior/cadet as opposed to an operational or ‘adult’ volunteer is that the 

juniors/cadets are in a training program only and they are not permitted to attend any incidents. Cadets 

may attend prescribed burns with approval of their parent/guardian.  

The objectives of the cadet program is:  

• To encourage young Western Australians to participate in the development of skills and knowledge 

about the role and functions of Western Australia’s emergency services agencies 

• To develop values of duty, loyalty and service to their teams and the community 

• To support and promote public education and awareness of the management of emergencies at state, 

regional and local level 

• To support and strengthen the links between volunteer emergency services and the community 

• To assist communities to deal with natural or other emergencies through appropriate training, 

supervision and control 

• To provide a pathway to future emergency service volunteering and leadership.  

9.1  Safety, Welfare and Wellbeing of Children and Young People 

The Shire and its Bush Fire Brigades have both a legislative and moral obligation to protect children and 

young people.  
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A child is defined as a person under the age of 18 years.  

Protecting children and young people engaged in brigade activities and providing a child-safe and child-

friendly environment is a responsibility that all members share. This is done by creating a trusting 

environment where they are valued, respected and welcomed.  

Members must:  

• Comply with any relevant pre-screening employment / membership checks if they will be involved in 

child related activities (cadets, school visits and other activities involving minors) 

• Ensure that they act professionally and maintain a respectful and professional distance around any 

child or young member or with whom they come into contact during the course of their duties 

• Avoid any behaviour which might be considered by a reasonable person as inappropriate including but 

not limited to:  

o Having a sexual or intimate relationship 

o Using sexual innuendo or inappropriate language 

o Holding conversations where they disclose private information about themselves 

o Giving gifts of a personal nature 

o Taking inappropriate photographs 

o Having contact via social media, text, phone, email, or letters in inappropriate circumstances.  

• Recognise circumstances that may involve inappropriate behaviours towards a child or young person 

discuss their concerns with their next in charge, or with the shire 

• Ensure that any child or young person that approaches them with a concern or complaint about another 

member’s behaviour towards a child or young person is appropriately supported and the matter 

immediately reported to their next in charge, or to the Shire.  

9.2 Working with Children Check 

In accordance with the Working with Children (Criminal Record Checking) Act 2004, all persons whose 

work normally involves, or is likely to involve, contact with a person under the age of 18 years must hold a 

Working with Children Card (WWC). This includes any participation in programs or activities designed and 

operated for the sole purpose of engaging children (for example – junior/cadet program, direct and 

ongoing mentoring of a young person and school aged programs.  

Working with Children cards are valid for three years. This cost will be paid for by the Shire.  

The process below is for obtaining an initial WWC check:  

Renewals of WWC checks must be completed online via the following link:  

https://workingwithchildren.wa.gov.au/applicants-card-holders/online-services/re-applyonline  

In all circumstances the Emergency Services Coordinator must be the signatory to verify the identity of the 

person seeking the WWC check.  
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When a working with Children Card is issued or if any member of a brigade holds a WWCC the member 

must provide the details of the card number and expiry date to the Shire of Capel  

9.3 Establishment of a Cadet Unit 

Due to the nature of youth-based work, there are several approvals and considerations required prior to the 

establishment of a cadet unit. The checklist below details the requirements prior to the establishment of a 

cadet unit: 

Item Y/N Comment 

Program is supported by Shire CBFCO   

Adult members are happy to have juniors/cadets in the Brigade.    

The Brigade has the resources (i.e cadets, cadet leaders, helpers, safe 
environment, etc.) to support cadet program.  

  

The Brigade has approached the Shire to confirm their interest in commencing 
a cadet program.  

  

A cadet program coordinator and assistant coordinator (one male and one 
female) have been identified.  

  

Additional adult helpers have been identified (a mix of males and females are 
required at a ratio of 1 adult per 3 cadets).  

  

A structure for the program has been developed  
(term-based structure with either weekly or fortnightly activities).  

  

Appropriate paperwork templates have been obtained/created:  

• Cadet application to join 

• Medication/health care management plan 

• Personal protective clothing form 

• Attendance forms 

• Risk assessment form 

• Excursion/travel permission form 

• Update of membership form 

• Permission for use of images. 

  

All adult cadet leaders/coordinators either currently have Working With Children 
Checks (WWCC) or are able/willing to obtain prior to the commencement of  
the program.  

  

 

Applicant 
completes an 

application for a 
WWC Check 

signed or 
authorised by 
their employer 

or organisation -
applies to 

employees, 
volunteers and 

students

Applicant to 
lodge 

application at 
an authorised 
Australia Post 
outlet with ID 
and payment.

WWC Screening 
Unit receives 

the application 
and requests 

the Applicants 
National Police 

History.

Applicants 
criminal history 
is received and 

assessed by the 
WWC Screening 

Unit

WWC Issued

Ongoing 
checking by the 
WWC Screening 

Unit

Negative Notice 
Issued

Compliance 
monitoring by 

the WWC 
Screening Unit
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Once the above requirements have been completed, the Brigade is to contact the Shire for a meeting to 

discuss the program overall and ensure the required documentation has been completed. Once the Shire 

has authorised the creation of a cadet program in writing, then the Brigade may commence cadet activities 

with the support of the Emergency Services Coordinator.  

9.4 Cadet Membership Requirements 

All cadets are required to comply with the following Code of Conduct, along with any brigade BOPs 

established for the cadet program:  

1. Follow all reasonable instructions given by those authorised to do so 

2. Respect the rights of others 

3. Be polite and respectful to ALL 

4. Do your best in ALL activities 

5. Always consider the safety of yourself and others  

6. Look after Brigade/Shire property and use it safely 

7. Wear your uniform correctly and with pride 

8. Positively promote your Brigade in the community 

9. Maintain Brigade confidentiality 

10. Abide by the anti-alcohol and other drugs policy 

11. Use social media responsibly. 

Where the Code of Conduct for cadets has been breached, the cadet program coordinator may undertake 

any of the following actions:  

• A caution is a verbal caution given on the spot by a leader. Any number of cautions can be given before 

a verbal warning is given 

• A verbal warning is given by the program coordinator/leader and is recorded in the Cadet Activity Log  

• The program coordinator/assistant coordinator will issue a written warning immediately if the offence 

is serious enough to warrant it. A meeting with the junior/cadet’s parents/guardians will be called to 

discuss the junior/cadet’s behaviour and explore strategies to improve conduct  

• Should the junior/cadet’s conduct be deemed undesirable or where the junior/cadet remaining in the 

Brigade would set negative example or lead others into undesirable behaviour, the captain shall have 

the power to recommend suspension of membership of that junior/cadet 

• Suspension / termination of membership must be in accordance with the Shire of Capel Bush Fire 

Brigade Constitution.  

Not all steps in the above process need to be followed in order. The principles of procedural fairness must 

be applied, and juniors/cadets are made aware of the allegation and given the opportunity to answer it.  

Similarly, always while on duty, the Leaders will model the appropriate behaviours required by the 

juniors/cadets, as outlined in the Code of Conduct.  

Where a cadet leader has acted contrary to the Code of Conduct, this should be referred to the Brigade 

Captain in the first instance in accordance with the Grievance and Misconduct procedure contained in part 

4.4 of these procedures.  

10.0  Training 

The Shire of Capel Bush Fire Brigades have adopted the DFES training Pathways for managing operational 

training and DFES training products.  

The Brigade training officers will develop an annual training calendar each year. 

All members are required to complete the training outlined below before commencing in their appointed 

role. If a member does not understand any part of the training they receive, it is their duty of care to advise 

the brigade Training Officer or a brigade Lieutenant or brigade Captain and ensure the issue is resolved 

before continuing with their duties.  
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10.1 Inductions 

New volunteers will complete an induction with their respective brigade as part of the recruitment process.  

Failure to complete the induction will result in the application to become a member of the Bush Fire Brigade 

not being progressed. 

 10.2 Minimum Training Requirements 

Active Member 

The minimum training requirements for all operational members of a Bush Fire Brigade to attend an 

incident (including mop up) or a hazard reduction burn is: 

• Shire Induction  

• AIIMS Awareness (online)  

• Bush Fire Safety Awareness  

• Fire Fighting Skills 

• Four brigade training activities per year to maintain skills  

• Complete the competency checklist prior to December 1 each year and have this submitted to the Shire 

of Capel 

The minimum training requirements should be completed within 12 months of registration as a member 

with the brigade.  

Lieutenant 

• AIIMS awareness 

• Bushfire Safety Awareness 

• Firefighting Skills. 

Fire Control Officer 

Minimum 2 years firefighting experience. 

DFES courses or approved equivalent: 

• AIIMS awareness 

• Bushfire safety awareness 

• Firefighting skills 

• Fire Control Officer (& refresher courses every 2 years) 

• Desirable for a Fire Control Officer to hold Ground Controller and Structural Firefighting in addition to 

the above. 

Captain 

Minimum 2 years firefighting experience and preferably experience as a lieutenant. 

DFES courses or approved equivalent: 

• AIIMS awareness 

• Bushfire safety awareness 

• Firefighting skills. 

Deputy Chief 

• Minimum 2 years firefighting experience. 

• DFES courses or approved equivalent: 

• AIIMS awareness 
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• Bushfire safety awareness 

• Firefighting skills 

• Sector Commander 

• Fire control officer (& refresher courses every 2 years) 

• Ground controller (desirable) 

• Structural firefighting (desirable). 

Chief Bush Fire Control Officer 

Minimum 4 years firefighting experience. 

DFES courses or approved equivalent: 

• Bushfire safety awareness 

• Firefighting skills 

• Structural fire fighting 

• Sector commander 

• Leadership fundamentals 

• AIIMS 2017 

• Level 1 Incident Controller 

• Fire control officer (& refresher courses every 2 years) 

• Ground Controller (desirable). 

 10.3 Training – Operating Appliances 

Vehicles may only be driven by persons with the appropriate license for the class of vehicle being driven. 

This is related in the below table:  

License Class Vehicles.  

Vehicle  License  

Light Tanker C - Manual 

1.4/2.4/3.4 MR – B 
  

‘L’ plated C-Class drivers may not drive C-Class Shire firefighting vehicles.  

P’ plate drivers may drive Shire firefighting vehicles in accordance with their vehicle driver’s licence 

conditions. P plate drivers are not permitted to drive under emergency conditions.  

Members wishing to drive a fire appliance above a C Class, may do so if they are displaying L plates and 

they are approved to by the brigade captain (eg they are undertaking driver training). Any member driving 

a fire appliance above a C Class with L plates are not permitted to drive under emergency conditions.  

To drive operational vehicles under fire call conditions (lights and sirens) the driver must also hold 

PUAVEH001 – Drive Vehicles under Operational Conditions.  

A member must be approved by the Brigade Captain prior to driving a vehicle under emergency and/or 

operational conditions. Once approved by the Brigade Captain as a driver, permission is not required for 

every incident unless stated otherwise by the Captain.  

 10.4 Course Administration and Coordination  

DFES courses run by the Shire shall be conducted in accordance with the DFES training procedures and 

policies. Course coordination will be overseen by the Emergency Services Coordinator in consultation with 

the Brigade training officers.  
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 10.5 Apply for Training   

Request for training in Shire run DFES courses must be submitted through the DFES eAcademy system, 

which is accessed through the volunteer portal. Applicants will be required to register for the relevant 

pathway prior to applying for the course. Training requests must be within the applicant’s pathway, this 

requires endorsement by the brigade Captain and the Emergency Services Coordinator. 

 10.6 External Course Management 

Any courses not covered by the DFES training syllabus may only run with CESM/CBFCO approval and the 

Emergency Services Coordinator. Courses such as first aid courses and Mental Health First Aid courses 

will be managed through DFES eAcademy.  

 10.7 Brigade Currency  

Brigades are required to maintain the skills and knowledge of their members through routine brigade 

training. All members are required to keep their skill levels current and are required to attend a minimum 

of 4 training sessions per financial year. 

Failure to attend the 4 training sessions per year will result in the member being stood down from active 

duty until their training has been made current. Each Brigade training officer will keep a register of training 

attendance for the members of their respective Brigade. It is the responsibility of the brigade training officer 

to ensure all brigade members’ training is up to date and report any non-compliance to the brigade Captain 

and the Emergency Services Coordinator.  

A recommended program of activities to guide training activities for brigades is contained in the Bush Fire 

Skills Manual. 

 10.8 Preseason Skills Competency Checklist 

To ensure all operational members have maintained their operational skills, a preseason skill competency 

checklist must be completed annually by all operational members by 1 December.  

The brigade Captain is responsible for assessing the brigade members and providing the completed 

checklist to the Brigade for submission to the Emergency Services team. The brigade Captain may delegate 

this task to the brigade leadership group; however, the leadership group must first be signed off by the 

brigade Captain as competent on their pre- season assessment.  

The Preseason skills competency checklist will be reviewed annually by the brigade training team with 

feedback to be provided to the CBFCO to ensure the skills assessment remains current.  

Members who fail to pass the skills competency requirements are to arrange additional training focusing 

on the area/s that require further evidence for competency. Should the member fail a second time the 

brigade Captain meets with the member and develop a training plan in consultation with the CBFCO. The 

member will not be permitted to attend incidents until they successfully complete the skills competency 

checklist.  

Any member who has not completed the skills competency checklist prior to 1 December will not be 

permitted to attend incidents and will be made an Auxiliary member, members will then have 3 months to 

complete their skills assessment, if the skills assessment is not completed within 3 months the member 

will be terminated from the brigade. Any member who has not completed their skills assessment and 

attends an incident after 1 December will be subject to disciplinary action.  

AGENDA - Bush Fire Advisory Committee - 17 September 2025

Attachment 6.1.1 Brigade Operating Procedures- V 1 Page 41 of 74



 

Brigade Operating Procedures  34 
 

 10.9 Brigade Officer Development 

Upon commencement with the brigade, each new member is assigned a mentor to guide them in their 

initial skills development. The mentor is also responsible for considering the leadership potential of new 

members (with appropriate training and experience).  

The brigade officer mentor provides guidance and advice to brigade officers along with promoting the 

succession planning and brigade officer development programs.  

It is the responsibility of currently serving brigade officers to promote an inclusive and healthy environment 

for future leaders to develop. This includes providing opportunities for up-and coming/potential officers to 

develop their own leadership and management skills, openly discussing succession planning and 

discussing development requirements for potential officers to step up.  

11.0  Operations 

11.1 Mobilisation and Initial Response 

Bush Fire Brigades will be mobilised to all incidents outside of the Gazetted fire district within the Shire of 

Capel via DFES ComCen. DFES ComCen will mobilise the responsible brigade via SMS/BART. Once the 

brigade receives the turn out message, the following will occur: 

• Brigade members to respond in BART and advise if available/unavailable 

• Brigade members to advise ComCen on brigades availability and anticipated response time 

• Brigade members to notify CBFCO/ComCen if brigade has no availability to turn out. (not required if 

brigade can mobilise). 

The CBFCO or DCBFCO on duty will mobilise additional resources in accordance with the following, as 

deemed necessary: 

• Where the primary brigade has not acknowledged the turn out message 

• Where the primary brigade has no capacity to mobilise 

• During High Threat Period (HTP). 

The mobilisation of brigades will be at the discretion of the CBFCO/DCBFCO based on operational 

requirements, such as multiple incidents within the local government or surrounding local governments. 

Bush Fire Brigade members are to drive to their station observing all road rules, where a member of a 

brigade has an emergency vehicle in their possession they are not permitted to mobilise to the station under 

operational conditions. Prior to mobilising to an incident from station, members are required to complete 

the following: 

• Confirm crewing of appliance if not already allocated in BART 

• Don PPE, PPE is required to be worn in the appliance on the way to an incident (except helmet) 

• Transmit turnout message to ComCen via radio. 

Only the CBFCO, DCBFCO and ESC are permitted to attend incidents in private vehicles.  Where a private 

vehicle is attending an incident the driver of the vehicle MUST always follow the road rules. 

A minimum of 2 members is required per appliance for all incidents, only under exceptional 

circumstances may the CBFCO permit a single person to mobilise to an incident. Where this has been 

approved the appliance will be required to mobilise normal road conditions. 
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 11.2 Arrival at Incident 

Upon arrival at an incident, the first arriving appliance is to transmit an arrival code to ComCen as per 

Sections 17 &18 of DFES Directive 3.2. The first arriving appliance is to classify the incident and provide a 

PAFTAC within 5 minutes. 

 11.3 Incident Management 

Management of incidents in the Shire shall be in accordance with the DFES Operational Doctrine 3.2 

Incident Control and State Hazard Plan – Fire. 

 11.4 Transfer of Control 

In accordance with Section 13 of the Bush Fires Act 1954, a local government may transfer control of a fire 

to a DFES representative in the following circumstances: 

• At the request of the local government; or 

• If, because of the nature or extent of the bush fire, the FES Commissioner considers that it is appropriate 

to do so. 

Similarly, Section 45 of the Bush Fires Act 1954 provides for local governments to transfer control of a fire 

to a Department of Biodiversity, Conservation and Attractions representative. 

A request for transfer of control at an incident may only be initiated at the request of the CBFCO, DCBFCO 

and must be authorised by the CEO and recorded in their personal incident diary. 

 11.5 Incident Expenditure 

Only the following persons may expend funds in connection with an incident within their relevant 

purchasing authorisation: 

• Shire employees eg ESC and  

• CBFCO   

11.6 Welfare 

Shire BFB Appliances are required to be self-sufficient in terms of drinking water and food for at least 4 

hours. Where an incident is predicted to be of a duration exceeding 4 hours or running over a mealtime, the 

Incident Controller in conjunction with the CBFCO will coordinate refreshments in accordance with the 

DFES refreshments matrix. 

Grade Description 

1 Water (every hour) 

Water is stored on appliances. It is the responsibility of the OIC to ensure each 
vehicle has a minimum immediate supply of at least 2L of water per person on each vehicle. 

2 Refreshment (between 3 to 5 hours) 
Refreshments consist of chocolate, snack bars, fruitcake, energy drinks, soft drinks, biscuits, 
lollies and fresh fruit. 

3 Light meals (Between 4 to 8 hours) 
Local catering providers such as fast-food outlets, roadhouses, hotels, cafes etc in the regional 
area. These meals can be prepared within a quick timeframe. 

4 Substantial meals (working over 6 hours) 

These are provided for major incidents which are likely to be running for extended periods of 

time.  
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 11.7 Fatigue Management 

Any deployment outside of the Shire will have shifts of no more than 12 hours duration including travel. 

Where a shift is longer than 12 hours due to unforeseen circumstances, arrangements will be made to drive 

the crew home or overnight accommodation and have a rested driver return the appliance to station. 

 11.8 Mop Up Standards 

The Shire has the following minimum mop up standards: 

• 20 metre black out for all ground/near surface fuels; and 

• 100 metre black out for all standing/aerial hot spots. 

Wherever possible, a mineral earth break will be constructed around the perimeter of a fire prior to 

departure. The IC, OIC have a responsibility to maintain the safety of both emergency responders and the 

general public. The IC shall continue to commit resources until the incident is deemed safe for the 

community. Making an incident safe requires assessment of risks and consideration in accordance with 

DFES SOP 3.2.3 – Making Safe/Rules for Departure. 

 11.9 Demobilisation from an Incident 

At the direction of the IC, appliances may be stood down from an incident or conduct a crew change in the 

case of a protracted incident. 

Upon demobilisation, the officer in charge of the appliance shall T-card out from the control point and notify 

the DFES ComCen that they are returning to station. 

All vehicles and equipment must be returned to a state of readiness upon return to station. At a minimum, 

this means the following items: 

• Vehicle fuel tank is at least ¾ full of fuel. 

• Pump fuel tank (if fitted) is full of fuel. 

• The appliance water tank is refilled, and the pump is primed, if foam has been run through the 

pump/appliance all water to be drained and pump/tank thoroughly flushed. 

• All equipment is properly re stowed on the appliance. 

• Drinking water/refreshments are replenished. 

• The vehicle is left in a clean/tidy state; and 

• Any defects/issues with the vehicle/equipment are reported. 

If a vehicle or critical equipment on the appliance is damaged or defective, this shall be reported to the 

ESC. Where the issue render the appliance unsafe the DCBFCO, CBFCO or ES Coordinator shall be informed 

immediately. 

Officers/members of BFBs should debrief after all incidents to identify: 

• What went well? 

• What didn’t go well? 

• What needs to be changed/improved in the future? 

• Reporting of any WHS issues, near misses or injuries. 

• Any follow up requirements such as critical incident stress/wellness needs. 

 11.10 Offences Against the Bush Fires Act 1954 

Where a Bush Fire Brigade attends an incident and it is believed an offence against the Bush Fire’s Act has 

occurred, the officer in charge shall notify the ESC. 

In the first instance the ESC may choose to provide education to the alleged offender on the legislative 

requirements regarding their activities. If the attendance is a subsequent offence or the alleged offender 
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is abusive or violent or the OIC believes further action is required, this is to be discussed with the ESC. 

Where the OIC believes Police attendance is required this request is to be made through DFES ComCen. 

12.0  Bush Fire Prevention 

12.1 Permits for Private Landowners 

The Shire maintains a network of authorised Fire Control Officer’s, who issue permits to the public for the 

purpose of hazard reduction burning on their own property. 

Permits are to be issued in accordance with the provisions of the Bush Fires Act 1954 and subject to any 

directions from the CBFCO and/or Local Government. 

Prior to issuing a permit, FCO’s should inspect the property to ensure the applicant has suitable equipment 

and means for controlling the fire. The FCO must be satisfied that the applicant has sufficient measures 

in place to adequately control the burn and that the applicant is aware of their obligations and requirements 

as per the rear of the permit. 

The FCO must obtain a contact number for the Applicant in order to maintain communication relating to 

conditions of the permit. A permit must only be issued to the landowner. If the Applicant is someone other 

than the landowner, the landowner must consent to the burn in writing. A copy of the written consent must 

be attached to the permit and provided to the Shire of Capel.  

The following items are to be minimum conditions for all permits issued within the Shire: 

• Minimum of three (3) able bodied people to be in attendance during the burn 

• Notification to all adjoining landowners not less than 72 hours prior to the burn 

• Notification to the Shire on 9727 0222 not less than 24 hours prior to lighting 

• Notification to Parks and Wildlife Local Duty Officer prior to lighting if the burn is within three (3) 

kilometres of forest land 

• Notification to the FCO prior to lighting 

• Notification to the DFES Communication Centre (9395 9209) prior to lighting 

• All permits are cancelled if the Fire Danger Rating is High or above 

Upon notification by a permit holder of the intention to commence burning, an FCO may postpone or cancel 

the lighting of any fires under the issued permit. This may be due to forecast weather conditions, resource 

availability or other factors. 

In the case a permit is postponed or cancelled, an FCO should note the date and time of the cancellation 

of the permit and write this on the retained copy of the permit in their permit book. Copies of permits issued 

are to be retained in the permit book. Upon completion of the permit book, it is to be submitted to the Shire 

for recording/archiving purposes. 

 12.2 Hazard Reduction Burning  

Burning by Brigades on Private Property 

To request assistance from a Bush Fire Brigade to burn on private property, the landowner and Brigade are 

required to complete and submit a ‘Request for Brigade Assisted Burning’ form to info@capel.wa.gov.au. 

The application form can be requested from the Shires Emergency Services Team. The Emergency Services 

Coordinator will review the application and notify the relevant brigade in writing of the outcome. Bush Fire 

Brigades may be required to complete the following, depending on the complexity of the burn or the burning 

period; 

• Permit to set fire to the bush 

• Burn prescription 
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Where there are any of the following complexities, the Shires Emergency Services Coordinator is to be 

consulted on the planned burn 

• Greater than 5 acres 

• Critical infrastructure in the immediate vicinity 

Burn plans are to be developed in line with the Prescribed Burn Planning Guidelines  

Local Government Land including road reserves 

The Shire must approve burning on Shire land, including road reserves, in writing before any burning is 

undertaken. Costs associated with burning on local government land are to be limited to providing welfare 

to the brigade members undertaking the burn, due to the community benefit of managing bush fire risk. 

Burning on road reserves will be managed by the ESC in conjunction with the brigade. 

Burning on Government lands 

All request to the brigades to undertake hazard reduction burning on government land must be directed to 

the Shires ESC. The ESC will liaise with the agency and provide direction to the brigades. Once approved 

by the Shire, burning on government land will be undertaken under the direction of the CBFCO. 

All burning on government land requires a burn prescription to be developed for the burning operations. 

13.0  Facilities and Resources 

13.1  Station Maintenance 

Cleanliness and upkeep of the station is the responsibility of all members. Members shall keep the station 

always tidy to minimise any occupational safety and health hazards. 

Brigades may elect or appoint a person to oversee minor station maintenance and cleaning. As a minimum, 

the following items should be addressed through station maintenance: 

• Food preparation and storage areas, bathrooms and toilets are cleaned on a regular basis. 

• Fire Station is maintained to an acceptable standard of cleanliness and hygiene. 

• Station equipment is functional and in a safe condition. 

• Work Health and Safety (WHS) issues such as liquid spillages, other slip hazards and trip hazards are 

mitigated, demarcated (including signage), addressed, reported and 

• Any safety issues or defects are reported through the appropriate process and addressed. 

Maintenance to the buildings is the responsibility of the Shire. Any requests for maintenance shall be 

emailed to info@capel.wa.gov.au. No modifications to Shire buildines/Fire Stations are to be made without 

the written permission of the Shire. 

 13.2 Vehicle and Equipment 

Firefighting vehicles, stations and equipment must only be used in accordance with the manufacturer’s 

instructions and relevant doctrine/guidelines/documents. Firefighting vehicles, stations and equipment 

may not be used for private purposes. 

Any use of brigade vehicles/stations/equipment for brigade activities within the Shire must authorised by 

the Brigade Captain. Any use of brigade vehicles/equipment for brigade activities outside of the Shire must 

be authorised by CBFCO. 

Shire vehicles which are equipped with individual fuel cards and must only be used for the corresponding 

vehicle and the appliance supplied jerry cans only. 
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Brigade vehicles and equipment shall be housed at the relevant brigade’s station. Where circumstances 

require the temporary relocation of vehicles/equipment (i.e., damage to station), this must be endorsed by 

the CBFCO/ESC in accordance with the Shire Policy. 

Vehicle Inspections and Fault reporting 

The brigade is responsible for the cleanliness, general maintenance and preventative service of fire brigade 

appliances, equipment, and the brigade station under its care. After every use, the brigade shall ensure that 

the vehicles are returned to an operational readiness state. A vehicle check is to be conducted all on all 

appliances once a month on the vehicle checklist and emailed to info@capel.wa.gov.au 

Members are required to report any consumed, worn, suspect, defective or unserviceable items as 

identified to the officer in charge of the activity for remedial action. 

A Vehicle Fault Report (VFR) must be filled out and submitted for all vehicle defects, even if they have been 

rectified at brigade level. The brigade should identify the likely priority of the VFR on the form, as per the 

below descriptions. All vehicle repairs must be authorised and/or organised by the Shire prior to 

commencement. Based on the information presented in the VFR, the Shire will determine the final priority 

level for the fault, classify as either urgent, routine or service. 

• Urgent, a repair which affects the safety or operational serviceability of a vehicle or critical piece of 

equipment on the appliance such as a flat battery, vehicle not starting or a major mechanical issue 

• Routine, a repair which affects the serviceability of the vehicle but does not render the vehicle unsafe 

or non-operational e.g electric rewinder on a hose reel 

• Service, all other repairs which can wait until the next service. 

All repair work, even urgent must be approved by the Shires Emergency Services Coordinator prior to being 

undertaken. Brigade members are not to go to suppliers direct. Brigade members are not to undertake 

vehicle repairs or modifications without written authorisation from the Emergency Services Coordinator. 

Where the repair is urgent and the appliance will be non-operational the VFR must be submitted and 

followed up with a phone to call to the Emergency Services Coordinator and the CBFCO or in their absence 

the DCBFCO is to be advised, they will contact ComCen and advise them the appliance is offline. 

Scheduled Servicing and Maintenance 

All major servicing and maintenance of the bushfire brigade vehicles and equipment is the responsibility 

of the Shire in line with the predetermined servicing schedules, with exception of Western Australian 

Emergency Radio Network (WAERN) equipment, which is the responsibility of Department of Fire and 

Emergency Services (DFES). 

The Shire’s Emergency Services Department will schedule servicing of vehicles in accordance with the 

Local Government Grant Scheme (LGGS) manual service schedules, generally in September/October each 

year. 

13.3 Security and Access 

All stations must be always kept secure due to the equipment, information and vehicles being stored there. 

All brigade members are responsible for ensuring that the station is secure prior to departure. This includes 

ensuring all windows and doors are locked.  

Access will be limited to brigade members, Shire Officers, and authorised contractors/visitors. 

All members, contractors/visitors attending a station must sign in on a brigade attendance log sheet to 

record their attendance/departure and purpose for attendance. For incident turnout its acceptable to 

backdate the attendance module as per the BART details as it’s not expected to sign in prior to crewing the 

appliances. 

Where contractors or visitors are required to access a station, this must be authorised by the Emergency 

Services Coordinator. 
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Visitors 

Only registered members or prospective members of a Shire Bush Fire Brigade may attend Bush Fire 

Brigade stations; prospective members are not permitted to participate in any training activities but may 

attend brigade meetings. 

Brigade member’s family, partners and invited dignitaries may attend social functions held at the brigade 

station at the Captain’s discretion. In the case of dignitaries (DFES or other Government Agency staff, 

Federal/State Members of Parliament, Councillors), approval from the Shire’s Emergency Services Team 

is to be obtained. 

Any request from any other party (including, but not limited to, DFES or other Government Agency staff, 

Federal/State Members of Parliament, Councillors) to attend a Bush Fire Brigade station must be 

authorised by the Shire’s ESC. 

Requests to attend a station should be directed to the Shire’s Emergency Services Department in the first 

instance, and the Shire will either approve or reject the request in consultation with the relevant Brigade 

Captain and/or CBFCO. 

All visitors must sign in/out on the Brigade Activity Log to ensure accurate records of attendance are 

maintained and to comply with WHS requirements. 

 

14.0  Work Health and Safety 

The Shire of Capel through the Emergency Services team provides and upholds a workplace environment 

that is free from both physical and psychological hazards. 

Our objective is to incorporate and routinely review all relevant policies, codes of practice, and legislation, 

alongside risk management and safety protocols, to guarantee compliance requirements are fulfilled. 

14.1  Duty of Care 

The Shire and Emergency Services team are to ensure, as far as is reasonably practicable, the health and 

safety of all staff, members and volunteers engaged. 

This primary duty of care requires duty holders to eliminate risks of health and safety. If this is not 

reasonably practicable, risks must be minimised, and hazards managed. 

The Shire and Emergency Services team upholds their duty of care through the following procedures: 

• Ensuring volunteers work areas are free from hazards. 

• Ensuring volunteers clearly understand their duties and responsibilities. 

• Having clear policies and procedures, governing on-boarding, screening, training guides and volunteer 

supervision. 

• Allocating sufficient resources to ensure the effective management and development of volunteer 

programs. 

• Developing thorough induction and training programs, to equip volunteers with the knowledge and skills 

to identify, understand and manage front line risks and situations. 

• The Shire and Emergency Services team must exercise due diligence to ensure all people conducting 

their roles are following procedures and policies, whilst keeping up-to-date knowledge of work health 

and safety matters. 

Failure of any member to uphold their duty of care can result in penalties and offenses, which differ in 

severity based on the level of negligence and the outcome of the failure to comply. These can be found 

under Part 2 Division 5 S.30 of the Work Health and Safety Act 2020. 

Members contribute to upholding their duty of care by: 
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• Conducting themselves in a manner that promotes and ensures the safety of self and others 

• Understanding and committing to following all training procedures, regulations, and guidelines. 

• Informing the Brigade Captain if they do not understand any WHS rules or procedures they have been 

trained in. Members are not to undertake duties which they have not received adequate training in. 

• Only using equipment, machinery, substances, tools and devices in accordance with safety guidelines, 

signage and product instructions. 

• Only performing tasks or using equipment once fully trained, qualified or licensed to do so. 

• Understanding the hazard and incident reporting procedure, Risk Management Reporting and ensure 

that their reporting is consistent with the steps outlined in the procedure. 

• Use and wear appropriate personal protective equipment as required. Report any faulty equipment 

using the appropriate form to the Brigade Captain (or Acting Captain on Duty). 

 14.2 Hazard & Incident Reporting 

All members are responsible for reporting all hazards and incidents they identify or are involved in on station 

or while undertaking any activities associated with being a volunteer. 

Any brigade member who has experienced an ‘accident’ or ‘near miss’ is required to complete an 

accident/incident report as soon as practicable. All members must ensure all incidents are reported as soon 

as reasonably practicable either through the brigade captain or directly to the Emergency Services 

Coordinator. Where the incident occurs at an Operational incident, this must also be reported to the incident 

controller. All incidents will be investigated as per the Shire’s incident investigation procedure. The Shire is 

responsible for any external reporting. 

 14.3 Fitness for Work 

All members are required to be “fit for work” at all times, volunteers are bound by the Shire fitness for work 

policy. 

"Fit for work" means that an individual is in a state (physically, mentally and behaviourally) which enables 

the volunteer to perform assigned tasks competently and in a manner which does not compromise or 

threaten the safety or health of themselves or others. Members are not permitted to be under the influence 

of alcohol or other drugs when undertaking brigade activities. 

Where a member is injured or has a medical condition and is taking medical leave from the brigade, 

including workers compensation, whether the injury/illness was sustained in the course of being a member 

or external to the brigade such as in the course of their employment of personally, the member will be put 

on a leave of absence from the brigade until the member can provide a medical certificate stating they are 

fit for work without restrictions. Depending on the medical injury or illness the shire may request the 

member undertake a medical assessment before being reinstated as an active member. 

Where a captain or CBFCO believes in their opinion a member’s fitness for work is impaired or is putting 

other members safety at risk, the CBFCO may request the members fitness for work to be assessed 

medically. 

An examination by a medical practitioner may be required where: 

• A member has been continuously absent due to illness or injury for six weeks or longer, to assess 

whether the employee is fit to resume brigade activities. 

• A member resumes or intends to resume duty following an absence due to illness or injury, and the 

Brigade Captain/the Shire is of the opinion the employee is not fit to resume duty. 

• The Brigade Captain/the Shire has reason to believe a member’s state of health may make the person 

a risk to the health, safety or welfare of other members, themselves, or other persons during the 

performance of their duties. 

• The Brigade Captain/the Shire considers it prudent to independently confirm a person’s medical fitness 

for employment or 

• A member is the subject of an inquiry into their physical or mental capacity by another person. 
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In respect to a medical assessment for duty, the member must have a medical practitioner complete the 

Fit for Duty Medical Assessment, which can be obtained upon request from the Shire’s Emergency Services 

Team. The medical assessment may be completed by the member’s usual medical practitioner or by any 

other suitably qualified general practitioner. 

A copy of the medical assessment should be retained by the member and a copy must be forwarded to the 

Shire’s Emergency Services Team. The Emergency Services Team will review the medical assessment in 

consultation with the CBFCO and relevant Brigade Captain. 

After this consultation, the member may either be: 

• Cleared for full brigade activities. 

• Restricted to limited brigade activities; or 

• Prohibited from further brigade activities until further assessment has occurred or 

• further treatment (including rest) has occurred. 

 14.4 Alcohol and Drugs 

Drug and alcohol use can affect a person’s ability to operate safely. It creates a risk to volunteer’s health 

and safety. 

A member must not: 

• Sell or allow the sale of alcohol on brigade premises and at brigade sponsored events to any person 

other than a brigade member or a family member of a brigade members. 

• Supply or allow the supply of alcohol to minors on brigade premises and at brigade sponsored events 

by any person, including the minor’s parent or guardian. 

• Supply or allow the consumption of alcohol by minors on brigade premises or at brigade sponsored 

events; or 

• Consume alcohol on brigade/shire premises or at brigade sponsored events unless a responsible 

officer is present who is willing to assume responsibility for: 

o Ensuring compliance with the Code of Conduct and other relevant procedures and 

o Supervising the conduct of the members in attendance.  

• A responsible officer must be: 

o The Chief/DCBFCO, Shire FCO, Brigade Captain or any other operational brigade officer. 

o Over the age of 18 years and 

o Always present while alcohol is being consumed. 

Soft drinks or other non-alcoholic drinks must be made available whenever alcohol is consumed or 

available for consumption on brigade premises or at brigade sponsored events. 

A member must not use, supply, or possess any prohibited substance. A prohibited substance includes: 

• Any prohibited drug or prohibited plant as that term is used in the Misuse of Drugs Act 1981 (WA) or 

Medicines and Poisons Act 2014 (WA). 

• Any prescription drug or pharmaceutical other than in circumstances where the member: 

o Has a prescription for the prescription drug or pharmaceutical provided by a registered health 

care provider; and 

o Is using it in accordance with the advice of that health care provider. 

 14.5 Fire Station Inspection 

The Shire will undertake a workplace inspection of the fire stations on a quarterly basis; they will undertake 

additional workplace inspections as they deem necessary. A report will be developed and provide to the 

Shire’s Emergency Services Team who will be responsible for ensuring all actions arising from the 

workplace inspection are completed. All workplace inspections are to be recorded in the Shire’s record 

management system. 
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 14.6 Accidents, Near Misses & Insurance Claims 

Failure to inform the Captain and Shire in reasonable time may result in delays or refusal of any insurance 

claims by the Shire’s insurer. 

This process is not intended to originate blame but to minimise the likelihood of a repeat incident occurring. 

The Shire is obligated to ensure all Occupational Health and Safety issues are investigated thoroughly to 

ensure measures are put in place to either reduce or eliminate the risk of the incident occurring again. 

In accordance with the Bush Fires Act 1954, the Shire is required to provide insurance coverage for all Bush 

Fire Brigade volunteers for the following: 

• Personal injury/death. 

• Personal property damage. 

• Motor vehicle and plant damage. 

• Third party liability. 

Coverage applies when a volunteer fire fighter is carrying out “normal brigade activities” which are defined 

in s.35A of the Bush Fires Act 1954.  

The Shire uses the Local Government Insurance Service (LGIS) to provide this insurance coverage. All 

accidents/near misses/insurance claims shall be submitted on the correct paperwork, which will be 

provided by the Emergency Services Coordinator. 

 14.7 Smoking / Vaping 

Passive exposure to environmental tobacco smoke has been shown to present a significant health risk 

and the Shire seeks to ensure that members, contractors and visitors are not exposed to environmental 

tobacco smoke as a result of their duties with the Shire’s Bush Fire Brigades. 

In accordance with legislative requirements, the Shire does not permit smoking or vaping in any Shire 

building, fire appliance or vehicle. 

Designated smoking areas may be established outside Shire buildings. Where designated smoking areas 

are established, they shall be located at least 10 metres away from, and include the following: 

• Exterior walls, doors and windows 

• Air-conditioning intakes 

• Shire vehicles and tankers 

• Areas where fuel or chemicals are stored or decanted 

• Areas where visitors or the public may frequent 

• Designated eating areas 

• Provided with a purpose-built receptacle for cigarette butts 

• Identified on the building and/or site plan 

• Included in the site induction 

• Consider the welfare of non-smoking staff 

• Have consideration to the following items 

• Lighting, particularly if used after hours 

• Degree of protection from weather 

• Degree of protection from UV light (sunlight) 

• Access to and from the area should be free from trip hazards 

• The safety and security of users. 

In relation to incident grounds, members should give due consideration to the welfare of others, prevailing 

conditions and the community perception of Bush Fire Brigade members seen to be smoking at incidents. 
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 14.8 Critical Incident Stress & Wellbeing 

Brigade members may be confronted with a critical incident at some time throughout their membership. A 

critical incident is any situation faced in an operational context by emergency services personnel that may 

cause them to experience unusually strong emotional reactions which have the potential to interfere with 

their ability to function at the scene or later. 

A critical incident does not have to be a major disaster, but it is usually sudden and out of the ordinary, and 

often involves death, or traumatic injury, or the possibility of either. The following are examples of the types 

of incidents which may present critical incident stress reactions for personnel: 

• Death or serious injury to a fellow worker in the line of duty 

• Exposure to gruesome sights – i.e., human remains, dead animals 

• Failure to save a life, injury or loss 

• Suicide or non-suicidal self-injury 

• Threat to life/safety of self or crew 

• Motor vehicle accident involving personnel responding to an incident 

• Equipment failure at critical times 

• Responsibility for the lives and property of others 

• Responding to other major disasters, for example earthquakes, aircraft/bus crashes, floods, storms, 

disease control 

• Attendance at motor vehicle accidents which are severe or fatal 

• Unexpected or unanticipated tragedy 

• Incidents where there has been a large number of casualties 

• Where there are circumstances with which a person or group identifies, for example, where the victims 

are known to the person, or the incident brings back memories of past traumatic events. 

Debriefing is an important method of ensuring welfare of crew members. The OIC in charge of brigade 

activities should monitor their crew’s wellbeing and ensure that a debrief is held 

after any critical incident. Officers should also ensure that the personnel under their control have 

knowledge of critical incident stress and the Critical Incident Support Services available to them. 

The following networks/services are available to BFBs in the Shire: 

• DFES Employee Assistance Provider  

• DFES Wellness Branch (wellness@dfes.wa.gov.au) 

• LifeLine (13 11 14) 

 14.9 Risk Assessment and Authorisation of Activities 

An email to the Emergency Services Coordinator is required for approval where a brigade wishes to undertake 

an event/activity (including community engagement) outside of the following; 

• Response to an incident 

• Training 

• Vehicle Maintenance 

• Brigade meeting 
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15.0  Conduct and Grievance Management Process 

15.1  Discipline and Misconduct Management Procedure 

15.1.1 Reporting Breaches 

A Member may make an allegation of a breach of discipline (allegation) to: 

• One of their brigades’ lieutenants; or 

• Their brigade captain. 

Note: Where a brigade lieutenant receives an allegation as the next in charge, they must pass the allegation 

to the Brigade captain as soon as practicably possible. 

An allegation must be: 

• Made in writing including the name of the person making the allegation 

• Signed by the person making the allegation  

• Notify the Shire. 

A person who receives an allegation must consider the allegation and, if they consider it appropriate: 

• Investigate the allegation personally or 

• Appoint another person to investigate the allegation 

In the case where a criminal offence may have been committed, the Shire is to be notified as soon as 

practicable, and the matter should be referred to WA Police for investigation. 

15.1.2 Investigation of Breaches 

A person who is: 

• A witness or potential witness to the allegation 

• Involved in the events or circumstances relating to the allegation 

• Is a relative or business associate of 

• The respondent 

• The person who made the allegation 

• A person who is a witness or potential witness in relation to the allegation Must NOT investigate the 

matter. 

The person who appoints the investigator (the appointing officer) must inform the respondent in writing 

and the person who made the allegation, that an investigation is being conducted along with the details of 

the investigator. 

The investigator must consider each allegation on its merits and must: 

• Exercise caution before concluding that the respondent has a case to answer where: 

• The allegation is based on hearsay evidence 

• There has been a lengthy delay in making the allegation and there is no adequate explanation offered 

for that delay 

• There is a possibility that the person who has made the allegation has been motivated by personal 

rivalry or other inappropriate or improper matters 

• Recommend the dismissal of an allegation which is, in the opinion of the investigator 

• Trivial 

• Frivolous 

• Vexatious 

• Unable to be substantiated 

• Should the breach require any member involved to be stood down from active duty pending an 

investigation the is to be done in writing by the investigating officer in consultation with the Captain 
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and the CBFCO. The letter of standing a member down from active duty must include the following 

information: 

• Allegation has been made 

• Commencement of date being stood down 

• Meeting a schedule date for resolution. 

In the case of a minor breach of Procedure, the matter may be disposed of by the Captain verbally 

discussing the breach and the appropriate procedures with the respondent. If the Captain does not believe 

the breach is minor in nature or will be effectively resolved in this manner, the matter should follow the 

following process. 

If the investigator concludes that the respondent has a case to answer in whole or in part then they must 

prepare a report for the appointing officer that: 

• Specifies the clauses(s) of the Bush Fire Brigades Operating Procedure that are alleged to have been 

breached by the respondent 

• Contains a summary of the facts, circumstances and other evidence that explains or clearly 

demonstrates how the Bush Fire Brigades Operating Procedures have been breached 

• Includes or attaches copies of any statements, other evidence, relevant documents or other material 

that have been gathered or obtained by the investigator 

• Includes the original allegation unless there are special circumstances that justify the identity of the 

person making the allegation being kept confidential and the withholding of the identity of the person 

making the allegation does not prejudice the respondent. 

The initial investigation of the alleged breach of discipline must be completed and referred to the 

appointing officer within 28 days. 

If the investigator concludes that the respondent does not have a case to answer he or she must prepare 

a report for the appointing officer that sets out the reasons for that conclusion including, where necessary, 

reference to any materials obtained by the investigator during the investigation. 

The investigator must provide all evidence, documents, notes, statements, or other material collected or 

created during the investigation in addition to any document provided in the investigation report to the 

appointing officer. 

15.1.3 Disciplinary action  

Upon receipt of a report prepared in accordance with these procedures, the appointing officer must 

consider the report and: 

• If he or she believes that the matter should be dealt with, in whole or in part, as breach of discipline: 

• Refer it to the Brigade Executive Committee for consideration 

• Give a copy of the report to the respondent 

• Notify the person who made the allegation that the matter will proceed to the Brigade Executive 

Committee for consideration 

• The appointing officer may provide additional material to the disciplinary panel or discipline delegate 

provided that a copy of that additional material is also provided to the respondent. 

If they believe that the matter should not be dealt with as a breach of discipline: 

• Notify the respondent of that decision 

• Notify the person who made the allegation that the matter will not proceed further 

• Make an appropriate notation detailing the reasons for that decision. 

The Brigade Executive Committee must deal with a breach of discipline allegation within 28 days of it 

referral. 

Upon receiving a breach of discipline allegation, the Brigade Executive Committee shall: 

• Consider the report prepared by the investigator 
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• Allow the respondent seven days' notice to provide a statement (either in person at the Brigade 

Executive Committee or in writing) answering the allegations 

• Determine the appropriate disciplinary action or determine that the alleged breach does not warrant 

disciplinary action and dismiss the matter. 

All decisions, including rationale for the decision-making, shall be recorded in the Brigade Executive 

Committee Meeting minutes. 

Disciplinary action which may be invoked by the Brigade Executive Committee includes: 

• Reprimand the respondent 

• Suspend the respondent for a specified period 

• Impose conditions on the respondent’s membership of a brigade 

• Revoke the respondent's membership of the brigade. 

The Brigade Executive Committee must provide a written copy of its decision, including disciplinary action 

where appropriate, within 14 clear (working) days of arriving at the decision to: 

• The respondent 

• The Shire of Capel 

• The Chief Bush Fire Control Officer. 

A member that has been directed to stand down from all brigade activities must not: 

• Respond to any incident call 

• Participate in any brigade activity 

• Approach or contact any member or witnessed involved in or providing evidence in relation to the 

investigation 

• Approach or enter any brigade or station 

• Wear brigade uniform of PPE; Until further notice. 

15.1.4 Appeals Procedure   

A respondent who has undergone the above process may appeal the decision made by the Brigade 

Executive Committee to the Shire CEO. 

An appeal must be: 

• Made within 14 days of receiving the of the committee’s decision 

• Submitted in writing (email is acceptable) 

• Detail what is being appealed (i.e the breach of discipline itself and/or the penalty imposed by the 

committee) 

• Explain the grounds for appeal 

• The CEO shall, within 14 days of receiving an appeal request 

• Consider all documents/facts of the case, including the minutes of the Brigade Executive Committee 

meeting and the appeal request 

• Determine if the appeal is sustained or overruled. 

The CEO, in determining a final outcome may: 

• Sustain the findings and action of the Committee 

• Modify the disciplinary action imposed by the Committee 

• Overrule the findings and/or action imposed by the Committee. 

The CEO must provide a written copy of their decision, including disciplinary action where appropriate, 

within 14 clear (working) days of arriving at that decision to: 

• The respondent 

• CBFCO 

This process/outcome is final and is not subject to any further appeal. 
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 15.2 Grievances  

The purpose of this procedure is to establish a clear and fair process for members to raise and resolve a 

grievance which arises against another member or members of the Shire’s Bush Fire Brigades and in that 

context. It is not to be used in relation to a grievance between members that arises outside the brigade. 

It is expected that wherever possible members will resolve differences between themselves, before the 

need to commence the steps set out in this procedure. 

The Shire is committed to providing a safe and healthy workplace for its members, maintaining a 

harmonious and productive environment in which diversity is valued and encouraged. It aims to resolve 

grievances in a prompt, conciliatory, fair an effective manner. 

A reference to a next in charge in this procedure means: 

• One of the Brigade’s Lieutenants; or 

• The brigade Captain. 

Note: Where a brigade lieutenant receives an allegation as the next in charge, they must pass the allegation 

to the Brigade Captain as soon as practicably possible. 

15.2.1 Preliminary action  

Before initiating the Local Procedure, the grievant must attempt to resolve the grievance directly with the 

member/s concerned. 

A grievant must raise their grievance with the respondent as early as possible. 

While trying to settle the grievance a grievant or respondent may, at any time, consult confidentially with 

anyone they choose and may seek advice or assistance from support services. 

If the respondent refuses to engage with the grievant or the matter cannot be resolved by the parties within 

a reasonable period, the grievant may commence the local procedure. 

15.2.2 Local informal procedure   

The local procedure must not be commenced unless the grievant has first attempted to resolve the 

grievance directly with the respondent in accordance with the preliminary action. 

If the grievant wishes to initiate the local procedure, the matter must be referred to the next in charge as 

soon as reasonably possible after the grievant has unsuccessfully attempted to resolve the grievance in 

accordance with the preliminary action steps. 

In the case of a grievance against an officer holding one of the following appointments, the next in charge 

shall be the Shire’s Chief Executive Officer (CEO). 

• Chief Bush Fire Control Officer 

• Deputy Chief Bush Fire Control Officer. 

In the case of a grievance against an officer holding one of the following appointments, the next in charge 

shall be the CBFCO: 

• Fire Control Officer 

• Captain. 

If the grievance is against their next in charge, the grievant must refer the grievance to that person’s next in 

charge. 

To commence the local procedure, the grievant must provide a written Notice of Grievance to their next in 

charge. The Notice of Grievance must include: 

• A concise statement of the grievance, which includes the names of the parties to the grievance and any 

witnesses 
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• An outline of the attempts the grievant has already taken to resolve the grievance in accordance with 

the preliminary action steps or an explanation as to why the preliminary action steps were not taken or 

were unsuccessful 

• A proposed solution which the grievant believes would resolve the grievance. An appropriate solution 

will focus on achieving a positive working relationship, rather than apportioning blame. 

If the grievant next in charge who receives the Notice of Grievance believes that they are unable to 

participate in the local procedure, they must immediately refer to their next in charge with a written 

explanation as to why they believe they should not deal with the matter.  

Reasons may include: 

• They are involved in the grievance 

• They may reasonably be considered by one of the parties to have a conflict of interest. 

A person who receives a referral in accordance with this procedure must, within two working days, either: 

• Appoint another member to carry out the local procedure 

• If they believe there is no proper basis for the referral, direct the grievant next in charge to implement 

the local procedure. 

Note: Any references to the person’s next in charge in this procedure includes a person appointed under this 

clause. 

Within 10 working days of receiving the Notice of Grievance and all associated documentation, the next in 

charge must determine whether: 

• The grievance is a matter which can be dealt with under this procedure 

• The alleged grievance is frivolous, malicious or vexatious. 

If the subject of the grievance is not a matter that is to be dealt with under this procedure, the next in charge 

may direct the grievant to the most relevant procedure that covers the circumstance. 

If the next in charge determines that all alleged grievance is: 

• A matter which cannot be dealt with under this procedure 

• Frivolous, malicious or vexatious 

• The subject matter of the grievance is such that it does not justify the utilisation or brigade/Shire 

resources. 

They just dismiss the grievance and notify the grievant in writing. 

If the next in charge does not dismiss the grievant pursuant to the above clause, he or she must attempt to 

resolve the grievance by taking the action set out as follows. 

The next in charge must, in attempting to resolve the grievance: 

• Provide the respondent with a copy of the Notice of the Grievance; 

• Gather such other information as is required to assist with the resolution of the grievance. This should 

include asking each party to provide the next in charge with any relevant documents, emails or other 

material which the next in charge believes will assist the next in charge in understanding and resolving 

the grievance; 

• Allow the respondent a reasonable opportunity (to be determined by the next charge but not less than 

7 days from providing the respondent with a copy of the Notice of Grievance) to respond verbally or in 

writing to the grievance 

• Attempt to resolve the grievance either or both: 

o Through discussion between the parties and the next charge 

o By arranging any informal mediation or facilitated discussion with the CBFCO and/or Shire. 

After taking the steps set out above, the next in charge may, if the grievance is not otherwise the resolved: 

• Dismiss the grievance as unsubstantiated 
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• Given a written reasonable management direction to the grievant and respondent with respect to their 

future conduct, including work arrangements 

• Put in place appropriate arrangements with respect to the future interaction between the grievant and 

respondent. 

A failure to comply with a direction given under the above clause may constitute a beach of discipline in the 

case of a volunteer member. 

At the conclusion of the local procedure, the next in charge must write to the parties stating the outcome 

of the local procedure specifying: 

• Action that has been agreed by the parties 

• Direction that the next in charge has given 

• Other arrangements which have been put in place as part of the process. 

Unless there are exceptional circumstances, the next in charge must complete the local procedure within 

28 working days of receiving the notice of Grievance. 

The next in charge must send a copy of the letter or email referred to above to the relevant Brigade Captain, 

CBFCO and the Shire for their records. 

If the grievance has been resolved through the local procedure, then the grievance process ends. 

If the grievance has not been resolved then the grievant may, if he or she wishes, commence the formal 

procedure. 

15.2.3 Formal Procedure   

The formal procedure must not be commenced unless the local procedure has been completed. 

If a grievance has not been resolved for any reason through the local procedure, including because of 

determination by the next in charge that the grievance is: 

• A matter which cannot be dealt with under the local procedure 

• Frivolous, malicious or vexatious 

• The subject matter of the grievance is such that it does not justify the utilisation or brigade/Shire 

resources. 

The grievant may, if he or she wishes, commence the formal procedure, they must do so within 10 working 

days of the next in charge notifying the parties of the outcome of local procedure. 

The formal procedure is commenced by sending an updated Notice of grievance to the appointing officer. 

The notice of Grievance must be in writing and must include: 

• A concise statement of the grievance, which includes the names of the parties to the grievance 

• Copies of any relevant evidence, letters, emails the names of the parties to the grievance 

• An outline of the attempts they have made to resolve the grievance in accordance with the Preliminary 

action steps and Local Procedure 

• A copy of any letter or email provided to the grievant as part of the local procedure 

• A proposed solution which the grievant believes would resolve the grievance 

• Within 10 working days of receipt of the Notice of Grievance the appointing officer must consider the 

material submitted with the Notice of Grievance 

• If they form the opinion that the matter is such that is does not justify the further action on the part of 

the Shire, advise the grievant that no further action will be take 

• Appoint a resolution officer, who need not be a member of the Shire/Brigade, to consider the grievance 

and make a recommendation for its resolution 

If the appointing officer believes they are unable to conduct the formal procedure because they are: 

• The subject of, or otherwise involved in, the grievance 

• May be reasonably considered by one of the parties to have a conflict of interest 
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They must immediately refer the matter to Shire Chief Executive Officer with a written explanation as to 

why they believe they should not deal with the matter. If the Shire Chief Executive Officer receives a referral 

pursuant to the above clause, the Shire Chief Executive Officer must, as soon as practicable, either: 

• Appoint another person (resolution officer) to conduct the formal procedure 

• If the Shire Chief Executive Officer believes there is no proper basis for the referral, direct the appointing 

officer to implement the formal procedure 

The resolution officer must, as soon as reasonably practicable: 

• Provide the respondent with an update copy of the Notice of Grievance 

• Interview in person or otherwise the grievant, respondent and other persons as may be appropriate 

• Gather any further information the resolution officer considers necessary 

• Determine whether the grievance has substance based on the evidence provided 

• Attempt if appropriate, to resolve the grievance by negotiation, mediation or conciliation 

• Recommend to the Chief Executive Officer any appropriate action (which may include a 

recommendation that no further action be taken in relation to the matter) to resolve the grievance or 

otherwise recommend that the Chief Executive Officer dismiss the grievance. 

Unless the Chief Executive Officer grants an extension of time, the resolution officer must complete the 

formal procedure with working days of his or her appointment. 

If, at any stage during the formal procedure, the resolution officer forms the opinion that the grievance is 

frivolous, malicious or vexatious the resolution officer must refer the matter back to the appointing officer 

and may recommend that disciplinary action or misconduct proceedings to be taken against the grievant. 

Within 10 days receiving the resolution officers report, the Chief Executive Officer must: 

• Decide what action, if any, will be taken in relation to the matter 

• Notify both the grievant and respondent in writing of: 

o The outcome of the formal procedure 

o The reasons for that decision 

o The action, if any, he or she intends to take in relation to the matter. 

The reasons provided by the Chief Executive Officer need not be detailed nor must they include a detailed 

analysis the evidence or other matters considered by the resolution officer or the appointing officer. In 

appropriate circumstances, the appointing officer may simply elect to adopt the resolution officer’s report 

and recommendations for the reasons set out in that report. 

The decision of Chief Executive Officer is the final step in the grievance procedure and is not subject to an 

appeal or review. 

15.3 Record Keeping 

The Organisational Development team/ESC will be responsible for ensuring all records relating to a 

grievance or disciplinary process will be maintained in accordance with the Shire of Capel Records 

Management Procedure. 

16.0  DFES Standard Operating Procedure 

DFES has developed Standard Operating Procedures (SOP’S) and Standard Administrative Procedures (SAP’s) for the 

operation of Bush Fire Brigades. To promote consistency and commonality the Shire may adopt DFES standard 

operating procedures and/or standard administrative procedures as they apply to Bush Fire Brigades. Where a DFES 

SOP or SAP conflicts with this document, this document shall be the overriding policy. 
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6.2. Bush Fire Advisory Committee Chair and Deputy Chair Appointment 

 
Author EA to CEO and Shire President: Corporate Administration, B Clayton 

Authorising Officer Acting Chief Executive Officer, Gary Clark 

Nature of the Decision Legislative 

Attachments Nil 

Confidential Status This item is not a confidential matter. 
 
 
Proposal 
 
The Bush Fire Advisory Committee is requested to appoint a new Committee Chairperson and 
Deputy Chairperson. 
 
 
Officer’s Recommendation 
 
The Bush Fire Advisory Committee recommends to the Council: 
 

1. That _______________ be appointed as Chairperson for the Bush Fire Advisory Committee. 
 

2. That _______________ be appointed as Deputy Chairperson for the Bush Fire Advisory 
Committee. 

 
 
Background 
 
The current Chair of the Bush Fire Advisory Committee, Barry Bell has been appointed for a number 
of years. 
 
Barry Bell has taken over the role of Chief Bush Fire Control Officer and has chosen to step back 
from his role as Chair of the Bush Fire Advisory Committee. 
 
Previous Council Decisions 
 
25 October 2023 - OC/2023/188 - Council appointed members to the Bush Fire Advisory 
Committee following the Election.  
 
29 January 2025 – OC/2025/4 - Update to Committees of Council Terms of Reference. 
 
 
Decision Framework 
 
Shire of Capel Strategic Community Plan 2021-2031 
 
Direction 4 - Deliver good leadership, governance and decision-making 
4.1 Effective and compliant governance 
 
Direction 6 - Effective communication, engagement and relationship development 

6.2. Bush Fire Advisory Committee Chair and Deputy Chair Appointment 
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6.1 Greater trust and the development of positive relationships within the Shire and with the 
community 
 
Corporate Business Plan 2024-2028 
 
GOV 40 - Council Meeting Support - Production and distribution of meeting agendas and minutes 
for council, committee and internal meetings. 
 
 
Statutory Framework 
 
Local Framework 

Bushfire Brigades Local Law 2016 
 
State Framework 

Local Government Act 1995  
 
Subdivision 2 – Committees and their meetings  
 
5.10. Appointment of committee members  
 
‘(1) A committee is to have as its members —  

(a) persons appointed* by the local government to be members of the committee (other   
than those referred to in paragraph (b)); and’ 

 
Federal Framework 

There are no federal frameworks relevant to this item. 

 
 
Policy Framework 
 
The following Shire Policies apply: 
 
- Standard operating procedures 
 
 
Implications 
 
Risk Implications 
 

Risk Likelihood Consequence Mitigation 

Risk 1 
 

Unlikely 
 

Minor 
 

Ensuring there is an appointment for 
Chair and Deputy Chair endorsed by the 
Bush Fire Advisory Committee. 

Risk Description: Ensuring that an endorsed and appropriate Chair and Deputy Chair are 
appointed to the Bush Fire Advisory Committee to maintain smooth running of meetings. 
Opportunity: The continuation of correct Governance through the Bush Fire Advisory Committee 
Meetings. 
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Financial Implications 
 
Budget 
 
There are no financial implications relevant to this proposal. 
 
Long Term 
 
As no assets/infrastructure are being created, there are no long term financial implications 
relevant to this proposal. 
 
Sustainability Implications 
 
Climate Change and Environmental  
 
There are no relevant climate change and environmental implications relevant to this item. 
 
Social  
 
There are no relevant social implications relevant to this item. 
 
Economic 
 
There are no relevant economic implications relevant to this item. 
 
Asset 
 
There are no relevant asset implications relevant to this item. 
 
 
Consultation/Engagement 
 
External Consultation 

Consultation with the members of the Bush Fire Advisory Committee members, nominees called 
for and voted by members. 
 
Internal Consultation 

Internal Consultation with the Governance Team and CEO to discuss new Chair and Deputy Chair 
appointments. 
 
 
Officer Comment 
 
The Committee is to recommend the appointments of a Chair and Deputy Chair of the Bush Fire 
Advisory Committee to ensure the most appropriate representatives 
 
Recent changes through the Local Government Amendment Bill 2024 have included updates to 
Committees of Council. The new legislation now requires all presiding members and deputy 
presiding members to be appointed by the Council, by an absolute majority vote. 
 
Previously, the presiding member and deputy presiding members would be appointed through an 
election held within the Committee. The election was required to be in accordance with Schedule 
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2.3, Division 1 of the Local Government Act 1995, which meant that optional preferential voting 
was to occur through a ballot process. 
 
Now, the first Ordinary Meeting of Council held post-Election, the Council will endorse the presiding 
member and deputy presiding member of each Committee of Council. 
 
Changes to representation are required to be appointed through an Absolute Majority Vote of the 
Council. 
 
 
Summary 
 
Following the decision of the Bush Fire Advisory Committee, a report will be presented to the 
Council for formal appointment of the Chair and Deputy Chair of the Bush Fire Advisory 
Committee. 
The relevant members will be notified of appointment once adopted. 
 
 
Voting Requirements 
 
Simple Majority  
 
  

Officer’s Recommendation – 6.2. 

 
The Bush Fire Advisory Committee recommends to the Council: 
 

1. That _______________ be appointed as Chairperson for the Bush Fire Advisory Committee. 
 

2. That _______________ be appointed as Deputy Chairperson for the Bush Fire Advisory 
Committee. 
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7. Brigade Reports 
 
CAPEL CHIEF BUSHFIRE CONTROL OFFICER REPORT 
 

Since assuming the role from Chris on 1 June 2025, there have been nine call-outs up to 1 
September 2025. These included four scrub fires, two vehicle fires, and three structure fire reports; 
all incidents were minor, with the structure fire reports determined to be false alarms. 

Bunbury Fire and Rescue visited the Boyanup Shed and provided an update focused primarily on 
house and vehicle fires, with particular emphasis on the risks associated with lithium batteries. 
Lithium battery fires present significant challenges, and our strategy will involve managing grass 
and scrub fires locally, while leaving battery-related incidents to the Red Trucks. All volunteers 
must be informed that smoke and fumes from lithium battery fires are extremely toxic; it is 
recommended to remain at least 30 metres upwind from such incidents. 

The Shire has appointed two Deputy Chief Bushfire Control Officers (DCBFCOs). After consultation 
with several members, I believe adopting a North–South operational boundary would be 
advantageous. The proposed boundary is: Jilley Road south to Boyanup West Road, west to Elgin 
Road, south to Weld Road, and then from the Weld Road intersection south to the end of Weld 
Road. The Deputy North’s jurisdiction would cover areas north and east of this line, while Deputy 
South would oversee the southern and western regions. This adjustment does not affect any 
existing brigade or FCO boundaries. 

The Chief Bushfire Control Officer (CBFCO) will serve as incident controller for most fires unless 
delegation is given to the respective area Deputy. For major incidents requiring all brigades to 
respond, both Deputy North and Deputy South will assist at control. For minor incidents, the 
relevant area Deputy will attend control, and the other Deputy will attend in the brigade vehicle if 
deployed. 

 

Barry Bell  

Capel CBFCO 
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BRIGADE TRAINING COORDINATOR REPORT 
 

All brigades are currently completing the required Competency Checklist along with brigade-
initiated training. Most brigades are incorporating a social aspect after each training session for 
members. 

Inter-brigade training continues to be beneficial. Different training styles, content emphasis, 
opportunities and social interaction assisting in cohesion between brigades. 

Some “extra” training opportunities offered have been: 

A visit to the RAC Helicopter base and EV and household storage battery awareness with Bunbury 
FRS 2nd. Thank you to Daniel Tait for his role in both opportunities. 

Thank you, Jeff Mc Dougall and Glenys Malatesta, for hosting and offering brigades the 
opportunity to acquaint themselves with property fire mitigation management. Thus, enabling 
pertinent and practical advice for landowners re effective preparation for summer. 

It is pleasing to see members upskilling themselves. Courses completed are Sector Commander 
and Team Leader. Other courses enrolled in are Ground Controller and Incident Controller Level 1. 

Brigades have also been completing the new Shire Code of Conduct.  

Other training, yet to be completed are BGU Management Workshop on 20th September in Bunbury. 
There are several brigade members attending. The course involves: Leadership Breakout Groups 
targeting BFBs, Onboarding and retaining volunteers, using story telling as a Training Superpower, 
Connecting and matching volunteers to roles and expectations and resolving conflicts and 
grievances, and 

Ground Controller course when the weather warms up. Details later. 

Basic training was offered to five prospective volunteers from the shire, along with five from other 
shires in June. Unfortunately, only one from the Capel Shire attended. Attempts to reschedule the 
basic training for the remaining volunteers has not been unsuccessful. 

Thank you to the brigade trainers for your enthusiasm and willingness to accommodate the needs 
of your brigade and work commitments of volunteers. Effective training of the volunteers would 
not be possible without your valuable efforts. 

Thank you, Andriena, for your continued support, encouragement and gentle prompts. 

 

Phil Allen 

Training Coordinator. 

 

 
BRIGADE REPORTS 
 
(in the interest of time efficiency reports to be accepted as presented, not read aloud at the meeting) 
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Brigade: Elgin 
 
Name: Brad Scott 
 

Fire Call Outs  
Four callouts 
 
 

Appliance and Equipment  
Brigade Training   

Standard off season training and compulsory 
competencies   
 
 

Meetings Held  
 
 

Membership – Recruitment/Resignation  
Concerns  

 
Initiatives  

 
 
 

Other news . 
 
 

 
Item/s for BFAC Discussion: (please note if any) 
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Gelorup Bush Fire Brigade  
 

Activity since the last BFAC meeting May 2025. 

Currently Gelorup VBFB has 22 active members (including ancillary). 

Training: Regular training sessions are now taking place Monthly (Subject to call-outs). 

Refresher training has been completed on: 

• Burn-over survival training (compulsory) [01/09/2025]. 
VPower (vehicle) Inspections and AVL Tests (1st of each month) 

• Fire Extinguishers and Blankets. 
• Facilitator Training - Online 

Local Callouts:  

Local callouts this period, most significant being Dalyellup Beach fire (Harewoods Rd.), 
Bussell Hwy/Brockway Drv, Car Fire Bussell Hwy. 

Deployments:  A number of Gelorup Brigade members have assisted with out of area 
requests from DFES. 

• 1 May Overnight Collie 
• 19 May Collie Buckingham Fire 

 
Other Activities: 
 
May 6 Brigade Boundaries meeting 
May 7 Southern Ports Grant Program Promotion.  
May 15 WA Volunteers Week – Awards Dinner (Glenys Malatesta State runner up) 
May 24 Volunteers Week Breakfast – All brigade members and families (Grant received) 
May 27 HRB Sheoak Park 
June 13 -15 Community Engagement Facilitator Forum Busselton 
July 15 School Visits Dalyellup Day Care Centre 
July 23 New Radios for Light Tanker and 3.4U installed 
Aug 17 Toy Boat Races 5 Mile Brook Sheoak Park 
Aug 26 – 29 AFAC Conference and WAFES Awards Gala Dinner (Jeff McDougall received The 
Murray Lang Bush Fire Service Award) 
Sept 14 - Property walk through with fire brigade members coming from Perth. Held at home 
(Yalinda Drive) in conjunction with DFES. Community Preparedness. (Letter box drop to advise the 
event) 
 
 
Future Commitments: 
 
20th September BGU Management Workshop – Mantra Bunbury 
26th September School visit to Gelorup Station – Bunbury Cathedral Grammar 
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BRIGADE REPORT 
 
Brigade: STIRLING VBFB 
 
Name: Ian Cocker (Captain) 
 

Fire Call Outs From 03/04/25: 
29/04 Ludlow Road North (Dunkleys) 
08/05 Lot 212 Goodwood Road 
 
 

Appliance and Equipment Laptop – lost access to Word again. Ongoing 
problem. Using own computer. 
 
Water tank in front of the fire shed is now 
operational. 
 
Upgrades to yellow and black face radios on Stirling 
2.4 and yellow face base station completed. 
 
Awaiting PPE order (includes kit for new member). 
 
Awaiting installation of a Fire Danger Rating board 
on the entrance to Peppermint Grove Beach. 
 

Brigade Training  DFES Training 
One new member (Hayley Williams) has completed 
the DFES modules (Firefighting Skills and Bushfire 
Awareness). 
 
Annual Training 
Two one-hour modules have been held: 
Module 1 (Appliance Re-familiarisation and 
Operation) on 13 and 16 July – 9/15 members 
attended; and 
Module 2 (Burn-over Drill) on 10 and 11 August - 
10/15 members attended. 
 
Module 3 (Radio Usage and DFES Comms) – 
scheduled for 14 and 17 September 
Module 4 (Hydrant Maintenance) – scheduled for 
11 and 25 October. 
 
Further dates for Modules 1 and 2 being arranged 
to get as many members accredited as possible. 
 

Meetings Held Nil 
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Membership – Recruitment/Resignation New members – nil 
Possibly will lose 2 members (not undertaking 
annual accreditation). 
 

Concerns Stirling Appliance Replacement (1.4) 
Unsure of appliance replacement date. Informed 
that the current 2.4 can be used until receipt of and 
training on the new vehicle. 
 
New Brigade Shed  
We understand that there is provision in the Shire’s 
forward planning documents (2026/27) to replace 
the Stirling Shed. We would request early 
consultation in this regard on specification and 
positioning. 
 
Firebreaks and Access Tracks 
The track constructed through the tuart forest 
(North Ludlow to Gun Club Road) has still not been 
undertaken to the appropriate standards (4m width, 
passing bays every 200m and turning facilities 
every 500m). 
 
Maintenance has been carried out on both the: 

• Lookout Reserve; and 
• Hardey Terrace/Lang Cove Reserve 

There is still concern regarding the level of access 
to the Lang Cove Reserve. 
 
A further limestone track (fire access way) was 
installed between Barndi Walk and the DUP off 
Peppermint Grove Terrace. Apparently inadequate 
funding has resulted in no gates being installed. 
Furthermore, as it exceeds 300m there should be a 
passing bay as well as a turning facility at the end. 
The track has now been fenced off and we are 
advised that it is not to be used for fire access. 
 

Initiatives Peppermint Grove Beach and Capel River Foreshore 
Fire Mitigation Access   
There is very limited access to these foreshore 
areas that are in very close proximity to housing. 
The only way to access the PGB foreshore (other 
than by air) is by deploying hoses from the nearest 
road network (approx. 60m away). The river 
foreshore is inaccessible to appliances – 
backpacks have been used in the past. Key access 
points for hose access have been identified; there 
are still a number of areas where access cannot be 
achieved.  



DFES Southwest BFAC report Capel       08/09/2025 

 Seasonal Bushfire outlook  

Despite large parts of the country more likely to receive wetter than normal conditions, there 

remain parts of the east and west where there remains a heightened risk of fire. 

The Outlook for spring 2025 identifies a heightened risk of fire for the Dampier Peninsula, Derby 

Coast and the Central Kimberley, Little Sandy Desert, and south-eastern Pilbara in Western Australia, 

the south-eastern agricultural areas of the Murraylands in South Australia, and the south, 

southwest, central, and southwest Gippsland regions in Victoria. 

The higher risk of fire in WA follows increased fuel growth following seasonal rains, coupled with the 

predicted warmer than normal temperatures and higher likelihood of below average rainfall through 

spring. 

Towards the southeast of Australia, surface moisture hides deeper drying that has resulted from 

long term rainfall deficiencies that have built over the last 12-18 months. Some places have reported 

their lowest ever rainfall during this period. If spring rainfall doesn’t eventuate, the conditions will 

rapidly switch to an increased risk of fire. 

Training  

Out of the courses run so far (March to August), 2 courses have been cancelled however neither of 

them impacted Capel BFB volunteers. Capel BFB volunteers have made 22 course applications this 

year, two have been unsuccessful (both On Road Driving), all others have been offered places on 

regional courses. 

  

2025 course cancellations: 2 

2025 courses completed: 25  

2025 remaining courses planned: 6 
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Aboriginal Cultural heritage ( ACH )  

DFES SW Superintendent is working with DPLH for points of contact within the Southwest region to 

aid in fire response queries in areas of ACH, once established the contacts will be advised.   

High Season Fleet  

DFES SW have managed to keep 2x LT and 1 x 2.4 for mitigation fleet. Should the Shire require them 

to assist in completed prescribed burns, please reach out.  

DFES Machinery contractors  

A review with DFES procurement is currently underway with an attempt to add a few more local 

contractors onto the DFES procurement list for suitable equipped and experienced machinery / 

operators in fire suppression. For Collie area this would include TandR contracting and Cardinal’s 

contractors  

Pre-season Forum  

DFES SW have commenced planning for a pre-season forum to be held at the sanctuary on the 1st of 

November, invites to be sent in due course.   

BGU Management workshop  

The SW Region has implemented a brigade management workshop on Saturday 20th September 

0900 till 1600hrs at the Bunbury Lighthouse. RSVP’s have closed but if you wish to attend contact 

vmso.southwest@dfes.wa.gov.au or 9780 1953 

New Urban Area Officer  

Jeremy Willis has been appointed as Area Officer Forrest. Jeremy will be managing the Brunswick, 

Collie, Harvey, Waroona and Pinjarra Volunteer Fire and Rescue Services. Jeremy comes with 30+ 

years of firefighting experience. He was an Area Officer in the Goldfields Midlands Region for 6 years 

and has more recently been working in the DFES State Operations Centre. 

 

Rowan Hunter 

Acting Area Officer Preston  

 

Lot 719 South West Highway Bunbury WA 6230 

M: 0427 011 386  /  E: Rowan.Hunter@dfes.wa.gov.au 

 

 

 

AGENDA - Bush Fire Advisory Committee - 17 September 2025

Attachment 7.8.1 BFAC Capel 04 09 2025 Page 71 of 74



AGENDA - Bush Fire Advisory Committee - 17 September 2025 
 

 
    Page 72 of 74 

 

Attachment_7.8.1_BFAC_Capel_04_09_2025 page 2 
  



AGENDA - Bush Fire Advisory Committee - 17 September 2025 
 

 
    Page 73 of 74 

 

Emergency Services Coordinator Report 
 
Boyanup Light Tanker  
Following the burnover of the Boyanup Light Tanker (incident 705705) on the 7 January 2025, the 
decision was made by LGIS insurance to repair the vehicle.  The vehicle has been returned to station 
on the 25 August 2025.  The Shire is grateful to DFES for the support in providing a high season 
appliance for the 8 months it took for the appliance to be back online. 
 
Local Government Grants Scheme 

Capital Grants  

The Shire of Capel has approved capital grants for the 2025/26 financial year a 1.4 appliance for 
both Elgin and Stirling Bush Fire Brigade. 

Operating Grants 

The Shire of Capel has been successful in approved operating grant for the 2025/26 of $131,400.  
The additional $24,100 is primarily for the funding of a minor upgrade to the Boyanup Bush Fire 
Brigade training and Captains room including air conditioning, flooring, Smart TV and window 
treatments. 

Local Recovery Plan and Animal Welfare Plan  

At the Local Emergency Management Committee (LEMC) meeting on the 3 September 2025, the 
LEMC approved both the Local Recovery Plan and Animal Welfare Plan as sub plans to the Local 
Emergency Management Arrangements. 

These plans would guide the community recovery response following an emergency including 
bushfire if a significant bushfire occurred.  It is noted that the Animal Welfare Plan is for the 
management of domestic animals as livestock during and after a bushfire (or any other emergency) 
is the responsibility of the Department of Primary Industries and Regional Development (DPIRD). 

Bushfire Mitigation 

The Shire is continuing to undertake mitigation works in the 2025/26 financial year, funded by the 
State Mitigation Activity Fund Grant Program (MAFGP) with the significant mitigation works totalling 
just over $240,000 for this year and major works including: 

• Surfacing of fire access tracks in reserve 23000 (along Bussell Highway between 
Harewoods and Lakes Roads) – ($218,500) 

• Fire access track (asset separation) behind houses at the northern end of Peppermint Grove 
Terrace (Complete)  

• Surfacing of fire access tracks in Rosewood estate north Boyanup ($99,950) 
• Mechanical Fuel Reduction in the Rosewood Estate reserve that runs in the creek line of the 

estate ($24,150) 
• Upgrade overgrown fire access track in Hurst Rd Gwindinup ($22,250) 
• Upgrade overgrown fire access track in Dardanup West Rd North Boyanup ($26,200) 
• Mechanical Fuel Reduction behind parking bay Dardanup West Rd ($5,200) 
• Mechanical fuel reduction at the lookout in Peppermint Grove Beach ($7,100) 
• Mechanical fuel reduction behind homes in Digger Place ($10,200 
• Mechanical Fuel Reduction at Ironstone Gully Falls ($5,250) (Complete)  
• Mechanical Fuel Reduction Maslin St Capel ($4,900) 
• Planned burn at Ironstone Gully Falls (1 of 2 cells)  
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  Appliance Servicing  

Request for quotation process complete and has been awarded with servicing to be field service 
during October. 

 
 
8. General Business 
 
 
9. Meeting Closure 
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