Bush Fire Advisory

Notice of Committee Meeting

The next Bush Fire Advisory Committee meeting of the Shire of Capel will be held on Wednesday
17 July 2024 in the Council Chambers, Forrest Road, Capel commencing at 7:30 pm.

-

Gordon MacMile
Chief Executive Officer
16 July 2024
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SHIRE of

CAPEL

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.

Acknowledgement of Country

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.

Our Vision

A lifestyle of choice; connecting community, culture and country.

Our Values

Honesty

We are respectful in all that we do, and all interactions we have,
whilst being inclusive and mindful of differences.

We are kind and show understanding of peoples circumstances,
perspectives and differences.

Accountability

We are transparent in all that we do, and stay true to our word by
taking responsibility for our actions.

Respect

We are respectful in all that we do, and all interactions we have,
whilst being inclusive and mindful of differences.

Teamwork

We are cooperative, collaborative and united while working towards
common goals of our Shire
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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 - 17 April 2024

Voting Requirements

Simple Majority

Officer's Recommendation — 4.1.

That the Minutes of the Bush Fire Advisory Committee Meeting - 17 April 2024 be confirmed as a
true and correct record.

5. Presentations - Nil
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6. Reports

6.1. Bush Fire Brigade - New Member procedure

Author Emergency Services Coordinator, Andriena Ciric
Authorising Officer Chief Executive Officer, Gordon MacMile

Nature of the Decision = Review

1.  SoC Management Procedure - new member [6.1.1 - 2 pages]
2. SoC Management Procedure - Brigade induction checklist [6.1.2 -

1 page]
3. SoC Management Procedure - BFB member uniform order [6.1.3 -
1 page]
Attachments 4.  SoC Management Procedure - New member information letter
[6.1.4 - 2 pages]
5. DFES volunteer-selection-and-onboarding-recruitment-diagram-pdf
[6.1.5- 1 page]
6.  DFES supporting-new-volunteers-pdf [6.1.6 - 32 pages]
Confidential Status This item is not a confidential matter.
Proposal

The Committee to consider and support the developed management procedure for new volunteers,
as well as additional information provided by DFES on successfully supporting new volunteers
when joining a Bush Fire Brigade.

Officer's Recommendation

The Committee supports the new member management procedure, as well as additional
information provided by DFES on successfully supporting new volunteers when joining a Bush
Fire Brigade as attached to this report.

Background

The BFAC meeting held on 17 April 2024 agreed that the Shire of Capel would develop an
information package to be provided to brigades for use for prospective new volunteers by the 1
July 2024.

Decision Framework

Shire of Capel Strategic Community Plan 2023 - 2033

Direction 4 - Deliver good leadership, governance and decision-making
4.1 Effective and compliant governance

Page 5 of 48



SETCy,
by 2 . . .
AGENDA - Bush Fire Advisory Committee - 17 July 2024

Corporate Business Plan 2023-2027
SENV 24 - EMS: Administration of Bush Fire Brigades - 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

There are no local frameworks relevant to this item.

State Framework
Bush Fire Brigades Act 1954
Federal Framework

There are no federal frameworks relevant to this item.

Policy Framework

- There are no Council policies relevant to this item.

Implications

Risk Implications

Risk Likelihood Consequence | Mitigation
Risk 1
Service Delivery Possible Minor

Providing clear and consistent process

Rating: Low

Risk Description: New members being delayed in being able to actively participate in brigade
activities

Opportunity: Providing a consistent approach to the process for new members joining a Bush Fire
Brigade

Financial Implications

Budget

There are no financial implications relevant to this proposal.
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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
DFES information regarding new volunteers.
Internal Consultation

Chief Executive Officer

Officer Comment

The documented management procedure provides for a clear and consistent approach to the
procedure for a member to join a Bush Fire Brigade, noting the following attachments.

e 5.1.1 — Shire of Capel Management Procedure — Member uniform order

e 5.1.2 - Shire of Capel Management Procedure — Brigade induction checklist

e 5.1.3 — Shire of Capel Management Procedure — New Member

e 5.1.4 — Shire of Capel Management Procedure — New Member Information letter
e 5.1.5 - DFES volunteer selection and onboarding recruitment diagram

e 5.1.6 — DFES supporting new volunteers.

Effective onboarding, training and equipping new BFB members requires the timely provision of
necessary information (from the volunteer), completion of required training (volunteer, brigade nd
Shire) and the equipping of essential PPE.
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All parties must follow established procedures and be accountable to fulfilling their obligations to
ensure this is a quick, positive and effective process to enable a new volunteer to become
operational as soon as possible.

Voting Requirements

Simply Majority

Officer's Recommendation — 6.1.

The Committee supports the new member management procedure, as well as additional
information provided by DFES on successfully supporting new volunteers when joining a Bush
Fire Brigade as attached to this report.
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AR Management Procedure

-
& SHIRE of

APEL Bush Fire Brigade
New membership procedure

Purpose

The purpose of this procedure is to provide Brigades with a step-by-step process for new Bush Fire Brigade
membership applications.

Procedure

Step 1 — Application

1. New member to complete and sign Application to Join a Bush Fire Brigade form.

2. Brigade Captain/Secretary to sight and verify the candidate’s ID by completing the declaration on
the completed Application to Join a Bush Fire Brigade form, then sign, date and forward to the Shire
for processing.

Step 2 - Registration

1. Shire to begin new member registration process and invite new member to complete their online
Volunteer National Police Check (VNPC) and Shire Work Health & Safety (WHS) induction.

2. Once VNPC and Shire WHS induction has been completed and VNPC received and approved, a
DFES ID number will be generated.

3. DFES will send new member their DFES membership email including DFES Volunteer ID number.

Step 3 —Volunteer Hub, eAcademy and Training Prerequisites

1. Brigade Captain/Delegated Officer to complete and sign the ‘Volunteer Firefighter Brigade
onboarding checklist’ and forward to the Shire for registration.
2 With the support of the Captain/Delegated Officer the new member is to register on the DFES

Volunteer Hub using their DFES ID number and be shown eAcademy platform for DFES training
course applications.

3. Via eAcademy complete the AlIMS Awareness (online) course and apply for the relevant training
prerequisites (Bushfire Safety Awareness and Bush Firefighting Skills).

Step 4 —Personal Protective Clothing/Equipment (PPC/E)

1. Once registered on DFES prerequisite course (Bushfire Safety Awareness and Bush Firefighting
Skills). The Captain/Delegated representative will provide the new member will receive a PPC/E
Order Form to complete and return to their Brigade Captain.

2. Brigade Captain/Delegated Officer to sign completed PPC/E Order Form and forward to the Shire
for processing.

3. Shire to process, order, and issue new member with requested PPC/E.

Attachments

Application to Join a Bush Fire Brigade Form
Volunteer National Police Check

Brigade induction checklist

PPC/E Order Form

New member information letter

aprwdE

Management Procedure Bush Fire Brigade 1
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Department: Next review:
Reviewer: Legislation:
Adopted: Delegation:
Amended: Risk:
Policy ref #: Version:
Management Procedure New membership procedure 2
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e o Volunteer Firefighter
'APE]l Brigade onboarding checklist

New member name: DFES ID number
Inducting officer: Date:
Brigade:

Has a copy of the Shire's Bush Fire Brigade Guidelines and Bush Fire Brigades Local
Law been provided to the member.

Has the new member competed the Shire WHS induction

Has the member been introduced to key personnel of the Brigade:

(Captain, Lieutenants, FCQO'’s, Training Officer, Equipment Officer, Secretary)

Has the chain of command been explained for the roles above

Has the member been given a contact list of key personnel in the Brigade

Has the member been informed of turnout procedures, training nights and meetings
Has the new member registered on the DFES volunteer hub and applied for training
Has the member been informed about the sign-in book

Has the member been advised about confidentiality of information

Has the member been informed about the Brigade's Operational Profile

Has the member been advised that they cannot speak to the media

Has the member been informed about the process of issue of Level 1 personal
protective clothing (PPC) and personal protection equipment (PPE)

Station orientation

Stores

Sign in book

First aid kits

Entrances/ Exits

Toilets / Change rooms

Storage space for personal items
Fire exits and assembly points
Car parking

Acknowledgement

l, confirm that | have been shown and understand all the
above items and activities.

Signature of volunteer: Date:

l, confirm that | have shown and explained the above
items and activities with the above-mentioned volunteer.

Signature of delegated officer: Date:

Attachment 6.1.2 SoC Management Procedure - Brigade induction
checklist Page 11 of 48
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Volunteer Firefighter
BFB member uniform order

Please enter your details and PPC/E sizing below and mark whether it is new or
replacement issue. To obtain an accurate size, it is suggested that you first try on the

various PPC/E items, which are available at the Shire of Capel.

Once complete, please return this form to your Brigade Captain or Delegated Officer to

be forwarded to the Shire.

Name:

Brigade:

DFES ID:

Item

Detail

New

Replace

Helmet & Torch:

Jacket:
(82-117)

Trousers:
(82-117)

T-Shirt
S-XXXL

S-XXL

Gloves

Boots (incl Zip Kit)

(AU mens size)

Full Face Respirator
(M, L)

Captain/Delegated Officer Name

Captain/Delegated Officer Signature

Date:

Attachment 6.1.3 SoC Management Procedure - BFB member

uniform order
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Name
Address Line 1
Address Line 2

Dear (insert name of volunteer),
Thank you for your interest in joining the Shire of Capel Bush Fire Services.
What happens next?

Registering

Your application will commence with the Shire organising a Volunteer National Police
Check in which you will receive an email asking you to complete certain information. The
sooner you complete the required information the sooner we can progress your
application as a Volunteer National Police Check is required before registering you as a
volunteer.

As part of the registration process you will also be required to complete the Shire of Capel
Work Health and Safety induction that introduces the policies and procedures relevant to
being a Bush Fire Brigade volunteer.

Once both the volunteer National Police Clearance and Work Health and Safety Induction
have been completed your application will be approved by the Shire of Capel to be
registered with the Department of Fire and Emergency Services and you will receive an
email advising that you have been registered as a volunteer and you will receive your DFES
volunteer identification number (Volunteer ID). This Volunteer ID will enable you to
register on the DFES Hub and provide access to a range of information including News,
circulars, projects, events, and training (via eAcademy). You are also able to keep your
personal information up to date in the ‘My Profile’ section.

During the registration process the Brigade Captain or nominated representative will
introduce you to the brigade, provide an overview of the station and equipment, general
expectations and reporting requirements.

Training

Training is an important aspect of the Bush Fire Service and is aimed at keeping everyone
safe by understanding your role as well as the risks, equipment, and environment of the
Bush Fire Service.

—

PO Box 369, Capel, WA 6271« (08) 9727 0222 - info@capel.wa.gov.au * www.capel.wa.gov.au

Attachment 6.1.4 SoC Management Procedure - New member
information letter Page 13 of 48
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As a new volunteer before you can participate in active firefighting you will need to
complete certain training which is delivered both online and in person. The minimum
prerequisite courses are:

e AlIMS Awareness (online)
e Bushfire Safety Awareness (2 days face-to-face)
o Firefighting Skills (2 days face-to-face)

The Shire has an ongoing requirement for volunteers to participate in Brigade training with
most brigades holding monthly training sessions. Each year members are required to
participate in at least four (4) training sessions to develop and maintain their skills for
active firefighting call outs. To continue to operate in your role, you must maintain the
competencies required and an appropriate level of fitness as roles are physically
demanding.

Uniforms

Once you have registered for the above courses either through the Brigade Equipment
Officer or by contacting the Emergency Services Coordinator at the Shire of Capel you will
be provided a uniform including:

e Helmet

e Tunic

e T-Shirt

e Gloves

e Full face Respirator
e Boots

If you are joining as an active firefighter, you will also be added to the text messaging
service and BART app to receive notifications of fires requiring response by your brigade.
Your Captain and Training Officer will explain these processes during your training
sessions.

Once again, | thank you for your commitment to joining the Bush Fire Service and hope
that your volunteering role is a positive and rewarding experience.

If you have any questions, | can be contacted on 0408 953 535.

Kind regards

Andriena Ciric
Emergency Services Coordinator
Shire of Capel

Date

Attachment 6.1.4 SoC Management Procedure - New member
information letter Page 14 of 48
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Volunteer Selection and Onboarding DFES
- Recruitment Campaigns
- Volunteer Role Descriptions
- Recruitment Website, Newspaper, social media
- advertised positions
- Information sessions - speak with existing :
Selection volunteers, talk about the roles and team —
Funnel :
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- Interview/Selection panel 2 month
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- Attendance at training and social event U 9 ful
to experience the group and volunteering . n;s%cetss u
(possible work assessment) canaidates
- Offer for prospective volunteer/s to join under .......:
probation and team up with mentor
Successful
candidates
Probationary 5 Steps for Onboarding Active Volunteers
Volunteers and
Mentors

—> 1.Registering —> 2.Inducting —> 3.Supporting —> 4. Training —> 5.Engaging —>

Probation timeline and milestones

Attachment 6.1.5 DFES
volunteer-selection-and-onboarding-recruitment-diagram-pdf
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Department of Fire &
Emergency Services

Supporting New
Volunteers

A resource on how to onboard your
volunteers in their first year

Strategic Volunteers and Youth Program
Page 16 of 48
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Summary

What is onboarding? What is involved in
onboarding volunteers?

Onboarding is the process where a new volunteer learns
everything they need to know when they first enter a
Brigade, Group or Unit (BGU). Onboarding involves more
than just training new volunteers, it also includes engaging
with them and helping them bond with experienced
volunteers. Through proper onboarding, new volunteers will
gain the following capacities:

Onboarding includes a few steps and this guide
will help you take your new volunteers through
them.

The steps are:

1. Registering your new volunteers.
KNOWLEDGE SKILLS

What they need to What they need to 2. Inducting your new volunteers.
know. learn.

3. Supporting your new volunteers.

ATTITUDES BEHAVIOURS 4. Training your new volunteers.

How they should think How they should act.
and feel.
5. Engaging your new volunteers.

This handbook is designed to help you, as a leader of

For each onboarding step, this guide will give you
volunteers, onboard your new volunteers!

some suggested strategies and practical how-to
tips on how to help your new

How Iong does Onboarding volunteers fit in and be well-supported when
usually take? they join your BGU.

We understand that that every BGU has a
Every volunteer’s situation will be different, but different structure or may have different

onboarding usually takes between 4 to 12 months. processes in place. This handbook was created
to help complement (not replace!) those
processes. Happy reading!

©2021 DFES VOLUNTEER ONBOARDING HANDBOOK
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