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Bush Fire Advisory Committee 

Annual General Meeting Agenda 

1. Welcome, Record of Attendance and Apologies

2. Confirmation of Minutes of the Previous Meetings

2.1 Annual General Meeting held on 5 April 2023 – Attachment 2.1A 

3. Business Arising from Minutes

4. Election of Office Bearers

4.1 Chief Bush Fire Control Officer

4.2 Deputy Chief Bush Fire Control Officer

4.3 Captains (DBFB, MBFB, UBFB)

4.4 Lieutenants (DBFB, MBFB, UBFB)

4.5 Brigade Equipment Officer

4.6 Brigade Training Officer

4.7 Secretary

4.8 Treasurer

4.9 Fire Control Officers

4.10 Dual Fire Control Officers

5. General Business

5.1 DFES Budget Actuals 22/23 and Year to Date 23/24 – will be provided at AGM

5.2 DFES Operation and Capital Grant 2024/2025 - will be provided at AGM

5.3 Fire Brigade Unit Reports

5.4 DFES Local Government Report Package – Attachment 5.4A 

5.5 Confirmation of Member’s List (by Name/Brigade) - Attachment 5.5A

5.6 Firebreak Order 2024/2025 - Attachment 5.6A 

5.7 Bush Fire Brigade Policies and Procedures (update) - Attachment 5.7A 

5.8 Ucarty Bush Fire Brigade – Rename to Ucarty Farmer Response Brigade

Minimum Requirements

Recommendation to Council

5.9 Formation of Ejanding Farmer Response Brigade

5.10 Grant authorisation to the Shire of Dowerin ACEO to allocate existing members.

Recommendation to Council

5.11 General Business

6. Date of Next Meeting

7. Closure
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Dowerin Bush Fire Advisory Committee 

Annual General Meeting Minutes 

5.00pm Monday 6 May 2024 

 

1. Welcome, Record of Attendance and Apologies 

The Acting Chief Executive Officer welcomed those in attendance and declared the Meeting 
open at 5.01pm. 

 Present: 

 

 

Paul Millsteed - CBFCO 

Aaron Wooldridge – SoD ACEO 

Kahli Rose – SoD EGC 

Cr Robert Trepp – SoD President 

Cr Wayne Allsopp 

Gary Rowles – DFES 

Phil Pickering 

Simon Emmott 

 

 Apologies: 

 

 

Kelsi Wells – DFES 

Shane Melvin 

Kahn Crute 

Gavin Hagboom 

Cr Adam Metcalf 

2. Confirmation of Minutes of the Previous Meeting(s) 

2.1 Bush Fire Advisory Committee Annual General Meeting held on 5 April 2023. 

Attachment 2.1A 

Recommendation – 2 

Moved: Phil Pickering Seconded: Paul Millsteed 

 That the Minutes of the Annual General Meeting held 5 April 2023, as presented in 
Attachment 2.1A, be confirmed as a true and correct record of proceedings. 

CARRIED 

3. Business Arising from Previous Minutes 

 NIL 

 

 

 

  

https://dowerin365.sharepoint.com/sites/councillor_portal/portal/committees/Bush%20Fire%20Advisory%20Committee/2024%2004%2029%20-%20Bush%20Fire%20Advisory%20Committee%20AGM/Attachment%202.1A%20-%205%20April%202023%20Minutes.pdf
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4. Election of Office Bearers 

 All positions were be declared vacant and the ACEO called for nominations for the 
following positions: 

Please note, the Shire of Dowerin has historically taken on the Secretary, Treasurer, 
Brigade Equipment Officer, and Brigade Training Officers positions. Due to formalities, 
these must be declared as vacant at the AGM. 

4.1 Chief Bush Fire Control Officer 

4.1 - Nominee: Paul Millsteed – Nominated by Phil Pickering 

Moved: Phil Pickering Seconded: Simon Emmott 

0939 There being no further nominations, BFAC recommend to Council that: 

Paul Millsteed be elected unopposed as Chief Bush Fire Control Officer 

CARRIED 

4.2 Deputy Chief Bush Fire Control Officer 

4.2 – Nominee: Gavin Hagboom – Nominated by Paul Millsteed 

Moved: Paul Millsteed Seconded: Phil Pickering 

0940 There being no further nominations, BFAC recommend to Council that: 

Gavin Hagboom, be elected unopposed as Deputy Chief Bush Fire Control Officer 

CARRIED 

4.3 Captains of: 

 Dowerin Bush Fire Brigade 

Minnivale Bush Fire Brigade 

Ucarty Bush Fire Brigade 

OFFICE BEARERS WILL BE FORWARDED TO THE SHIRE OF DOWERIN 

4.4 Lieutenants of:  

 Dowerin Bush Fire Brigade 

Minnivale Bush Fire Brigade 

Ucarty Bush Fire Brigade 

OFFICE BEARERS WILL BE FORWARDED TO THE SHIRE OF DOWERIN 
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4.5 Brigade Equipment Officer 

4.6 Brigade Training Officer 

4.7 Secretary 

4.8 Treasurer 

4.5  - 4.8 – Nominee(s): Shire of Dowerin 

Moved: Paul Millsteed Seconded: Phil Pickering 

0941 There being no further nominations, BFAC recommend to Council that: 

The Shire of Dowerin, be elected unopposed as Brigade Equipment Officer, Brigade 
Training Officer, Secretary and Treasurer. 

CARRIED 

4.9. Fire Control Officers: 

 Fire Weather Officers 

Bush Fire Control Officers 

Minnivale 

Cadoux-Manmanning 

Ejanding 

Ucarty 

4.9 – Nominee(s): 

Moved: Phil Pickering Seconded: Simon Emmott 

0942 BFAC recommend to Council that the following officers be appointed: 

Position Name Phone 

Fire Weather Officer: Phil Pickering 0429 311 250 

Bush Fire Control Officers: Paul Millsteed 

Phil Pickering 

Aaron Wooldridge 

Deputy CEO 

Ranger 

0427 311 721 

0429 311 250 

0400 546 929 

FCO – Minnivale: Kahn Crute 

Graham Ralph 

0497 112 931 

0427 313 014 

FCO – Cadoux-Manmanning: Alan Bear 

Shayne Booth 

Simon Emmott 

0499 156 500 

0427 732 013 

0428 955 940 

FCO – Ejanding: Paul Millsteed 

Brett Jones 

0427 311 721 

0428 323 012 

FCO - Ucarty: Gavin Hagboom 0427 341 026 
 

CARRIED 
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4.10 Dual Fire Control Officers: 

Shire of Cunderdin 

Shire of Goomalling 

Shire of Koorda 

Shire of Wongan-Ballidu 

Shire of Wyalkatchem 

4.10 – Nominee(s): 

Moved: Paul Millsteed Seconded: Cr Wayne Allsopp 

0943 BFAC recommend to Council that the following persons be appointed as Dual Fire 
Control Officers: 

Position Name 

Shire of Cunderdin Gavin Hagboom 

Shire of Goomalling 
Gavin Hagboom 

Phil Pickering 

Shire of Koorda Alan Bear 

Shire of Wongan-Ballidu 
Simon Emmott 

Paul Millsteed 

Shire of Wyalkatchem Kahn Crute 

CARRIED 

5. General Business 

5.1 DFES Budget Actuals 2022/2023 and Year to Date 2023/2024 

Actuals provided in hardcopy at the meeting. 

Currently have $18,000 unspent funds in expenses for the 2023-2024 FY. 

Shire of Dowerin to liaise with CBFCO regarding maintenance (ongoing hot water issues at the 
Dowerin shed). 

Insurance expenses have been underbudgeted for 2023-2024 FY – to be taken into account 
for 2024-2025 FY. 

Available funds for PPE in the 2023-2024 FY – Shire of Dowerin to discuss purchase of additional 
PPE with the CBFCO.

5.2 DFES Operation and Capital Grant 2024/2025 

The LGGS grant submission was not returned to DFES, and as a result the Dowerin BFB’s will be 
provided a default grant of $32,460.00, which will be allocated by DFES for the 2024-2025 FY. 
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5.3 Fire Brigade Unit Reports 

Dowerin Bush Fire Brigade 

2023 harvest was quiet and went fairly quickly due to low rainfall in the district. 

Several severe storms in January, and members went assisted Wongan Hills BFB during 
the bush fire.  

Ongoing issues at the Dowerin shed – currently no back up power at the shed. Members 
have to open the doors manually, which takes between 12-16 minutes (each). Currently 
taking both appliances out of one door and leaving the roller up due to the timeframe to 
close again. A generator was applied for as part of the LGGS grant for the 2023-2024 
financial year and was not successful. 

Dowerin is scheduled to receive a new appliance in the upcoming financial year. There is 
at least an 18-month delay on delivery. Dowerin will be requesting a 6-wheeler utility as 
the current truck has difficulties with the deep ripping in paddocks and sandy landscape 
in the South area of Dowerin. 

In January Minnivale received their new 4.4 appliance. The Minister has scheduled a hand-
over event on 21 June to be held at the Dowerin shed. 

SoD 

SoD is currently in the recruitment process for a new Compliance Officer – this position 
will provide the administrative support to the BFB’s. 

Minnivale report to be provided at a later date. 

5.4 DFES Local Government Report Package 

 The DFES Report is provided as Attachment 5.4A. 

5.5 Confirmation of Member’s List (by name/brigade) 

 Membership of Brigades report is provided as Attachment 5.5A. 

Rob Trepp – member of Minnivale BFB. Not listed – Shire to follow up. 

Minnivale update to be provided at a later date. 

5.6 Fire Break Order 2024 – 2025 

 2024 – 2025 Firebreak Order is provided as Attachment 5.6A. Please note contact 
details for the CBFCO and DCBFCO will be updated post AGM. 

 

Recommendation – 5.6 

Moved: Paul Millsteed Seconded: Simon Emmott 

0944 That the Bush Fire Advisory Committee recommend to Council that: 

The firebreak order for 2024 – 2025 be accepted and distributed to the community 
with fees and charges for the next financial year. 

CARRIED 

  

https://dowerin365.sharepoint.com/sites/councillor_portal/portal/committees/Bush%20Fire%20Advisory%20Committee/2024%2004%2029%20-%20Bush%20Fire%20Advisory%20Committee%20AGM/Attachment%205.4A%20-%20DFES%20Report%20Package.pdf
https://dowerin365.sharepoint.com/sites/councillor_portal/portal/committees/Bush%20Fire%20Advisory%20Committee/2024%2004%2029%20-%20Bush%20Fire%20Advisory%20Committee%20AGM/Attachment%205.5A%20-%20Members%20List.pdf
https://dowerin365.sharepoint.com/sites/councillor_portal/portal/committees/Bush%20Fire%20Advisory%20Committee/2024%2004%2029%20-%20Bush%20Fire%20Advisory%20Committee%20AGM/Attachment%205.6A%20-%20Firebreak%20Order.pdf
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5.7 Bush Fire Brigade Policies 

 At the September 2023 Ordinary Council Meeting, Council adopted the Dowerin Bush 
Fire Brigade’s policy manual. The manual was created and finalised with the support and 
input of the Chief Bush Fire Control Officer, and Deputy Chief Bush Fire Control Officer. 
This manual has been provided as Attachment 5.7A. 

This item is listed to facilitate discussions or questions relating to manual. 

5.8 Ucarty Bush Fire Brigade – Rename 

 Over the years, the Ucarty BFB framework has seen a shift in office bearer’s roles, and 
how this brigade operates. As this brigade is prominently a Farmer Response Brigade, 
the CBFCO (Paul Millsteed) has recommended that the Ucarty Bush Fire Brigade is 
renamed to the Ucarty Farmer Response Brigade. 

By going down this route, the members of this brigade will only be required to have 
completed the Fire Awareness Course to be eligible to assist with emergency situations. 

This process will see a ‘recruitment drive’ actioned to add residents in the South of 
Dowerin area to the Farmer Response Brigade. These members will also be provided 
with a DFES standard firefighting PPE kit and have the option to futher develop their 
skills through the DFES training portal. 

FRB – North and South of Dowerin. Ucarty has not been allocated a utility in past or 
presently. 

All attendees would then be covered for insurance purposes, provided with PPE and 
trained. 

Recommendation – 5.8 

Moved: Phil Pickering Seconded: Paul Millsteed 

0945 That the Bush Fire Advisory Committee recommend to Council that: 

Authorisation is granted to the ACEO to advise the Fire and Emergency Services 

Commissioner that the Ucarty Bush Fire Brigade be renamed to the Ucarty Farmer 
Response Brigade. 

CARRIED 

5.9 Ejanding Farmer Response Brigade 

 During conversations relating to the name change of the Ucarty Bush Fire Brigade, a 
suggestion was made to develop a second Farmer Response Brigade (FRB)  for the 
North of Dowerin area. As there is already a privately run group of individuals in the 
North Dowerin area that actively assist with fires, we suggest that a formal FRB is 
created to facilitate this.  

In forming this second FRB, the members of this brigade would be provided with a DFES 
standard firefighting PPE kit and would also be required to complete the Fire Awareness 
Course through DFES (also available online). As many residents attended the in-person 
course held approximately two years ago, there would be a limited number of people 
that haven’t already met this requirement. 

To form this brigade, the BFAC will need to put a recommendation to Council that 
authorisation be granted to the ACEO to advise FES Commissioner of the creation of 
the Ejanding Farmer Response Brigade. 

This item is listed for discussion and feedback.  

Community feedback will be sought following this to get an understanding of whether 
this is something the Shire should commence. 

  

https://dowerin365.sharepoint.com/sites/councillor_portal/portal/committees/Bush%20Fire%20Advisory%20Committee/2024%2004%2029%20-%20Bush%20Fire%20Advisory%20Committee%20AGM/Attachment%205.7A%20-%20Policy%20Manual.pdf
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5.10 Grant authorisation to the Shire of Dowerin ACEO to allocate existing members 

 The above proposed structure of the Ucarty BFB, creates two distinct categories of 
member. Bona fide BFB, with supplied specialised appliances/equipment, and Farm 
Response without dedicated appliances. 

It is proposed that members are allocated into the type of brigade which reflects the 
nature of their participation in the service. Those who operate or would be expected to 
operate the supplied fire appliances would be allocated to a settlement brigade. Those 
who turnout with their private fire unit would be moved to the Farm Response Brigade. 

This proposal allows suitable training to be applied to each type of brigade member, 
more training for Settlement Brigade members as the appliances have more equipment 
and features, and they are designated an emergency response vehicle under the Road 
Traffic Act. 

It is anticipated that under this proposed structure that the number of members the 
settlement brigades (Dowerin and Minnivale) would reduce significantly, while the Farm 
Response Brigade would potentially be the majority of memberships.  

To support the allocation of members to the proposed new brigade structure, a 
membership review would be required. The officer recommends a formal process (and 
period) of notification and response.  

This would include writing to all existing members explaining the structure and training 
requirements with enclosed form to: 

a. Confirm personal details; 

b. Nomination of Brigade (Shire to have final say); 

c. Acceptance of membership requirements; 

d. Provide opt-out option. 

Members who do not respond will be considered as opting-out and membership 
suspended. It is recommended the above process also include advertising via other 
means to ensure that missed mail or unadvised address changes do not result in 
unnecessary membership suspensions. 

 

Query re – dual membership of brigades. 

Currently experiencing issues with lack of members qualified to use appliances. 
BFB could call on FRB members when unable to source  

Recommendation – 5.10 

Moved:  Paul Millsteed Seconded: Simon Emmott 

0946 That the Bush Fire Advisory Committee recommend to Council that: 

1. Authorisation is granted to the ACEO to contact and/or advertise to 
landholders within the Shire of Dowerin, informing them of a membership 
review, advising requirements, and required actions. 

2. Authorise the ACEO to allocate members to brigades as appropriate based 
on review of responses received. 

3. Authorise the ACEO to suspend membership of members who do not respond 
in line with the membership review requirements. 

CARRIED 
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5.11 General Business 

STANDPIPES 

Dowerin town standpipe requires BIC fitting to enable use by BFB appliances – SoD to 
action. CBFCO expressed safety concerns regarding the use of overhead standpipes. 

Shire of Goomalling recently replaced standpipe North of Dowerin, which is only knee 
height and resolves safety issues, as people don’t have to climb on top of the appliances 
to refill. 

The location of the standpipe in town means the trucks have to back in to line up. 
Previously the appliances parked in the alleyway, which caused issues as other vehicles 
couldn’t use the alleyway.  

Capital projects – standpipe replacement (AWC). SoD looking at relocation of town 
standpipe. Ongoing discussion at mgmt. level as to whether fully replaced or only 
relocated. 

The standpipe on Dowerin Kalannie Road has very low water pressure and is virtually 
unusable. Can the Rabbit Proof Fence standpipe be used instead? 

The new DMFD ram shed will have aa 365,000lt tank installed and have allowed access for 
the BFBs to refill the appliances. Tank will also require a BIC fitting. 

Map being created for ALL permanent access points for water supply. Integrated with 
Google – SoD project. 

SoD have had water stolen from the standpipes; people are cutting the locks to take the 
water. All FCO’s and fire appliances have keys for the standpipes. 

FIRE DANGER RATINGS 

The new science-based system has been causing issues. Once harvest begins the fuel load 
within the Shire is significantly reduced, however the fire ratings are not changing to align 
with this. 

When CBFCO sending in pictures last year for DFES to assess, it was taking at least 10 
days for it to be reviewed and a response received.  

Residents have expressed their concerns re ratings, due to the new system, there was only 
4 days when they were allowed to burn (restricted period). 

Subdistrict – looking into making sub-district level danger ratings. 

Certain Shires looking into legal action against the new system. Works unable to be done 
during total fire bans, causing delays and financial implications. 

CESM 

SoD need to apply for CESM in conjunction with another Shire to enable BFB requirements 
to be fulfilled correctly.  

CESMs are partly funded by DFES, and it is the Shires responsibility to recruit and 
interview. LEMC also run and handled by CESM.  
The compliance officer would assist the CESM with emergency management and 
mitigation. 
This concern has been raised at prior meetings and has had no traction following. The SoD 
needs to submit application to DFES, with the support from other Shires (who SoD would 
share the CESM with). 

6. Date of Next Meeting 

 March 2025. 

7. Closure 

There being no further business, the Acting Chief Executive Officer declared the meeting 
closed at 5.58pm. 
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1. WELCOME, ATTENDANCE AND APOLOGIES 

The CEO declared the meeting open at 4:45pm. 

Present Apologies 

Paul Millsteed Josh Ward 

Cr Adam Metcalf Gavin Howard 

Simon Emmott Alan Bear 

Phil Pickering  

Gavin Hagboom  

Kahn Crute  

Rebecca McCall, CEO  

Linley Dreghorn, Executive & Governance Officer  

Siobhan Bishop, DFES  

Cr Jason Sewell  

  

 

2. CONFIRMATION OF MINUTES 

Moved: Simon Emmott   Seconded: Cr Adam Metcalf 

That the minutes of the 6 April 2022 Annual General Meeting of the Dowerin Bushfire Advisory 

Committee be accepted. 

         CARRIED 

3. BUSINESS ARISING FROM PREVIOUS MINUTES 

Separation of Cadoux/Manmanning Brigade. Brigade would like the Shire of Dowerin to contribute 
to brigade expenses. CEO advised that the brigade is under the Shire of Wongan Ballidu 
jurisdiction. 

4. ELECTION OF OFFICE BEARERS 

All positions were declared vacant and the CEO called for nominations. 

4.1 Chief Bush Fire Control Officer 

 Nominated: Paul Millsteed 

 Moved:  Gavin Hagboom   Seconded: Simon Emmott 

There being no further nominations, Paul Millsteed be elected unopposed as Chief Bush 

Fire Control Officer. 

         CARRIED 

4.2 Deputy Chief Bush Fire Control Officer 

 Nominated: Gavin Hagboom 

 Moved:  Paul Millsteed   Seconded: Phil Pickering 

There being no further nominations, Gavin Hagboom be elected unopposed as Deputy 

Chief Bush Fire Control Officer. 

         CARRIED 

4.3 Fire Control Officers 

 Moved:  Cr Adam Metcalf   Seconded: Paul Millsteed 

That the Dowerin Bushfire Advisory Committee recommend to Council that the following 

persons be appointed as Fire Control Officers for the 2023/24 fire season:  

      

Position Name Mobile 

 
Fire Weather Officers Phil Pickering 0429 311 250 

 

Bush Fire Control Officers Paul Millsteed 0427 311 721 

 Phil Pickering 0429 311 250 
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 Rebecca McCall 0417 449 451 

 Aaron Wooldridge 0499 659 168 

 Irene Ryan 0412 561 828 

 

Minnivale Kahn Crute  0497 112 931 

 Graham Ralph 0427 313 014 

 

Cadoux-Manmanning Alan Bear 0499 156 500 

 Shayne Booth 0427 732 013 

 Simon Emmott 0428 955 940 

 

Ejanding Paul Millsteed 0427 311 721 

 Brett Jones 0428 323 012 

   

Ucarty Shane Melvin 0428 311 063 

 Gavin Hagboom 0427 341 026 

 

Dual Fire Control Officers 

Shire of Cunderdin Gavin Hagboom 0427 341 026 

Shire of Goomalling Phil Pickering 0429 311 250 

Gavin Hagboom 0427 341 026 

Shire of Koorda Alan Bear  0499 156 500 

Shire of Wongan-Ballidu Simon Emmott  0428 955 940 

Paul Millsteed 0427 311 721 

Shire of Wyalkatchem Kahn Crute  0497 112 931 

   
 

         CARRIED 

5. GENERAL BUSINESS 

5.1  DFES Budget Actuals 2021/22 and Year to Date 2022/23 

The adopted budget allocation for 2022/23 was $34,000, of which $37,668 has been 
expended. Insurance premiums made up a large portion of this expenditure, with $10,533 
expended on insurance.  

5.2 DFES Operating & Capital Grant 2023/24 

Water tank for 54 Gate Rd was denied last year. DFES AO has advised that Toodyay recently 
installed a number of tanks and suggested talking to Rob Kosh (CESM). 

Shire staff to follow up. 

Cr Sewell asked if DFES would subsidise a private land holder having a tank strategically 
located with access for brigades.  

Shire staff to follow up. 

5.3 Fire Brigade Unit Reports 

 Dowerin – Quiet season. Foam pump has been repaired along with tank signal. No foam left. 

 Shire staff to follow up with DFES AO. 

Minnivale – Quiet. Truck only left the shed once and the battery was flat. All repaired now. 
Battery trickle charge system has been installed to ensure this does not occur again. 

5.4 DFES Local Government Report Package 

The Report was provided for information.  

5.5 Confirmation of Member’s List (Names)  

The LG Brigade Personnel Listing was circulated, with the Dowerin List and Minnivale List 
reviewed and provided to the Shire. The BGU List includes amendments. 

5.6 Firebreak Order and Comparison  

The draft Firebreak Order for 2023/24 was presented to the Committee. 
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There was discussion regarding the need to advocate for the review of the restricted 
burning period. The CEO to undertake advocacy to enable the shortening or extending of 
the restricted burning period by 28 days and not 14 as per section 18(5) of the Bushfires Act 
1954. 

(5)      Subject to subsection (5B) in any year in which a local government considers that 

seasonal conditions so warrant the local government may, after consultation with an 

authorised CALM Act officer if forest land is situated in its district — 

                         (a)      vary the restricted burning times in respect of that year in the district or 

a part of the district by — 

                                          (i)      shortening, extending, suspending or reimposing a period of 

restricted burning times; or 

                                         (ii)      imposing a further period of restricted burning times; 

                                    or 

                         (b)      vary the prescribed conditions by modifying or suspending all or any of 

those conditions. 

     (5B)      A variation shall not be made under subsection (5) if that variation would have the 

effect of — 

                         (a)      shortening the restricted burning times by; or 

                         (b)      suspending the restricted burning times, or any prescribed condition, for, 

                  more than 14 successive days during a period that would, in the absence of the 

variation under subsection (5), be part of the restricted burning times for that zone in 

that year. 

     (5C)      The provisions of section 17(8), (9), (10) and (11), with the necessary adaptations and 

modifications, apply to and in relation to the variation of restricted burning times or 

prescribed conditions by a local government, as if those provisions were expressly 

incorporated in this section. 

Moved:  Cr Adam Metcalf    Seconded: Cr Jason Sewell 

That the Dowerin Bushfire Advisory Committee recommend to Council that the Firebreak 
Order for 2023/24 be adopted, with the dates for the Prohibited Burning Period 
commencing on 5 November to 15 February and the Restricted Burning Period 
commencing on 20 October to 4 November and 14 February to 14 April and remove the 
conditions for the Easter period. 

         CARRIED 

 5.7 Australian Fire Danger Rating System 

CBFCO Millsteed will determine three strategic locations to take pictures for the fuel loading 
and to liaise with the CEO to establish who will responsible for taking the photographs and 
submitting to DFES for evaluation. 

The CEO to advocate for the ability to review at a sub-district level. 

5.8 Minimum Brigade Member Training Requirements 

Itinerant Workers - Rural Fire Awareness. 

Farmer Response Brigade Members - Bushfire Safety Awareness and Respiratory Protective 
Equipment. 

Brigade Members – AIIMS, Bushfire Safety Awareness and Firefighting Skills 

Training to be undertaken in September – dates TBC 

Shire staff will communicate to landowners and Brigade Members via letter to advise the 
minimum training requirements and the scheduled training dates for 2023. 

Move: Gavin Hagboom   Second: Cr Adam Metcalf 
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           CARRIED 

5.9 Proposed Fire Brigade Framework  

The Shire will be developing a working group to facilitate consultation to develop 
appropriate procedures and policies for the brigades. This working group will consist of Paul 
Millsteed, Gavin Hagboom and two Shire employees with the assistance of DFES. 

It is the intent to finalise the framework and present to Council for adoption prior to 
September 2023. 

5.10 Community Fire Response Process Information Session 

The CBFCO will facilitate a pre-season information session for Farmer Response Brigade 
members to disseminate any updated protocols. 

Shire staff will facilitate the dissemination of relevant fire information to community 
members to raise awareness and understanding. 

5.11 Dowerin Townsite Standpipe 

Metering system for the town standpipe to be installed and reconfiguring to improve access. 
The brigade has requested a BIC connection to be installed at ground level to enable safe 
refilling of appliances.  

Servicing of hydrants in town – DFES advised that the Water Corporation are investigating 
the recommencement of hydrant servicing.  

Water flow rate at 54 Gate Road standpipe is inadequate.  

Shire staff to investigate the eligibility of installing solar metred standpipes at Couper Rd 
and Nambling South Rd through LGGS funding. 

6. NEXT MEETING 

The date of the next Bushfire Advisory Committee Annual General Meeting is TBA. 

7. MEETING CLOSED 

There being no further business the meeting was declared closed at 6.04pm. 



Dowerin Bush Fire Brigades Expenses                              As of 31 April 2024 

OPERATIONAL EXPENSES

Acct Code Acct Budget – 2023/2024 YTD - 2023/2024 2022/2023  

120505070 ESL BFB - Clothing & Accessories MUN $14,004.00 $703.93 $14,701.73 

120505300 ESL BFB - Insurance Expenses MUN $3,500.00 $8,931.79 $10,719.27 

120505650 ESL BFB - Maintenance Plant & Equipment MUN $4,004.00 $454.47 $1,045.88 

120505660 ESL BFB - Maintenance Vehicles/Trailers/Boats MUN $3,504.00 $232.59 $7,679.45 

120505690 ESL BFB - Plant & Equipment $1,200 to $5,000 per item MUN $0.00 $0.00 $0.00 

120505860 ESL BFB - Plant & Equipment < $1,200 per item MUN $3,000.00 $0.00 $3,084.55 

120505870 ESL BFB - Other Goods and Services MUN $4,452.00 $5,864.17 $4,510.71 

120505880 ESL BFB - Utilities, Rates & Taxes MUN $2,035.00 $2,184.69 $3,002.43 

120505890 ESL BFB - Maintenance Land & Buildings MUN $5,036.00 $613.07 $878.68 

120505910 ESL BFB - Loss on Disposal of Assets MUN $0.00 $0.00 $0.00 

120505990 ESL BFB - Administration Allocated MUN $0.00 $0.00 $0.00 

130505000 ESL BFB - Contribution MUN $0.00 $0.00 $0.00 

 

 TOTAL EXPENSES $39,535.00 $18,984.71 $45,622.70 

OPERATIONAL REVENUE

Acct Code Acct Budget – 2023/2024 YTD - 2023/2024 2022/2023  

130505020 ESL BFB - Admin Fee/Commission MUN $0.00 $-4,000.00 $0.00 

130505100 ESL BFB - Operating Grant MUN $-30,000.00 $-34,138.00 $-24,902.00 

 

 TOTAL REVEUNE $-30,000.00 -$38,138.00 $-24,902.00 

 

  $9,535.00 -$19,153.29 $20,720.70 

2023-2024 CAPITAL ALLOCATION

Description Value Outcome Notes 

Water Tank 38,000L (Strategic Location) $6,677.00 No 
This is not eligible under the LGGS. The request was not considered within the available 
funding. 

DOWERIN SHED: 

Facility Extension - Storage, Extend meeting room 
Includes 22KvA Generator 

$370,602.00 No 
Committee acknowledged and took into consideration the funding availability. As such 
the facility request was not considered within the available funding. 

Generator 22kva backup 
Noted within Dowerin  
facility extension 

No 
CGC identified wider implications and recommended a strategy appropriate for LGGS 
facilities be determined 

MINNIVALE SHED: 

Appliance Bay Facility & Amenities $712,563.00 No 
Committee acknowledged and took into consideration the funding availability. As such 
the facility request was not considered within the available funding. 

Storage Solutions for PPE $20,00.00 Yes $1,588.00 granted 

3 Hytera HP682G VHF handheld WAERN radios $4,989.00 No NIL feedback received 

2024-2025 LGGS GRANT 

LGGS Grant for this period was NOT submitted. As such, DFES have committed $32,460 towards Operational Expenses for the 2024/2025 FY. 

A breakdown of how these expenses are allocated is yet to be received. 

 

 
Offer 2024/25 Operational Grant (Line Items 1-8) $32,460.00 

Less Unexpended funds carried over from 2022/23 TBA 

Net Cash Grant Offer - 2024/25 (Line Items 1-8) $32,460.00 



 

Emergency Services Complex  l  20 Stockton Bend Cockburn Central WA 6164  l  PO Box P1174 Perth WA 6844 

Tel (08) 9395 9300  l  Fax (08) 9395 9384  l dfes@dfes.wa.gov.au  l  www.dfes.wa.gov.au 

ABN 39 563 851 304 

 
Our Ref: 05867-05 

 
 
 
 
Mr David Singe 
Chief Executive Officer 
Shire of Dowerin 
PO Box 111 
DOWERIN   WA   6461 
 
 
Dear Mr Singe 
 
2024/25 LOCAL GOVERNMENT GRANTS SCHEME (LGGS) MANUAL AND CAPITAL 
AND OPERATING GRANTS 

  
I write to inform you about this year’s LGGS application process. 
 
The Department of Fire and Emergency Services (DFES) is committed to working with local 
governments to support you and your volunteer groups that provide emergency services to 
the community. Information regarding the 2024/25 LGGS Capital and Operating Grants and 
associated forms is provided in the primary email received and can also be downloaded 
from the DFES website, excluding the pre-populated LGGS Forms 3a and 3b. 
 
Operating Grants 
 
Operating Grant offers continue to be based on the average of your previous two year’s 
completed acquittals (which demonstrates past expenditure trends) and the current year’s 
actual allocation, then indexed with the prevailing cost escalation factor. 
 
You have the option to accept the assessed allocation or apply for an alternative allocation. 
If you accept the offer, you will only need to make a submission for items between $1,500 
and $5,000, that is, line item 9 requests using LGGS Form 7 ‘non-recurrent expenditure 
justification’ which is now available online only. 
 
If you wish to submit an alternative request, please apply using the LGGS Form 6 ‘Operating 
grant budget estimate – alternate allocation’. Justification to support the increases across 
line items 1-8 must be included. 
 
Capital Grants 
LGGS Form 3a Capital – Fleet 
 
To improve the delivery timeliness of scheduled replacement fleet assets and to offset the 
effects of COVID-19 on global supply chains, the 2024/25 scheduled fleet replacement 
component of the LGGS Capital Grants process was brought forward with scheduled 
replacement offers provided to local governments in October 2023.  
 

mailto:dfes@dfes.wa.gov.au
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The Bush Fire Service (BFS) and State Emergency Service (SES) Capital Grants 
Committees convened out of session in December 2023, endorsing the 2024/25 
Replacement and Build programs. Where applicable, these approvals have been reflected 
in Form 3a. 
 
To enable effective planning of the appliance and vehicle build programs, you are 
encouraged to consider your requirements over the 4-out-year period and adjust the 
program where necessary. This will enable DFES to plan fleet replacements and assess 
supplier capacity compared with demand. This is critical during the ongoing global pandemic 
impacts. Should you wish to make additional fleet requests for 2024/25, please complete 
the relevant sections of the Form 3a. Justification to support the additional fleet request must 
be included. 
 
LGGS Form 3b Capital – Facilities  
 
This form is used for capital grant requests for new facilities. Form 3b will be provided by 
DFES to Local Governments listing current facility records. Local governments are required 
to verify the facility listings and advise their 2024/25 facility requests at the ‘Alternate 
Program’ section of Form 3b together with the completed Form 5. Justification to support 
the facility request must be included. 
 
Please verify and update the information where required in forms 3a and 3b and include the 
forms with your application. 
 
Guiding Principles for Capital Grant Considerations 
 
Please note that in considering Capital Grant applications, the BFB and SES Capital Grants 
Committees adopt the following guiding principles: 

• In the first instance, all DFES offers for fleet in the 2024/25 Replacement Program will 
be honoured. 

• New facilities will not be approved unless the land is identified and acquired or assigned. 

• Priority will be given to new facilities and facility modifications: 
- that house prescribed assets that are currently in the open or housed on private 

property; and 
- where a fit for purpose assessment has been undertaken and has shown the existing 

facility is not fit for purpose and requires either replacement or upgrading. 

• New and additional fleet requests will, as a general principal, be unlikely to be considered 
unless a risk-based assessment of capability requirements sufficiently supports the 
placement of additional appliances/vehicles. 

 
Contacts should you need assistance or information 
 

• Mr Peter Raykos, LGGS Funding Officer, is available for queries relating to the operating 
grants and any general queries relating to the LGGS via lggs@dfes.wa.gov.au or 
9395 9846.    

 

• Ms Natasha Dudarz, Resource Allocation Officer, is available for queries relating to 
appliances/vehicles and facilities on lggs@dfes.wa.gov.au or 0438 920 382.   
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Lodging your application 
 
Applications must include signed LGGS Forms 1, 2, 3a and 3b (together with any 
other/alternative requests and supporting documentation) and can be emailed to 
lggs@dfes.wa.gov.au or posted to: 
 
 Mr Peter Raykos 
 Grants Funding Officer 
 Department of Fire and Emergency Services 

PO Box P1174 
 PERTH   WA   6844 
 
Closing Date 
 
2024/25 LGGS applications must be received at DFES Asset Planning and Services by  
5 pm Friday, 29 March 2024. Applications received after this date/time will not be accepted. 
If an application is not received by this time, DFES will apply the assessed Capital and 
Operating Grant for 2024/25.  
 
I take this opportunity to acknowledge the support that you and your volunteers provide to 
help keep our communities safe, it is appreciated. 
 
Yours sincerely 
 
 
 
 
 
PATRICK LEACH 
EXECUTIVE DIRECTOR CORPORATE SERVICES 
 
3 January 2024
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Bush Fire Brigades 
Local Government Grant Scheme 2024/25 

Operating Grant Offer Assessed Allocation 

 
 

Local Government 
 

 
Dowerin 

 
Region 

 

 
Goldfields/Midlands 

 

Total Gross Offer 2024/25 Operational Grant (Line Items 1-8) $32,460 

Less Unexpended funds carried over from 2022/23 TBA 

Net Cash Grant Offer - 2024/25 (Line Items 1-8) $32,460 

* TBA – To be advised on completion of 2022/23 Annual Operating Grant Acquittal (Form 8) 
assessment. 

 
 
 
 
 
 

State Emergency Service 
Local Government Grant Scheme 2024/25 

Operating Grant Offer Assessed Allocation 

 
 

Local Government 
 

 
Dowerin 

 
Region 

 

 
Goldfields/Midlands 

 

Total Gross Offer 2024/2 Operational Grant (Line Items 1-8)  

Less Unexpended funds carried over from 2022/23  

Net Cash Grant Offer - 2024/25 (Line Items 1-8)  

* TBA – To be advised on completion of 2022/23 Annual Operating Grant Acquittal (Form 8) 
assessment. 

 



This Report Package Contains:

Local Government & CESM Summary

000 Service Agreement

Incidents Summary & Year to Date (YTD) Comparison

Bushfire Summary

Volunteers Summary (LGIS)

Volunteers Summary by Brigade

Brigade Incident Summary and IRS Report Completion Rate

SMS Lists

Vehicle - Appliance List

Brigade Membership Listing

Local Government DFES Report Pack.

Please contact the OIS Branch for comments & feedback 
at reports@dfes.wa.gov.au.

Produced by the OIS Branch, this pack is generated automatically 
and emailed monthly.

The Shire of Dowerin has the following subscriptions to this report:

dowshire@dowerin.wa.gov.au

For information regarding Volunteer Covid19 vaccinations, please contact: 
covid19@dfes.wa.gov.au
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Brigade Listing

DOWERIN BFB

MINNIVALE BFB

UCARTY BFB

CBFCO, DBFCO & CESMS

CBFCO PAUL MILLSTEED

DCBFCO GAVIN HAGBOOM

LOCAL GOVERNMENT SUMMARY

Shire of Dowerin 
Please advise reports@dfes.wa.gov.au if any of this information is incorrect
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000 SERVICE AGREEMENT for  DOWERIN (S)
In order to advise Local Government of 000 calls promptly 

it is suggested that contacts are 24/7 numbers. 
The 4th contact will always be DFES Regional Duty Coordinator

No more than 3 contacts per LGA will be recorded.

Our 24 hour, 365 day emergency 000 contacts from the Communications Centre are as follows:

Organisation Role Name Contact Type Number

Shire of Dowerin Group Call Dial Area Code Group Call (All Hrs) 6173 7263

Shire of Dowerin CBFCO Paul Millsteed Mobile (All Hrs) 0427 311 721

Shire of Dowerin CEO David Singe Mobile (All Hrs) 0499 659 169

DFES Goldfields 
Midlands Region

Regional Duty Co-
Ordinat DFES Regional Duty Co-Ordinator  1800 966 077

Note: Contacts may make reference to an SMS group which allows multiple pagers or mobile phones to be attached to that group.. An SMS list form needs 
to have been completed.

Alterations to contacts:

Organisation Role Name Contact Type Number

Local Government Chief Executive Officer DFES Area / District Manager

Print Name Signature Print Name Signature

Contact Number Date Contact Number Date

Instructions for Local Authority in the event of any alterations to the list above;
 1.   Complete the Alterations section with the changes required.
 2.   CEO to sign form.
 3.   Local Authority to send a copy to DFES Regional Office for Authorisation by DFES Area / District Manager.
 4.   Area/District Manager to email a signed copy to cadadministrator@dfes.wa.gov.au
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Incident Type 2019/2020 2020/2021 2021/2022 2022/2023 2023/2024

Called Off - No Attendance 1 1 1 0 0

False Alarm - System Initiated 0 0 1 0 0

False Call - Good Intent 0 0 1 2 1

Fire - Bushfire (lge) 1 1 3 3 2

Fire - Bushfire (sml) 2 1 3 2 3

Fire - Other/Rubbish/Vehicle 4 3 2 0 0

Fire - Structure 0 1 0 1 0

Road Crash & Rescue 0 1 2 2 1

Incident Type 2019/2020 2020/2021 2021/2022 2022/2023 2023/2024 Average 
Excluding 
2023/2024

% TREND
this year

Called Off - No Attendance 0 1 0 0 0 0.0 0.00%

False Alarm - System Initiated 0 0 1 0 0 0.0 0.00%

False Call - Good Intent 0 0 1 1 1 0.5 0.00%

Fire - Bushfire (lge) 1 1 3 3 2 2.0 0.00%

Fire - Bushfire (sml) 2 1 3 2 3 2.0 50.00%

Fire - Other/Rubbish/Vehicle 4 2 2 0 0 1.5 33.33%

Fire - Structure 0 1 0 1 0 0.3 0.00%

Road Crash & Rescue 0 1 2 2 1 1.3 -20.00%

Totals: 7 7 12 9 7 7.5 60.00%
% TREND compares this FY to the Average.

Incidents within the Shire of Dowerin by Financial Year *current FY incomplete

Incidents: Year to Date Comparison: July 1 to April 3
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Ignition Cause 2019/2020 2020/2021 2021/2022 2022/2023 2023/2024

Burn off fires 1 0 1 2 0

Human Error (Left on, knock over, unattended 
etc.)

0 0 0 1 0

Power lines 0 0 0 1 0

Sleeping/Alcohol/Drugs/Physical-Mental 
impairment

1 0 0 0 0

Suspicious/Deliberate 0 0 0 0 1

Unreported 0 0 1 0 3

Vehicles (incl. Farming Equipment/Activities) 0 2 1 1 0

Weather Conditions - Lightning 1 0 3 0 1

Bushfires within the Shire of Dowerin, with Ignition Cause

Hectares Lost 2019/2020 2020/2021 2021/2022 2022/2023 2023/2024

All Bushfires 2 5 680 11 0

Bushfires are all vegetation fires (bush, grass, forest, crop etc..), of any size.

Hectares lost to Bushfires within the Shire of Dowerin
Size of fires is not always available; fires less than 1 hectare are not included.
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Bushfire Brigade Personnel Summary
as at 02/04/2024

Brigade Captain Volunteer
Members

ID Card
Received

Attended 
Incident

Last 2 Yrs

Vol. Hub
Access

IRS 
Access

WebEOC
Access

DOWERIN BFB GAVIN HOWARD 27 1 5 10 0 0

MINNIVALE BFB KAHN CRUTE 20 0 0 6 0 0

SHIRE DOWERIN N/A 0 0 6 0 0

UCARTY BFB GAVIN HAGBOOM 9 0 0 1 0 0

Volunteer Summary for LGIS Age Group

Volunteer Position <=55 56-65 66-70 71+ Total

Active Operational 26 2 2 1 31

Non-Operational 12 4 2 4 22

Total 38 6 4 5 53
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Incidents Attended and 
IRS Reports completed

2021/2022 2022/2023 2023/2024

Incidents
Attended*

IRS
Report

completed

Perc.
Completed

%

Incidents
Attended*

IRS
Report

completed

Perc.
Completed

%

Incidents
Attended*

IRS
Report

completed

Perc.
Completed

%

Brigade

DOWERIN BFB 8 5 62% 10 8 80% 7 4 57%

MINNIVALE BFB 5 0 0% 2 0 0% 4 0 0%

UCARTY BFB 0 0 0% 0 0 0% 0 0 0%

DOWERIN BFB

DOWERIN BFB is showing as having attended the following Incidents, for which an IRS Report has not been 
completed or received.

Please arrange for the Report to be entered in IRS, or forward a copy of a completed (paper) report to 
reports@dfes.wa.gov.au (or fax: 1800 309 999).   For queries, please email us or phone 9395 9406.

Incident Address Type of Incident

537828 31/08/2021 13:01 GOOMALLING-WYALKATCHEM RD, DOWERIN False Call - Good Intent

554443 07/12/2021 21:46 EJANDING WEST RD, KOOMBERKINE Fire - Bushfire (lge)

560052 06/02/2022 13:20 NAMBLING SOUTH RD, UCARTY Fire - Other/Rubbish/Vehicle

591396 04/10/2022 19:29 GOOMALLING-WYALKATCHEM RD, UCARTY Fire - Bushfire (sml)

618865 03/05/2023 18:01 GOOMALLING-WYALKATCHEM RD, DOWERIN False Call - Good Intent

649611 26/11/2023 16:21 DOWERIN-KALANNIE RD, MINNIVALE False Call - Good Intent

651740 16/12/2023 21:50 PULFORD RD, HINDMARSH Fire - Bushfire (sml)

654647 14/01/2024 14:45 BENJABERRING-HINDMARSH RD, BENJABERRING Fire - Other/Rubbish/Vehicle

MINNIVALE BFB

MINNIVALE BFB is showing as having attended the following Incidents, for which an IRS Report has not been 
completed or received.

Please arrange for the Report to be entered in IRS, or forward a copy of a completed (paper) report to 
reports@dfes.wa.gov.au (or fax: 1800 309 999).   For queries, please email us or phone 9395 9406.

Incident Address Type of Incident

553729 01/12/2021 14:04 MINNIVALE NORTH EAST RD, MINNIVALE Fire - Bushfire (lge)

554437 07/12/2021 21:32 BOORALAMING-KULJA RD, BADGERIN ROCK Fire - Bushfire (sml)

554443 07/12/2021 21:46 EJANDING WEST RD, KOOMBERKINE Fire - Bushfire (lge)

554446 07/12/2021 21:55 PARKER RD, MINNIVALE Fire - Bushfire (sml)

555369 16/12/2021 12:23 MAITLAND RD, KORRELOCKING Fire - Bushfire (lge)

599432 22/11/2022 13:52 BRANDON SAWYER RD, WALYORMOURING Fire - Bushfire (lge)
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MINNIVALE BFB

MINNIVALE BFB is showing as having attended the following Incidents, for which an IRS Report has not been 
completed or received.

Please arrange for the Report to be entered in IRS, or forward a copy of a completed (paper) report to 
reports@dfes.wa.gov.au (or fax: 1800 309 999).   For queries, please email us or phone 9395 9406.

Incident Address Type of Incident

603035 22/12/2022 09:41 CUNDERDIN-MINNIVALE RD, HINDMARSH Fire - Bushfire (lge)

644866 25/10/2023 13:12 HINDMARSH Fire - Bushfire (lge)

646737 04/11/2023 06:40 RABBIT PROOF FENCE RD N, HINDMARSH Fire - Bushfire (sml)

649713 27/11/2023 10:05 GOOMALLING-WYALKATCHEM RD, HINDMARSH Fire - Bushfire (lge)

654620 14/01/2024 11:19 LASON GRAINS LAKE HINDS NORTH RD, LAKE HINDS Fire - Bushfire (lge)

SHIRE DOWERIN

SHIRE DOWERIN is showing as having attended the following Incidents, for which an IRS Report has not been 
completed or received.

Please arrange for the Report to be entered in IRS, or forward a copy of a completed (paper) report to 
reports@dfes.wa.gov.au (or fax: 1800 309 999).   For queries, please email us or phone 9395 9406.

Incident Address Type of Incident

544302 13/10/2021 17:28 GOOMALLING-WYALKATCHEM RD, DOWERIN Fire - Bushfire (sml)

553729 01/12/2021 14:04 MINNIVALE NORTH EAST RD, MINNIVALE Fire - Bushfire (lge)

554437 07/12/2021 21:32 BOORALAMING-KULJA RD, BADGERIN ROCK Fire - Bushfire (sml)

554443 07/12/2021 21:46 EJANDING WEST RD, KOOMBERKINE Fire - Bushfire (lge)

559134 27/01/2022 18:02 GOOMALLING-WYALKATCHEM RD, DOWERIN Fire - Other/Rubbish/Vehicle

560052 06/02/2022 13:20 NAMBLING SOUTH RD, UCARTY Fire - Other/Rubbish/Vehicle

560577 11/02/2022 16:00 CADOUX PUMP RD, BADGERIN ROCK Fire - Bushfire (sml)

591396 04/10/2022 19:29 GOOMALLING-WYALKATCHEM RD, UCARTY Fire - Bushfire (sml)

595482 28/10/2022 11:04 RIFLE RANGE RD, UCARTY Fire - Bushfire (sml)

603035 22/12/2022 09:41 CUNDERDIN-MINNIVALE RD, HINDMARSH Fire - Bushfire (lge)

603836 31/12/2022 11:07 RABBIT PROOF FENCE RD N, MINNIVALE Fire - Bushfire (lge)

605904 21/01/2023 23:08 EAST ST, DOWERIN False Call - Good Intent

608171 17/02/2023 06:08 DOWERIN SEED CLEANERS STEWART ST, DOWERIN Fire - Structure

618865 03/05/2023 18:01 GOOMALLING-WYALKATCHEM RD, DOWERIN False Call - Good Intent

646737 04/11/2023 06:40 RABBIT PROOF FENCE RD N, HINDMARSH Fire - Bushfire (sml)

649611 26/11/2023 16:21 DOWERIN-KALANNIE RD, MINNIVALE False Call - Good Intent

649891 28/11/2023 15:49 INFORMATION BAY DOWERIN REDDING RD, DOWERIN Fire - Bushfire (sml)

651740 16/12/2023 21:50 PULFORD RD, HINDMARSH Fire - Bushfire (sml)

654647 14/01/2024 14:45 BENJABERRING-HINDMARSH RD, BENJABERRING Fire - Other/Rubbish/Vehicle
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SMS Lists & Change of Details Form - DOWERIN (S)
as at 03/04/2024

DOWERIN SHIRE SMS

THIS IS A CONTACT LIST ONLY
Send all changes to 

cadadministrator@dfes.wa.gov.au

Full Name Mobile Phone or Pager Number Remain Delete Change Mobile Number

AO Upper Wheatbelt 61437828473

BART DOWERIN BFB 61428095087

BART MINNIVALE BFB 61480091184

CBFCO DOWERIN PAUL M 61427311721

CEO DOWERIN DAVID SI 61417449451

DALE STONE 61498476738

GAVIN HAGBOOM 61427341026

GAVIN HOWARD 61429311069

GAVIN RICKWOOD 61428311278

GLEN METCALF 61427311196

GLENN OLSTON 61467451017

GRAHAM RALPH 61427313014

JASMINE HEDLAND 61428311136

JOSH WARD 61409024851

KAHN CRUTE 61497112931

KEN HAMMOND 61488884069

MATHEW PICKERING 61427311071

PETER RICHARDS 61428311772

PHIL GERRARD 61429311105

PHIL PICKERING 61429311258

SHANE MELVIN 61428290855

STEPHEN COUPER 61427013798
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Members to be Added: DOWERIN SHIRE SMS

Surname First Name Contact Number

Instructions for any alterations to the list above;

 1.   Details are to be printed clearly.
 2.  Member names are to be listed as Surname, then First Name.
 3.   Please provide details for any blanks already on the form above.
 4.   When signed by your AO/DO or CESM, send a copy of the new or updated form to cadadministrator@dfes.wa.gov.au

Please direct any questions to: cadadministrator@dfes.wa.gov.au

Changes Requested By:
Contact Name (please 
print)

Contact 
Number

Date AO / DO / CESM Sign & Date

AUTHORISED: YES NO
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Vehicles & Appliances
This information is used by RMS, IRS, CAD, the AVL system and WebEOC

Accuracy is imperative
Please advise incorrect information to appliances@dfes.wa.gov.au

DOWERIN BFB Make Model Registration UVI Asset Code

TANKERS - 1.4 RURAL ISUZU NPS300 D144 U101872 E729

TANKERS - 3.4 URBAN ISUZU FTS139-260 D1444 U104163 N280

MINNIVALE BFB Make Model Registration UVI Asset Code

TANKERS - 4.4 BROADACRE ISUZU FTS 150 260 AUTO 1IAN456 U106538 N515

SHIRE DOWERIN Make Model Registration UVI Asset Code

CAR/FORWARD CONTROL - 
CAR

PLACEHOLDER U102567
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Bushfire Brigade Membership Listing
as at 03/04/2024

6206    DOWERIN BFB

Please ensure updates to this list are applied to DFES RMS; either via your local DFES Regional Office or other qualified RMS user.

Vol. Number Rank Surname Given Name

152427 VOL FIRE FIGHTER COUPER STEVEN

132690 BFB TRAINING OFFICER DREGHORN LINLEY

182063 VOL FIRE FIGHTER GERRARD PHILLIP

184535 ACTIVE MEMBER HAGBOOM ASHTON

100760 BFB AUXILLARY HAGBOOM COLIN

192724 ACTIVE MEMBER HAGBOOM FRASER

111196 BFB 4TH LIEUTENANT HAGBOOM GAVIN

138205 VOL FIRE FIGHTER HAMMOND KENNETH

135226 VOL FIRE FIGHTER HEDLAND JASMINE

111181 CAPTAIN HOWARD GAVIN

167949 ACTIVE MEMBER MATTHEWS COREY

114558 BFB AUXILLARY METCALF CLIVE

184534 ACTIVE MEMBER MILLSTEED JENNIFER

111191 BFB 1ST LIEUTENANT MILLSTEED PAUL

184532 ACTIVE MEMBER OLSTON GLENN

114567 BFB AUXILLARY PHILLIPS IAN

111183 VOL FIRE FIGHTER PICKERING MATHEW

100764 ACTIVE MEMBER PICKERING PHILIP

152429 ACTIVE MEMBER RICHARDS PETER

63937 VOL FIRE FIGHTER RICKWOOD GAVIN

174741 BFB AUXILLARY SINCLAIR ALEXANDER

174739 BFB AUXILLARY SPARK KYLIE

112389 BFB AUXILLARY SPARK PETER

176850 VOL FIRE FIGHTER STONE DALE

197018 SUPPORT MEMBER STONE MELISSA

114579 BFB AUXILLARY THOMAS JOHN

117261 VOL FIRE FIGHTER WARD JOSH
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Bushfire Brigade Membership Listing
as at 03/04/2024

6419    MINNIVALE BFB

Please ensure updates to this list are applied to DFES RMS; either via your local DFES Regional Office or other qualified RMS user.

Vol. Number Rank Surname Given Name

172882 CAPTAIN CRUTE KAHN

172882 VOL FIRE FIGHTER CRUTE KAHN

62746 BFB AUXILLARY DICKSON EWAN

132690 BFB TRAINING OFFICER DREGHORN LINLEY

122088 BFB AUXILLARY FREIND LINDSAY

188819 BFB AUXILLARY GRIGSON JAYNE

144720 ACTIVE MEMBER HOAREAU ANNE

188836 BFB AUXILLARY JENNINGS BENJAMIN

114589 BFB AUXILLARY JONES ASHLEY

188835 BFB AUXILLARY MASSAM CAMERON

114560 BFB SECRETARY METCALF GLEN

114560 ACTIVE MEMBER METCALF GLEN

188817 BFB AUXILLARY METCALF IAN

188837 ACTIVE MEMBER METCALF SHANE

188816 ACTIVE MEMBER METCALF WESLEY

114594 BFB AUXILLARY RACKHAM RICHARD

119995 TREASURER (NON OP) RALPH GRAHAM

119995 ACTIVE MEMBER RALPH GRAHAM

188818 ACTIVE MEMBER RALPH KANE

152952 BFB AUXILLARY STRATFORD GORDON

152954 BFB AUXILLARY STRATFORD LEONIE

188834 BFB AUXILLARY STRATFORD REECE

188838 ACTIVE MEMBER TODD ANDREW
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Bushfire Brigade Membership Listing
as at 03/04/2024

9044    SHIRE DOWERIN

Please ensure updates to this list are applied to DFES RMS; either via your local DFES Regional Office or other qualified RMS user.

Vol. Number Rank Surname Given Name

114328 LG FCO BEAR ALAN

128526 LG FCO BOOTH SHAYNE

172882 LG FCO CRUTE KAHN

132690 LG EMPLOYEE DREGHORN LINLEY

117240 LG FCO EMMOTT SIMON

111196 LG DCBFCO HAGBOOM GAVIN

111196 LG FCO HAGBOOM GAVIN

114546 LG FCO JONES BRETT

111468 LG FCO MELVIN SHANE

111191 LG CBFCO MILLSTEED PAUL

100764 LG FCO PICKERING PHILIP

100764 LG FIRE WEATHER OFF PICKERING PHILIP

119995 LG FCO RALPH GRAHAM

195679 LG FCO RYAN IRENE
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Bushfire Brigade Membership Listing
as at 03/04/2024

6627    UCARTY BFB

Please ensure updates to this list are applied to DFES RMS; either via your local DFES Regional Office or other qualified RMS user.

Vol. Number Rank Surname Given Name

132690 BFB TRAINING OFFICER DREGHORN LINLEY

111196 CAPTAIN HAGBOOM GAVIN

111196 ACTIVE MEMBER HAGBOOM GAVIN

111454 BFB SECRETARY HAGBOOM LINDSAY

111454 ACTIVE MEMBER HAGBOOM LINDSAY

111452 BFB AUXILLARY HAGBOOM WAYNE

111471 VOL FIRE FIGHTER HUDSON DARREL

111448 BFB AUXILLARY MCMORRAN ROBERT

111468 VOL FIRE FIGHTER MELVIN SHANE

111464 VOL FIRE FIGHTER QUARTERMAINE GLEN

111465 VOL FIRE FIGHTER QUARTERMAINE TODD
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Personnel Listing as at 17/04/2024

DOWERIN BFB

Version 2.2

Summary

Officer in Charge Total Members
ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

GAVIN HOWARD 27 1 0 0 0 0 10

System Access

Remove
Volunteer
Number Name Rank

ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

152427 STEVEN COUPER VOL FIRE FIGHTER

132690 LINLEY DREGHORN BFB TRAINING OFFICER Y

182063 PHILLIP GERRARD VOL FIRE FIGHTER Y

184535 ASHTON HAGBOOM ACTIVE MEMBER Y

100760 COLIN HAGBOOM BFB AUXILLARY

192724 FRASER HAGBOOM ACTIVE MEMBER Y

111196 GAVIN HAGBOOM BFB 4TH LIEUTENANT

138205 KENNETH HAMMOND VOL FIRE FIGHTER

135226 JASMINE HEDLAND VOL FIRE FIGHTER Y

111181 GAVIN HOWARD CAPTAIN

167949 COREY MATTHEWS ACTIVE MEMBER

114558 CLIVE METCALF BFB AUXILLARY

184534 JENNIFER MILLSTEED ACTIVE MEMBER Y

111191 PAUL MILLSTEED BFB 1ST LIEUTENANT

184532 GLENN OLSTON ACTIVE MEMBER Y

114567 IAN PHILLIPS BFB AUXILLARY

111183 MATHEW PICKERING VOL FIRE FIGHTER

100764 PHILIP PICKERING ACTIVE MEMBER Y Y

152429 PETER RICHARDS ACTIVE MEMBER Y

63937 GAVIN RICKWOOD VOL FIRE FIGHTER

174741 ALEXANDER SINCLAIR BFB AUXILLARY

174739 KYLIE SPARK BFB AUXILLARY

112389 PETER SPARK BFB AUXILLARY

176850 DALE STONE VOL FIRE FIGHTER

197018 MELISSA STONE SUPPORT MEMBER Y

114579 JOHN THOMAS BFB AUXILLARY

117261 JOSH WARD VOL FIRE FIGHTER
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Members to be Added: DOWERIN BFB

DFES ID Rank Surname First Name

Instructions for any alterations to the list above;

 1.   Details are to be printed clearly.
 2.   Member names are to be listed as Surname, then First Name.
 3.   DO NOT send information without a members DFES ID. New members must first be registered with DFES and recorded in RMS
 4.   Send the completed form to your Regional Office to ensure the information is updated in RMS
 

Changes Requested By: (print)
Contact Number Date Area/District Officer Signed

AUTHORISED: YES NO
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Personnel Listing as at 17/04/2024

MINNIVALE BFB

Version 2.2

Summary

Officer in Charge Total Members
ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

KAHN CRUTE 21 0 0 0 0 0 7

System Access

Remove
Volunteer
Number Name Rank

ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

172882 KAHN CRUTE VOL FIRE FIGHTER Y

172882 KAHN CRUTE CAPTAIN Y

62746 EWAN DICKSON BFB AUXILLARY

132690 LINLEY DREGHORN BFB TRAINING OFFICER Y

122088 LINDSAY FREIND BFB AUXILLARY

188819 JAYNE GRIGSON BFB AUXILLARY Y

144720 ANNE HOAREAU ACTIVE MEMBER

188836 BENJAMIN JENNINGS BFB AUXILLARY

114589 ASHLEY JONES BFB AUXILLARY

188835 CAMERON MASSAM BFB AUXILLARY

114560 GLEN METCALF ACTIVE MEMBER Y

114560 GLEN METCALF BFB SECRETARY Y

188817 IAN METCALF BFB AUXILLARY

188837 SHANE METCALF ACTIVE MEMBER

188816 WESLEY METCALF ACTIVE MEMBER

114594 RICHARD RACKHAM BFB AUXILLARY Y

119995 GRAHAM RALPH ACTIVE MEMBER Y

119995 GRAHAM RALPH TREASURER (NON OP) Y

188818 KANE RALPH ACTIVE MEMBER

152952 GORDON STRATFORD BFB AUXILLARY

152954 LEONIE STRATFORD BFB AUXILLARY

188834 REECE STRATFORD BFB AUXILLARY

188838 ANDREW TODD ACTIVE MEMBER

198222 STEPHEN WILLS ACTIVE MEMBER Y

18/04/2024 10:37 Page 1 of 2\\District Package\Personnel Listing Form 2.2.rdl



Members to be Added: MINNIVALE BFB

DFES ID Rank Surname First Name

Instructions for any alterations to the list above;

 1.   Details are to be printed clearly.
 2.   Member names are to be listed as Surname, then First Name.
 3.   DO NOT send information without a members DFES ID. New members must first be registered with DFES and recorded in RMS
 4.   Send the completed form to your Regional Office to ensure the information is updated in RMS
 

Changes Requested By: (print)
Contact Number Date Area/District Officer Signed

AUTHORISED: YES NO

18/04/2024 10:37 Page 2 of 2\\District Package\Personnel Listing Form 2.2.rdl



Personnel Listing as at 17/04/2024

SHIRE DOWERIN

Version 2.2

Summary

Officer in Charge Total Members
ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

PAUL MILLSTEED 12 0 0 0 0 0 6

System Access

Remove
Volunteer
Number Name Rank

ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

114328 ALAN BEAR LG FCO

128526 SHAYNE BOOTH LG FCO Y

172882 KAHN CRUTE LG FCO Y

132690 LINLEY DREGHORN LG EMPLOYEE Y

117240 SIMON EMMOTT LG FCO Y

111196 GAVIN HAGBOOM LG FCO

111196 GAVIN HAGBOOM LG DCBFCO

114546 BRETT JONES LG FCO

111468 SHANE MELVIN LG FCO

111191 PAUL MILLSTEED LG CBFCO

100764 PHILIP PICKERING LG FCO Y

100764 PHILIP PICKERING LG FIRE WEATHER OFF Y

119995 GRAHAM RALPH LG FCO Y

195679 IRENE RYAN LG FCO

Members to be Added: SHIRE DOWERIN

DFES ID Rank Surname First Name

Instructions for any alterations to the list above;

 1.   Details are to be printed clearly.
 2.   Member names are to be listed as Surname, then First Name.
 3.   DO NOT send information without a members DFES ID. New members must first be registered with DFES and recorded in RMS
 4.   Send the completed form to your Regional Office to ensure the information is updated in RMS
 

Changes Requested By: (print)
Contact Number Date Area/District Officer Signed

AUTHORISED: YES NO

18/04/2024 10:37 Page 1 of 1\\District Package\Personnel Listing Form 2.2.rdl



Personnel Listing as at 17/04/2024

UCARTY BFB

Version 2.2

Summary

Officer in Charge Total Members
ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

GAVIN HAGBOOM 9 0 0 0 0 0 1

System Access

Remove
Volunteer
Number Name Rank

ID Card
Rec'd IRS

WEB-
EOC

FES-
MAPS AVL

Vol.
Portal

132690 LINLEY DREGHORN BFB TRAINING OFFICER Y

111196 GAVIN HAGBOOM ACTIVE MEMBER

111196 GAVIN HAGBOOM CAPTAIN

111454 LINDSAY HAGBOOM ACTIVE MEMBER

111454 LINDSAY HAGBOOM BFB SECRETARY

111452 WAYNE HAGBOOM BFB AUXILLARY

111471 DARREL HUDSON VOL FIRE FIGHTER

111448 ROBERT MCMORRAN BFB AUXILLARY

111468 SHANE MELVIN VOL FIRE FIGHTER

111464 GLEN QUARTERMAINE VOL FIRE FIGHTER

111465 TODD QUARTERMAINE VOL FIRE FIGHTER

Members to be Added: UCARTY BFB

DFES ID Rank Surname First Name

Instructions for any alterations to the list above;

 1.   Details are to be printed clearly.
 2.   Member names are to be listed as Surname, then First Name.
 3.   DO NOT send information without a members DFES ID. New members must first be registered with DFES and recorded in RMS
 4.   Send the completed form to your Regional Office to ensure the information is updated in RMS
 

Changes Requested By: (print)
Contact Number Date Area/District Officer Signed

AUTHORISED: YES NO

18/04/2024 10:37 Page 1 of 1\\District Package\Personnel Listing Form 2.2.rdl



2024 - 2025
Firebreak Order

Harvesting Operations Infringement Penalties
Harvest and Vehicle Movement Bans 
A harvest or vehicle movement ban may be applied
during the Restricted or Prohibited Burning Period.  The
Shire of Dowerin will determine the need for a ban and
advertise the ban via our SMS Notification Service.  For
further information please contact the Shire of Dowerin
during normal office hours on 9631 1202. 
A harvest ban is defined as a ban on all harvesting  
operations on all properties within the Shire of Dowerin.
A vehicle movement ban is defined as a ban on all
vehicle movements on properties within the Shire of
Dowerin except for the essential watering of stock, using
a diesel powered vehicle only. 
No harvesting operations are permitted on Christmas
Day, Boxing Day and New Years Day. 

Conditions for harvesting operators: 
An Approved Fire Fighting Appliance is required to
be present in any paddock being harvested while
Crop Harvesting, Straw Raking, Straw Mulching and
Bailing operations are being carried out during  
restricted and prohibited periods.  The fire fighting
unit must be in a state of readiness and have a   
minimum of 500 liters of water on board. 

 A ban on harvesting and the movement of vehicles
(except for the watering or movement of stock) is
likely to be imposed when the predicted weather
conditions are classified by the Bureau of
Meteorology as ‘EXTREME’ or ABOVE, or when local
conditions warrant bans to be applied.  All such bans
are at discretion of the Chief Bush Fire Control
Officer.

It is MANDATORY for all operators of harvesters to
be registered on the Shire of Dowerin Harvest and
Vehicle Movement Ban SMS Notification service.  If a
ban has been imposed, all persons registered will be
sent a text message advising of details.

To register for the SMS Service, please
contact the Shire office on (08) 9631 1021

Inspections 
An authorised officer will carry out inspections of  
firebreaks after the specified completion dates. 
Any owner or occupier of land who fails to comply with
the requirements of this Notice is guilty of an offence
under Section 33(3) of the Bushfire Act 1954. 

Penalties 
Persons who fail to comply with the requirements of this
notice will be issued with an infringement notice and may
be prosecuted. 
The penalty for failing to comply with this notice is a fine
of up to $5,000 and the person in default is also liable,
whether prosecuted or not, to pay the costs of
performing the work directed in this notice. 

Avoid the Consequences 
Do not light any fire during the prohibited  burning
period.  This includes open cooking or camp fires.

Do not light a fire during the restricted period without
a valid permit.  This includes open cooking or camp
fires.

Do not light a fire on any Sunday or Public Holiday as
all permits are invalid.

Burning is only permitted on days rated as
‘MODERATE’.

Do not burn the road verge without the permission of
the Shire and a permit.

Check the weather forecast before undertaking any
burning or other activity that may cause a fire.

For more information please contact
the Shire of Dowerin on 

(08) 9631 1202 or visit
dowerin.wa.gov.au 

For all
emergencies

DIAL 000



During the restricted burning period a permit to set
fire to the bush is required before any burning
operation can be carried out. These dates may be
varied depending on the seasonal conditions. 

Prohibited Burning period: 
5 November 2024 - 14 February 2025

STRICTLY NO BURNING.
 

No burning is allowed for any reason during this
period. This includes open cooking or camp fires.  
These times may be varied depending on seasonal
conditions. 

First and Final Notice Prescribed Burning Fire Break Standards
Bush Fires Act 1954 

Notice is given to all owners and/or
occupiers of land with-in the Shire of
Dowerin under the requirements of Section
33 of the Bush Fires Act 1954, that firebreaks
must be in-stalled by 31 October 2024 and
maintained clear of inflammable material up
to and including 30 April 2025. 
NO BURNING IS PERMITTED DURING THE 

EASTER HOLIDAY PERIOD
(Good Friday and the 3 days immediately  

following Good Friday) 

No lighting of chaff piles is permitted on
Wednesday or Thursday before Good
Friday 
No open fires are permitted between 29
October 2024 — 17 February 2025
(including for the purpose of cooking
and camping) 
Firebreaks must be installed by 31
October 2024  

 ON THE SPOT FINES OF $250 WILL BE
ISSUED FOR NON COMPLIANCE

Dowerin Bush Fire Brigade Contacts
CBFCO - Paul Millsteed - 0427 311 721 

DCBFCO - Gavin Hagboom - 0427 341 026 

COMPLIANT FIREBREAK

Burning Permits
 

A permit must be obtained from the Shire of
Dowerin and must remain in possession of the
permit holder during the burn. 

Permits will  only be issued for controlled burns
that reduce a fire hazard on a property where
no alternative method exists to abate the
hazard.  At least 24 hours notice prior to the
burn the  permit holder must give notice of
intentions to burn to the owner or occupier of
adjoining land. 

Any special conditions imposed by the Chief
Bush Fire  Control Officer must be strictly
adhered to.  Permits will NOT be issued for
burning on any Sunday or Public Holiday. 

Apply for a burning permit, provide your
Assessment or Location number/s to the Shire
of Dowerin office on (08) 9631 1202

Properties 20 hectares (50ac) or larger 
Clear a ground firebreak at a width of no less than 3m,
as close as practical, inside the external boundaries of
the property, in which all inflammable material must be
removed and remain cleared.
Firebreaks must be maintained to provide a minimum
vertical clearance of 4m to allow adequate access for
fire appliances to the satisfaction of Council’s
appointed officers.
Construct a 5m firebreak immediately surrounding all
fuel and chemical storage areas.
Clear inflammable material within 20m of all dwellings
to construct a 20m circle of safety.  This can be
maintained through domestic grass, mulch or slashed
native grasses.
Areas cleared and piled for burning require a 20m
ground firebreak.

Non Urban Land—rural residential, rural
development Industrial estates and

subdivisions between half an acre (2023m2)
to 50 acres 

Clear 3m wide ground firebreak (clear of all
inflammable material) with a vertical clearance of
4m high, clear of any obstructions immediately
inside or as close as practical inside all external
boundaries of the land.

Clear all inflammable material within 20m  of all
buildings to construct a 20m circle of safety.

Urban Land - all town sites
Properties less than half an acre (2023m2)  

Clear land of ALL INFLAMMABLE material ie. debris,
dry grass, dry bush etc, to a height of 10cm to the
satisfaction of Council’s authorised officers. 

Properties larger than half an acre (2023m2) 
Clear and maintain a 3m wide firebreak immediately
inside external boundaries of the land. Clear land of
ALL INFLAMMABLE material ie. debris, dry grass, dry
bush etc, to a height of 10cm to the satisfaction of
Council’s authorised officers. 

ALL PROPERTIES MUST BE COMPLIANT
BY 31 OCTOBER 2024

SEP OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG

PERMIT REQUIRED NO BURNING

 

Restricted Burning period: 
 

1 October 2024 - 28 October 2024 and 
18 February 2025 - 14 April 2025 

permits are required.
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PREMABLE  

 

FOREWORD 

The three bushfire brigades (below) are owned and operated by the Shire of Dowerin. 
Operational and capital costs are funded by the DFES, using monies raised by the ESL. 

The Shire of Dowerin oversees the Dowerin Bushfire Brigade, Minnivale Bushfire Brigade 
and Ucarty Bush Fire Brigade. 

Our primary role is to provide fire prevention, preparedness, response & recovery service 
(PPRR) to the areas in the Shire of Dowerin that lie inside of the gazetted Fire District. Whilst 
our primary responsibility is to the residents of the Shire of Dowerin, in times of emergency 
we are available to assist with incidents in other Local Government areas, DBCA reserves 
and inside all ESL Category areas as requested. Mutual aid agreements ensure that 
assistance is available in all areas when required. 

 

 

MISSION STATEMENT 

“To provide fire prevention, preparedness, response & recovery service to the Dowerin 
District.” 

 

 

CHANGING POLICIES 

Only Council may amend or rescind a policy. Policies may be amended or rescinded at any 
time, but each policy must be reviewed at least once every five years. 

 

 

ACRONYM LIST 

CBFCO   Chief Bushfire Control Officer 

AGM     Annual General Meeting 

LGTO     Local Government Training Officer 

DFES     Department of Fire and Emergency Services 

PPE     Personal Protection Equipment 

SOD     Shire of Dowerin 

SODBFB   Shire of Dowerin Bushfire Brigade 

CEO     Chief Executive Officer 

DBCA     Department of Biodiversity, Conservation and Attractions 

EEO     Equal Employment Opportunity 

BAC     Blood Alcohol Content 

 

 

 



 

BUSHFIRE BRIGADE POLICY MANUAL  3 
 

TABLE OF CONTENTS

PREMABLE 2 

8.1 ROLES OF BRIGADE OFFICERS 4 

8.2 BRIGADE MEETINGS 10 

8.3 FIREFIGHTER INDUCTION 12 

8.4 PERSONAL PROTECTIVE EQUIPMENT 14 

8.5 USE OF BRIGADE SHEDS 16 

8.6 VEHICLE USE FOR OPERATIONAL ACTIVITIES 18 

8.7 SHIRE OWNED EQUIPMENT AT BUSH FIRES 22 

8.8  POLICE STATEMENTS 23 

 

 

APPENDICES 

7.20 MANAGEMENT OF BUSHFIRE VOLUNTEERS 25 

7.6 DISCIPLINARY POLICY 26 

7.7 DISCRIMINATION, BULLYING AND HARASSMENT POLICY 29 

7.10 DRUG AND ALCOHOL POLICY 33 

7.5 GRIEVANCES, INVESTIGATIONS AND RESOLUTION POLICY 44 

1.12 COMMUNICATIONS & USE OF SOCIAL MEDIA 47 

7.9 WORK HEALTH SAFETY POLICY 51 



BRIGADE MEMBERS AND OPERATIONS  

BUSHFIRE BRIGADE POLICY MANUAL  4 
 

POLICY NUMBER - 8.1 

POLICY SUBJECT - 8.1 Roles of Brigade Officers 

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

The purpose of this policy is to establish the roles of persons appointed as officers 

of Volunteer Bush Fire Brigades of the Shire of Dowerin. 

 

Policy Statement 

Through the application of this Policy, officers of Volunteer Bush Fire Brigades of 

the Shire of Dowerin, shall have a clear understanding of the extent of their 

authority and how their role will contribute to the strong management and 

operations of the brigades.

 

Roles and Responsibilities 

Chief Bush Fire Control Officer (CBFCO) 

A CBFCO is a delegated representative of the local government responsible for the 

administration of provisions within the Act. The position is required to perform 

active operational duties in relation to both fire defence and fire prevention 

strategies within the local community. 

A member of the Brigade may be nominated for this position at the Brigade Annual 

General Meeting (AGM). 

Chief Bush Fire Control Officers are nominated by the brigade to the Bush Fire 

Advisory Committee. The nomination is considered by BFAC and the CBFCO and 

if appropriate it is forwarded to the local government for its consideration and 

ratification. 

Duties and responsibilities of the CBFCO include: 

a. authorise permits for hazard reduction burns within the local government in 

accordance with the Act, 

b. identify and conduct risk assessments of fire hazards within the local 

government,   

c. perform duties prescribed by the Act and authorised by the local 

government,   

d. may take overall control of fire suppression activities or operational incidents 

where the local government is the Controlling Agency,   

e. maintain a personal incident diary to include a record of events and decisions 

during an incident,   

f. conduct brigade briefings and post incident analysis of any incident involving 

firefighting or management issues,   

g. provide advice and guidance and assist in Brigade management to effect 

improvements to fire management in the area, 

h. carry out normal brigade activities, 

i. ensure conduct of members is in accordance with the Code of Conduct. 
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In the absence of the CBFCO, the Deputy Chief Bush Fire Control Officer of the 

brigade has authority to exercise the powers of the Act delegated to the CBFCO. 

Captain 

The Captain of the brigade shall be responsible for the leadership and management 

of brigade operations in liaison with the Chief Bush Fire Control Officer (CBFCO). 

Nominating Captains must have served a minimum of 2 years as a Lieutenant prior 

to appointment. 

As a role model and mentor for members, the Captain should always act with 

integrity and consider each member equally. All decisions should be in the interest 

of the Brigade and its members.  

The position reports to the CBFCO on brigade related matters. 

Duties and responsibilities of the Captain include: 

a. Demonstrate positive leadership and mentor members, 

b. If the Captain is the senior officer at an incident: 

i. command, control and confidently manage activities at emergency 

incidents to ensure incident control systems and management principles 

are implemented and maintained during all emergency incidents if 

required, 

ii. maintain some form of personal incident diary with a record of events and 

decisions that occur at an incident, 

iii. conduct Brigade briefings and post incident analysis of any incident 

involving firefighting, incident support or management issues, 

iv. ensure members deployed for operational duties have the competencies 

to complete the task or duty assigned and hold currency in training to 

carry out the functions required, in accordance with training 

recommendations, 

v. to undertake responsibility for the proper management and maintenance 

of Brigade property and equipment to the best of their ability, 

vi. ensure conduct of members is in accordance with the Code of Conduct, 

and   

vii. report any injuries of personnel or damage to fire fighting vehicles or 

equipment immediately to the CBFCO. 

c. preside over all brigade meetings, 

d. ensure meeting procedure and protocol is maintained, 

e. promote the aims and objectives of the brigade where possible, 

f. advise the brigade on administrative matters, 

g. report brigade matters to the CBFCO, 

h. promote open fair discussion during debate in relation to brigade matters, 

and    

i. ensure minutes of meetings are signed and dated. 

In the absence of the Captain, the next senior officer of the brigade has authority 

to exercise the powers of the Act delegated to the Captain. 
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Lieutenant 

The Lieutenant of a brigade is responsible for the operational management of 

members during brigade activities. The position is required to provide operational 

support to the Captain in managing the brigade. The position reports to the Captain 

on all matters relevant to the functioning of the Brigade and/or personnel they are 

supervising. Lieutenants must have served a minimum of four (4) years of active 

service prior to appointment. 

The Brigade should appoint a minimum of one (1) Lieutenant. Additional 

Lieutenants may be appointed according to the needs of the Brigade. If operational 

circumstances require the number of Lieutenants for a brigade to be more than four 

(4), as decided by the Brigade Executive Committee, a request is to be submitted 

in writing or email to the CBFCO for endorsement. 

The brigade must rank all Lieutenants numerically according to seniority including 

length of service and relevant skills. 

Duties and responsibilities of a Lieutenant include: 

a. provide support to the Captain and assist with the operational management 

of the brigade, 

b. in the absence of the Captain administer all powers and responsibilities of 

the Act, 

c. command and manage members during emergencies and other brigade 

related incidents and activities, 

d. maintain a personal incident diary with a record of events that occur during 

all incidents if assuming the role of the most Senior Officer, 

e. in the absence of a more Senior Officer, conduct brigade briefings and post 

incident analysis of any incident involving firefighting or management issues, 

f. encourage positive interaction and teamwork between members, 

g. ensure Bush Fire Operating Procedures are adhered to at brigade activities, 

h. to endeavour to ensure active members engaged in brigade activities are 

allocated tasks relevant to their competencies, 

i. work cohesively with the Brigade Training Officer to conduct training 

activities for active members, 

j. to ensure the behaviour of members is in accordance with the Code of 

Conduct 

Brigade Equipment Officer  

The role of the Brigade Equipment Officer is to manage brigade property, fleet 

vehicles, general equipment, and stock levels of personal protective equipment. The 

position is not required to perform active operational duties but may be able to 

demonstrate a degree of knowledge of brigade equipment. The position may be 

inclusive to an operational position held within the brigade. 

The equipment officer shall perform the following functions: 

a. Manage brigade equipment and maintain a register of all assets, 

b. Coordinate and record maintenance of brigade equipment, 

c. Report all damage of brigade equipment or property to the CBFCO,    

d. Manage brigade requests for replacement items and equipment, 

e. Compile documentation of replacement items and submit to the CBFCO. 
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Brigade Training Officer  

The Brigade Training Officer is responsible for the management and co‐ordination 

of brigade training in conjunction with the Local Government Training Officer, 

including the documentation of these activities. The position is not required to 

perform active operational duties and is inclusive to an operational position held 

within the Shire of Dowerin. The Officer is expected to maintain a sound knowledge 

of the Competencies required by members.  

Duties and Responsibilities of the Brigade Training Officer may include:  

a. Ensure brigade members maintain necessary skill levels equivalent to the 

competency standards required by the local government and as 

recommended by DFES, 

b. Endeavour to ensure regular training sessions are conducted within the 

brigade to maintain currency of qualifications and skills, 

c. Maintain accurate records of training undertaken by members and ensure 

that qualification and training updates are forwarded to the Local 

Government Training Coordinator as required, 

d. Provide mentoring for members who express an interest in training to 

encourage future facilitators, 

e. Liaise the CBFCO on training operations. 

Secretary  

The Secretary is to record and manage administrational matters of the brigade. The 

position is not required to perform active operational duties and may be inclusive 

to an additional position held within the brigade. 

The position reports to the Captain on administration matters relevant to the 

brigade. This position may be held in conjunction with the Treasurer position. 

The Secretary shall perform the following functions: 

a. Ensure members receive notification of brigade meetings in accordance with 

Council Policy: Brigade Meetings,  

b. Where deemed appropriate, prepare an agenda for brigade meetings, and 

distribute to members prior to meetings, 

c. Ensure minutes of brigade meetings are recorded and distributed to all 

members prior to next meeting, 

d. Document and record all brigade correspondence, 

e. Ensure brigade information is disseminated to all listed members, 

f. Make available circulars and other information to members, 

g. Work cohesively with local government management and administration 

staff on matters relevant to brigade administration. 

h. Maintain a register of Brigade Members 

  



BRIGADE MEMBERS AND OPERATIONS 

BUSHFIRE BRIGADE POLICY MANUAL  8 
 

Treasurer 

The role of the Treasurer is to manage and report on all financial matters relevant 

to the brigade. The position is not required to perform active operational duties and 

may be inclusive to an operational position held within the brigade. 

The position reports to the Captain on financial matters relevant to the brigade.  

This position may be held in conjunction with the Secretary position. 

The Treasurer shall perform the following functions: 

a. Manage financial affairs including budgets of the brigade, 

b. Maintain brigade financial records and provide detailed reports of income 

and expenditure at all meetings, 

c. Work cohesively with the Shire of Dowerin on matters pertinent to brigade 

financial matters, including providing annual copies of financial statements, 

or as requested by the Shire. 

 

 

Related Documentation 

Related Legislation/Local Law/Policy/Procedure 

Bush Fire Brigades Local Law 
Bush Fires Act 1954 
Local Government Act 1995 

Related Delegation 

Nil 
 

Document Control 

Policy Number 8.1 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 8.2 

POLICY SUBJECT - 8.2 Brigade Meetings  

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

To ensure Brigade Members are aware in advance of when Meetings will take place. 

 

Policy 

In accordance with Regulation 3.6 of the Bush Fire Brigades Local Law, the Bushfire 

Brigade is to hold its Annual General Meeting (AGM) during the month of March 

each year. The Brigade Captain is to present the dates for the following AGM during 

that meeting. 

In accordance with Regulation 5.1 of the Bush Fire Brigades Local Law, Ordinary 

Meetings may be called at any time by the Secretary by giving at least 7 days’ notice 

to all Brigade members, and to the Chief Bush Fire Control Officer, for the purpose 

of: 

a) Organising and checking equipment. 

b) Requisitioning new or replacement equipment. 

c) Organising field excursions, training sessions, hazard reduction programs, 

and the preparation of fire breaks. 

d) Establishing new procedures in respect of any of the normal brigade 

activities. 

e) Dealing with any general business. 

 

Roles and Responsibilities 

Members 

Members have the responsibility of ensuring they understand and comply with the 

requirements of this policy. 

Chief Executive Officer 

The Chief Executive Officer has a responsibility to ensure this policy is implemented. 

Executive & Governance Officer 

The Executive & Governance Officer has a responsibility to ensure this policy is 

reviewed and presented to for consideration.

 

Related Documentation 

Related Legislation/Local Law/Policy/Procedure 

Nil 

Related Delegation 

Nil 
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Document Control 

Policy Number 8.2 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 8.3 

POLICY SUBJECT - 8.3 Firefighter Induction 

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

To ensure all Firefighters are provided with the appropriate orientation to enable 

them to fulfil their duties. 

 

Policy 

To provide Firefighters with an introduction and information to assist them with 

their roles of being elected representatives, the following documents will be 

provided to them, preferably before attending their first brigade meeting: 

1. Local Laws, 

2. Details of membership, 

3. Bushfire Brigade Policy Manual, 

4. Bushfire Brigade Procedure Manual, 

5. Contact Information Form. 

6. DFES Volunteer Hub walkthrough 

These documents will be available in hard copy, and the DFES Volunteer Hub 

walkthrough will be given online. 

The Captain will conduct a general induction with the new members providing 

information on the details and administration of being a volunteer firefighter. 

 

Roles and Responsibilities 

Members 

Members have the responsibility of ensuring they understand and comply with the 

requirements of this policy. 

Chief Executive Officer 

The Chief Executive Officer has a responsibility to ensure this policy is implemented. 

Executive & Governance Officer 

The Executive & Governance Officer has a responsibility to ensure this policy is 

reviewed and presented to for consideration.
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Related Documentation 

Related Legislation/Local Law/Policy/Procedure 

Local Government Act 1995 
Local Government (Administration) Regulations 1996 
Local Government (Rules of Conduct) Regulations 2007 
Code of Conduct 
 

Related Delegation 

Nil 

 

 

Document Control 

Policy Number 8.3 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 8.4 

POLICY SUBJECT - 8.4 Personal Protective Equipment 

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

To assist Firefighters in wearing appropriate Personal Protective Equipment. 

 

Policy 

Prior to training all Recruit Firefighters and new Members will be issued their own 

Personal Protective Equipment (PPE). All Firefighters will be issued with: 

• Kit Bag 

• Safety Helmet (and visor), 

• Level 1 Firefighters Jacket, 

• Level 1 Gloves, 

• Level 1 Firefighters Trousers, 

• Firefighters Boots, and 

• Respirator and Filters. 

PPE is only to be worn by a Firefighter when they are in attendance to an incident.

 

Roles and Responsibilities 

Members 

Members have the responsibility of ensuring they understand and comply with the 

requirements of this policy. 

Chief Executive Officer 

The Chief Executive Officer has a responsibility to ensure this policy is implemented. 

Executive & Governance Officer 

The Executive & Governance Officer has a responsibility to ensure this policy is 

reviewed and presented to for consideration.

 

Related Documentation 

Related Legislation/Local Law/Policy/Procedure 

Nil 

Related Delegation 

Nil 
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Document Control 

Policy Number 8.4 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 8.5 

POLICY SUBJECT - 8.5 Use of Brigade Sheds 

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

To provide direction on the use of Fire Brigade sheds by members.

 

Policy 

The use of the Brigade sheds is limited to Brigade Meetings, and meetings where 

Brigade Officer or members representation is present in accordance with the 

following guidelines:  

1. The meeting is related to Brigade business, or associated with Brigade 

involvement, or at the discretion of the Chief Bush Fire Control Officer. 

2. The meeting is not a private function, nor used for political or electoral 

purposes. 

3. The Brigade shed area is a smoke free zone including veranda areas directly 

adjacent to open doorways. 

All building maintenance will be performed by the Shire of Dowerin, with general 

cleanliness being a responsibility of the relevant Brigade members. The Shire of 

Dowerin will perform a biannual building inspection, with at least 7 days’ notice 

given to the Brigade Captain. 

 

Roles and Responsibilities 

Brigade Officers & Members 

Members have the responsibility of ensuring they understand and comply with the 

requirements of this policy. 

Chief Executive Officer 

The Chief Executive Officer has a responsibility to ensure this policy is implemented. 

Executive & Governance Officer 

The Executive & Governance Officer has a responsibility to ensure this policy is 

reviewed and presented to for consideration.

 

Related Documentation 

Related Legislation/Local Law/Policy/Procedure 

Nil 

Related Delegation 

Nil 
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Document Control 

Policy Number 8.5 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 8.6 

POLICY SUBJECT - 8.6 Vehicle Use for Operational Activities 

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

This operating policy is to provide Members of the Shire of Dowerin Bush Fire 

Brigade with guidance and direction around the safe and effective use of fire 

appliances. 

The requirement of this policy applies to all Shire of Dowerin Bush Fire Brigade 

members and is subject to provisions outlined in this procedure.  

 

Policy  

Licence Requirements  

Licence According To Class 

Licencing requirements according to class as outlined in schedule 1 of Road Traffic 

(Authorisation to Drive) Regulations 2014.  

C  A motor vehicle, other than a motorcycle or motor carrier, that: 

• has a GVM of 4.5 t or less, and  

• that is equipped to seat not more than 12 adults including the driver. 

LR  A motor vehicle, other than a motorcycle or motor carrier, that: 

• has a GVM of 4.5 t or less and that is equipped to seat more than 12.  

• adults including the driver: or  

• has a GVM of more than 4.5 t but not more than 8 t. 

MR  A motor vehicle, other than a motorcycle or motor carrier, that: 

• has 2 axles and a GVM of more than 8t. 

HR  A motor vehicle, other than a motorcycle or motor carrier, that: 

• has at least 3 axles and a GVM of more than 8t.  

It is a requirement that all members are to produce their Drivers Licences, once a 

year, at the Brigade’s Annual General Meeting, to the requesting Officer, or at any 

other time at the Chief Bush Fire Control Officers request. 
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Novice (Learner) Driver 

The learner driver must be accompanied by an instructor as defined under the Road 

Traffic (Authorisation to Drive) Regulations 2014, who has held an authorised 

driver’s licence for a minimum of 4 years, the instructor must always supervise the 

learner both in and out of the vehicle.  

The learner driver: 

• Must not exceed a speed limit of 100km/hr, and 

• Must display two L plates on the vehicle, one of which is visible from the front 

of the vehicle, and one which is visible from the back of the vehicle. 

The Learner driver is not permitted to drive to or at the fire ground, and at no time 

is the learner driver permitted to drive Emergency Road conditions. 

Novice (Provisional) Driver  

As defined in section 10 of the Road Traffic (Authorisation to Drive) Regulations 

2014, the novice driver (Type 1A) may only drive between the hours of 2400 and 

0500 if it is for the purpose of travelling to or from employment and by the shortest 

practicable route for achieving that purpose. This means only when travelling 

between the station and home.  

The provisional driver may not under any circumstance drive a Shire of Dowerin 

Vehicle under Emergency road conditions.  

Extraordinary Licence 

Members who hold an Extraordinary Licence are not permitted to drive a Shire of 

Dowerin vehicle under Emergency road or Normal road conditions and must always 

adhere to the conditions of their licence. 

 

Requirements per Road Conditions 

 

Qualification Requirements For Emergency Road Conditions 

All members of the Shire of Dowerin Bush Fire Brigades must hold the following to 

be able to drive a fire appliance under operational conditions: 

• Current Western Australian drivers licence stating the relevant class, 

• Have undertaken an accredited driving under operational conditions unit of 

competency, PUAVEH001B Drive vehicles under operational conditions or 

DFES On Road Course, 

• Has been a volunteer Fire Fighter within the Shire of Dowerin Fire Service for 

a minimum of 2 years, and  

• Has been approved by the brigade captain and endorsed by the Chief Bush 

Fire Control Officer. 

Any driver whose licence has been disqualified must advise their Brigade Captain 

immediately and are not authorised to drive a Shire of Dowerin vehicle. 
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Qualification Requirements For Normal Road Conditions 

All members of the Shire of Dowerin Bush Fire Brigade must hold the following to 

be able to drive a fire appliance under Normal road conditions. 

• Current Western Australian drivers licence stating the relevant class, and 

• Has been approved by the Brigade Captain. 

Any driver whose licence has been disqualified must advise their brigade captain 

immediately and are not authorised to drive a Shire of Dowerin vehicle. 

 

Driving Emergency Road Conditions 

Any member who has met the qualification requirements as outlined in this 

document may proceed under Emergency road conditions providing the member 

is: 

• On official duty responding to a fire or fire alarm, 

• On official duty responding to an emergency or rescue operation where it is 

reasonable to assume that human life is likely to be in danger, 

• The driver is taking all reasonable care, 

• The vehicle is displaying a blue or red flashing light and/or sounding an alarm 

(As per section 61 B of the Road Traffic Act 1974), and  

• The vehicle is an Emergency Vehicle as defined under the Road Traffic 

(Vehicle) Regulations 2014. 

The driver must, when instructed by a Fire Control Officer, DFES Officer, COMCEN, 

or the Incident Controller, proceed under Normal road conditions, and are subject 

to all laws and regulations as detailed under the Road Traffic Code 2000. 

Members may be authorised by a Fire Control Officer at their discretion from time 

to time under certain circumstances for a specific incident to respond to an incident 

under operational conditions, should the Fire Control Officer believe it is required. 

Under no circumstances is any other member authorised to upgrade a driver to 

operational conditions. 

 

Seat Belts 

Members must always wear a seat belt when traveling in a vehicle belonging to the 

Shire of Dowerin, except for when engaged in Fire Fighting activities as per section 

284.1(b) of the Road Traffic Code 2000. 
 

Drugs And Alcohol 

A driver or any other member must not operate a Shire of Dowerin vehicle with a 

blood alcohol content greater than 0.00% or any prescribed illicit drugs in the 

persons systems, as described in section 64AC of the Road Traffic 1974. 
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Disciplinary Process And Penalties  

Every member who drives a motor vehicle without due care and attention and fails 

in their duties as described in the aforementioned sections of this document, 

commits an offence and is subject to disciplinary process which includes any or all 

the following: 

• Suspension from all driving privileges for a set period, 

• Suspension of membership for a set period, and/or 

• Termination of membership. 

Any member found to be in breach of these rules will be subject to the disciplinary 

process as provided here within. The Chief Bush Fire Control Officer or their 

nominated representative (Deputy Chief Bush Fire Control Officer, Captain) may at 

his discretion prohibit a member from proceeding under operational conditions for 

a period to be determined at the time, if they feel the member has breached any of 

the conditions of this document or if they believe the member has acted in an 

unsafe manner at any time whilst driving a Shire of Dowerin Vehicle, the Chief will 

notify the member in writing the terms of their suspension from driving. 

 

Roles and Responsibilities 

Members 

Members have the responsibility of ensuring they understand and comply with the 

requirements of this policy. 

Chief Executive Officer 

The Chief Executive Officer has a responsibility to ensure this policy is implemented. 

Executive & Governance Officer 

The Executive & Governance Officer has a responsibility to ensure this policy is 

reviewed and presented to Council for consideration. 

 

Related Legislation/Local Law/Policy/Procedures 

Bushfires Act 1954 
Department of Transport Western Australia 
Road Traffic Act 1974 
Road Traffic Code 2000 
Road Traffic (Authorisation to Drive) Act 2008 
Road Traffic (Vehicle) Act 2012 
 

Document Control 

Policy Number 8.6 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 8.7 

POLICY SUBJECT - 8.7 Shire Owned Equipment at Bush Fires 

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

Council is fully supportive of our volunteer brigades’ efforts to protect the Shire 

from a dangerous fire situation. To that end, Council-owned plant and equipment, 

and operators are available to assist in the containment of a fire.

 

Policy  

The Chief Bush Fire Control Officer (CBFCO) or person in control of the fire, is to 

determine if the equipment is required. 

The CBFCO or person in control of the fire is to contact the Chief Executive Officer 

to request the Shire equipment to attend the fire.  

If the Chief Executive Officer is unavailable, authority for the use of plant and 

equipment will be delegated to the Asset & Works Coordinator. 

Requests for Shire equipment are to be for assistance in the containment and 

control of bushfires. 

Requests from landowners to assist in “mopping up” procedures will be charged at 

private works rates. 

 

If land tenure is Department of Biodiversity, Conservation and Attractions 

/Unallocated Crown Land/Unmanaged Reserves contact the relevant agency to 

enable the Shire to claim payment for equipment use. 

 
 

Document Control 

Policy Number 8.7 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 8.8 

POLICY SUBJECT - 8.8  Police Statements 

DATE ADOPTED  - 19 September 2023 (CMRef: 0862) 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

Objective 

To provide direction for the provision of statements to the police regarding 

incidents.

 

Scope 

Personnel attending incidents may occasionally be required to submit a statement 

to Police for internal police enquiries and/or presentation to a Coroner’s Inquest. 

 

Policy 

POLICE STATEMENTS 

Statements are not to be submitted, presented, or made either verbally or in writing 

directly to any police officer regarding any incident attended.  

Upon receiving a request for a witness statement, the witness (Shire employee or 

volunteer) is to contact the Chief Executive Officer. 

The Chief Executive Officer will provide the witness with internal advice and 

support and will solicit external legal advice if considered necessary. 

The Chief Executive Officer will assist the witness through the statement 

development and delivery process. 

 

Roles and Responsibilities 

Brigade Officers & Members 

Members have the responsibility of ensuring they understand and comply with the 

requirements of this policy. 

Chief Executive Officer 

The Chief Executive Officer has a responsibility to ensure this policy is implemented. 

Executive & Governance Officer 

The Executive & Governance Officer has a responsibility to ensure this policy is 

reviewed and presented to for consideration.

 

Related Documentation 

Related Legislation/Local Law/Policy/Procedure 

Nil 

Related Delegation 

Nil 

 



BRIGADE MEMBERS AND OPERATIONS  

BUSHFIRE BRIGADE POLICY MANUAL  24 
 

 

Document Control 

Policy Number 8.8 

Policy Version 1 

Policy Owner(s) Chief Executive Officer 

Creation Date 18 July 2023 

Last Review Date 19 September 2023 

Next Review Date This policy will be reviewed as required. 
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POLICY NUMBER - 7.20 

POLICY SUBJECT - 7.20 Management of Bushfire Volunteers 

DATE ADOPTED - 21 December 2021 

RESPONSIBLE OFFICER - Chief Executive Officer 

REVIEWED -  

 

 

Objective 

 

This policy is designed to give guidance in managing the Shire’s valuable bushfire volunteers 
in relation to their competency in fighting fires and expectations and requirements when 
attending a bush fire. 

The State Government’s new Work Health and Safety Act 2020 commences in January 2022 
and will impact on the Shire’s bushfire volunteers through the new Industrial Manslaughter 
provisions. 

The new regulations require the Shire to adopt a more structured approach to managing its 
registered bushfire volunteers. The legislation states that all registered bushfire volunteers 
are deemed to be employees of the Shire of Dowerin to whom the Shire has a duty of care 
with respect to safety, training, performance and compliance. 

As volunteers come under the Shire umbrella, liability wise, as well as any employer who has 
an employee attending a fire, volunteers are covered through the Shire’s insurance scheme. 

The Shire of Dowerin is adopting a protocol that recognises and addresses the issue of 
training. Recognition of Prior Learning, that is experience in fire situations, will be 
recognised and registered as a competency level. Inexperienced volunteers will need to 
have a recorded basic introduction to fire safety and procedure training or have been issued 
a Shire Competency Certificate. 

The Shire of Dowerin deems the Chief Bushfire Control Officer, Bushfire Advisory 
Committee Chairperson and Shire Chief Executive Officer as being qualified to assess the 
volunteer’s recognition of prior learning and to approve and sign the Competency 
Certificate. 

 
Other requirements for volunteers who attend a bushfire include: 

• Following orders of a Fire Control Officer (FCO) 

• Wearing appropriate fire-fighting PPE 

• Understanding and using the correct communication methods 

• Notifying when arriving and leaving the fire grounds 

• Ensuring firefighting plant and equipment is operational 
 

 
Roles and Responsibilities 
The Chief Executive Officer is responsible for ensuring this policy is implemented. 
Related Documentation 

RPL Assessment Form/ Certificate of Competency 

Related Legislation/Local Law/Policy/Procedure 

Bushfire Act 1954 

Work Health and Safety Act 2020 

Related Delegation 

Nil 



APPENDIX 2 

BUSHFIRE BRIGADE POLICY MANUAL  26 
 

 

POLICY NUMBER - 7.6 

POLICY SUBJECT - 
7.6 Disciplinary Policy 

DATE ADOPTED - 20 August 2019 (CMRef 0034) 

RESPONSIBLE OFFICER - Manager Corporate & Community Services 

REVIEWED - 9 June 2022 

 

Policy Statement 

The Shire of Dowerin (Local Government) is committed to ensuring its employees conduct 
themselves in an appropriate and professional manner and perform their duties in 
accordance with Local Government policies, procedures and guidelines (Policies).  

The Local Government may from time to time consider that issues of employee behaviour, 
misconduct or less than satisfactory performance require disciplinary action. All disciplinary 
action will be applied in a consistent, fair and objective manner as set out in this policy, and 
in appropriate circumstances employees may be given an opportunity and assistance to 
improve. 

Application 

This policy applies to all employees who work at the Shire of Dowerin including contractors, 
volunteers and any person performing work for or with the Shire of Dowerin in any capacity.  

 

Authority to take Disciplinary Action 

Disciplinary action, with the exception of termination of employment, will only be taken 
when authorised by the employee’s Manager. The Manager may only approve disciplinary 
action after consultation with the Chief Executive Officer. 

 

A decision to terminate an employee’s employment with the Local Government must be 
authorised by the Chief Executive Officer. 

 

When the Disciplinary Policy Applies 

Some examples of when this policy may be invoked include breaches of the Shire of Dowerin 
policies and procedures including, but not limited to: 

 

1. breaches of the Code of Conduct such as failing to disclose a conflict of interest, or 
accepting a prohibited gift; or 

2. poor performance such as frequently attending for work late or producing a poor 
quality of work; or 

3. inappropriate behaviour such as theft, violating the Discrimination, Harassment and 
Bullying Policy, or wilfully disobeying a lawful instruction.  
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General Disciplinary Principles 

The following principles will apply to any disciplinary action taken: 

 

1. Nature of allegation and investigation: Before formal disciplinary action is taken 
against an employee, the nature of the allegations made against an employee will be 
put to the employee and an investigation may follow, in accordance with the 
Grievances, Investigations & Resolution Policy and Procedure; 

2. Right to a support person: Where an employee is required to attend a formal 
meeting regarding a disciplinary matter or procedure, the employee may be 
accompanied by a support person where practicable. The role of a support person 
is not to advocate on behalf of anyone, but to simply provide emotional or other 
support; 

3. Confidential: All parties must keep matters related to a disciplinary process 
confidential; and 

4. Fair and impartial: The Shire of Dowerin strives to keep the disciplinary process fair 
and impartial, meaning that all parties involved will have an opportunity to put their 
case forward and be given an opportunity to respond. 

 

Serious Misconduct 

Serious misconduct pursuant to the Fair Work Regulations 2009 includes, but is not limited 
to: 

 

1. Wilful or deliberate behaviour by an employee that is inconsistent with the 
continuation of the contract of employment; 

2. Conduct that causes serious and imminent risk to the health or safety of a person; 
or the reputation, viability or profitability of the Shire of Dowerin’s organisation; 

3. The employee, in the course of the employee’s employment, engaging in: 
a.  theft; or 
b.  fraud; or  
c.  assault;  

4. The employee being intoxicated at work; or  
5. The employee refusing to carry out a lawful and reasonable instruction that is 

consistent with the employee's contract of employment. 

 

If an employee engages in serious misconduct, disciplinary action that may be taken 
includes, but is not limited to, summary dismissal (termination of employment without 
notice).  

 

Other Disciplinary Action 

With the exception of serious misconduct, where an employee has engaged in misconduct 
in breach of the Shire of Dowerin’s Policies, procedures, code of conduct, employment 
contract and/or legislation, the employee could be disciplined as follows: 

 

1. Verbal warning –Management has the discretion to issue the employee with a verbal 
warning. The verbal warning should be noted in a file note and placed on the 
employee’s personnel file; 

2. Written warning –Management has the discretion to issue the employee with a 
written warning. The employee must be given a copy of the written warning and it 
must be placed on the employee’s personnel file.; and 

3. Termination of employment with notice – In cases other than summary dismissal, 
an employee’s employment may be terminated with notice or payment in lieu of 
notice provided the Shire of Dowerin has a valid reason for terminating the 
employee’s employment and the employee has an opportunity to respond to the 
reasons for termination.  

 

Whenever an employee is required to attend a meeting regarding a disciplinary issue, the 
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employee may have a support person present where practicable. The type of disciplinary 
action taken against an employee is at the Shire of Dowerin’s discretion and the type of 
disciplinary action will depend on the seriousness and frequency of any misconduct or 
performance issue.  

Principles to be Applied 

Where disciplinary action is taken, the principles of procedural fairness must prevail. These 
principles are expanded on in the Shire of Dowerin’s Grievances, Investigations, and 
Resolutions Policy and Procedure.  

 

Investigation Procedures for Alleged Misconduct 

Investigations into alleged misconduct should follow the processes detailed in the Shire of 
Dowerin’s Grievances, Investigations, and Resolutions Policy and Procedure. 

 

Reporting Obligations 

If an officer or employee of the Shire of Dowerin has reporting obligations pursuant to the 
Corruption and Crime Commission Act 2003 (WA) and suspects on reasonable grounds 
that a matter arises which concerns or may concern misconduct, the Corruption and Crime 
Commission must be notified of that matter as soon as reasonably practicable.  

 

Pursuant to the Corruption, Crime and Misconduct Act 2003 (WA) it is the responsibility of 
the Principal Officer acting in their official capacity to notify where they suspect on 
reasonable grounds, a matter that concerns or may concern either serious or minor 
misconduct. Minor misconduct is reported to the Public Sector Commission. Please note 
that what constitutes ‘minor’ or ‘serious misconduct’ for the purpose of the CCM Act differs 
from the industrial definition of ‘misconduct’ and ‘serious misconduct’.  

Employees must also be aware of and adhere to any obligations pursuant to the Public 
Interest Disclosure Act 2003 (WA).  

 

Variation to this Policy 

This policy may be cancelled or varied from time to time. All the organisation’s employees 
will be notified of any variation to this policy by the normal correspondence method.  

 

Related Corporate Documents 

Grievances, Investigations, and Resolutions Policy 

Grievances, Investigations, and Resolutions Procedure 

Code of Conduct for Employees 

 

Document Control 

Policy Number 7.6 

Policy Version 2 

Policy Owners Manager Corporate & Community Services 

Creation Date 20 August 2019 (CMRef 0034) 

Last Review Date 9 June 2022 

Next Review Due 
This policy will be reviewed annually or more often where 
circumstances require. 
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POLICY NUMBER - 7.7 

POLICY SUBJECT - 
7.7 Discrimination, Bullying and Harassment 
Policy 

DATE ADOPTED - 20 August 2019 (CMRef 0034) 

RESPONSIBLE OFFICER - Manager Corporate & Community Services 

REVIEWED - 9 June 2022 

 

Policy Statement 

The Shire of Dowerin and its employees are committed to providing a working environment 
where every employee is treated equally, fairly and without prejudice. For the purposes of 
this policy the term “employee/s” will extend to cover contractors, volunteers and any 
person performing work for or with the Shire of Dowerin in any capacity.   

 

Unlawful Discrimination 

An employee is directly discriminated against if they are treated less favourably than 
another person in the same or similar circumstance because of any one of the grounds of 
discrimination outlined below. Indirect discrimination can occur where a practice or 
requirement is imposed upon all employees; but where a high proportion of employees with 
a protected ground cannot comply with, or are affected by, that practice or requirement.  

 

The Shire of Dowerin acknowledges its responsibilities and obligations pursuant to State 
and Federal equal opportunity and anti-discrimination laws.  

 

The following is a non-exhaustive list of the grounds of discrimination for which it is unlawful 
to discriminate against an individual: 

 

1. Age; 
2. Family responsibility or status; 
3. Race, colour or ethnic origin; 
4. Sex including gender identity, sexual orientation and intersex status; 
5. Physical or mental disability; 
6. Marital status; 
7. Political or religious conviction; 
8. Pregnancy; 
9. Criminal record; 
10. Breastfeeding; 
11. Gender history; 
12. Impairment; 
13. National extraction or social origin; and 
14. Trade union activity 

 

Sexual Harassment 

The Equal Opportunity Act 1984 (WA) and the Sex Discrimination Act 1984 (Cth) provides 
that it is unlawful to engage in sexual harassment. Sexual harassment can be defined as any 
unwelcome conduct of a sexual nature, such as an unwelcome sexual advance or an 
unwelcome request for sexual favours, in circumstances in which a reasonable person would 
anticipate that the person harassed would be offended, humiliated or intimidated.   

Some examples of sexual harassment include, but are not limited to:  

1. Physical contact (touching, rubbing, patting, embracing, brushing up against etc.);  
2. Gestures of a sexual nature; 
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3. Leering or staring; 
4. Offensive telephone calls, emails, text messages or notes; 
5. Sexual suggestive jokes or comments; 
6. sexually explicit posts on social networking sites 
7. Tales of sexual exploits; 
8. Repeated requests for a date; 
9. Unwelcome comments or questions about a person's sex life, appearance or dress; 

and 
10. Displaying sexually graphic material (poster, calendars, cartoons, graffiti, messages, 

emails).  

 

Just because someone does not object to inappropriate behaviour in the workplace at the 
time, it does not mean that they are consenting to the behaviour. 

 

Bullying  

Bullying is defined as repeated and unreasonable behaviour directed towards an employee 
or a group of employees that creates a risk to health and safety. Unreasonable behaviour 
amounts to behaviour that a reasonable person in the circumstances would see as 
unreasonable including behaviour that is victimising, humiliating, intimidating or 
threatening.  

 

Bullying is also unlawful under the Occupational Safety and Health Act 1984 (WA) and the 
Occupational Safety and Health Regulations 1996 (WA).  

 

Some examples of bullying include, but are not limited to: 

1. Loud, abusive or offensive language or comments; 
2. Yelling and screaming; 
3. Unjustified criticism and insults; 
4. Unjustified threats of dismissal or other disciplinary action;  
5. Acts of sabotaging another’s work by withholding information which is required to 

fulfil tasks; 
6. Spreading malicious rumours or misinformation; 
7. Inappropriate comments about an employee’s appearance, lifestyle of family; 
8. Deliberately excluding an employee from workplace meetings or activities; 
9. Hiding documents or equipment or withholding vital information required for 

effective work performance; 
10. Constantly changing targets or work guidelines; 
11. Overloading an employee with work and impossible deadlines; 
12. Setting tasks that are unreasonably below or beyond an employee’s level of skill; 
13. Threats of assault or violence or actual violence;  
14. Teasing and practical jokes; and 
15. Isolating or ignoring an employee on a constant basis. 

Where an employee makes a threat of violence or assaults another employee the police 
should be called. 

 

Ways in which Bullying can Occur 

There are a variety of ways bullying behaviour can occur in the workplace such as verbally, 
through email or text message or via social media. Bullying can be directed at an individual 
employee or a group of employees and can be carried out by one or more employees. 
Bullying can occur between employees, downwards from managers to employees or 
upwards from employees to supervisors or managers 
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Reasonable Management Action 

The Shire of Dowerin has a right to take reasonable management action to direct the way 
in which work is conducted and to give employees lawful and reasonable directions to 
complete work in a certain manner. Reasonable management action is not workplace 
bullying.  

 

Some examples of reasonable management action include, but are not limited to: 

 

1. The establishment and regular use of performance management systems; 
2. The setting of reasonable performance targets and deadlines; 
3. Providing employees with constructive feedback or counselling to assist workers to 

improve their work performance or the standard of their behaviour; 
4. Issuing a lawful and reasonable direction to an employee to complete a work task; 
5. Preparing and amending a roster for employees; 
6. Transferring an employee to a different work location for operational reasons; 
7. Implementing organisational change; 
8. Informing an employee about inappropriate behaviour in a confidential manner; and 
9. Taking disciplinary action against an employee. 

 

Other Behaviours not Considered to be Bullying 

Where two or more employees have a difference of opinion and disagree on an issue, this 
is not usually considered to be workplace bullying. However, where conflict escalates and 
is repeated it may meet the definition of workplace bullying.  

 

Additionally, bullying does not occur where bullying behaviour is a one off occurrence and 
if that behaviour does not create a risk to health or safety.  

 

What to do if you think you are being Discriminated Against, Sexually Harassed or Bullied 

Refer to the Grievance Policy and Grievance Procedure for steps to take if you think you 
are being discriminated against, sexually harassed or bullied, or if you suspect another 
employee is experiencing any of those things. 

 

Roles & Responsibilities 

To ensure the intent of this policy is realised various roles within the Shire of Dowerin must 
assume certain responsibilities.  

 

The Employer 

The Shire of Dowerin will endeavour to: 

 

1. provide all workplace participants with a workplace free from discrimination, sexual 
harassment and bullying; 

2. provide and maintain safe systems of work; 
3. provide a fair and effective procedure to investigate and resolve complaints of 

sexual harassment, discrimination and bullying; 
4. treat all employees fairly; and 
5. take suitable disciplinary action against any employee who is found to have sexually 

harassed, discriminated, bullied or victimised another employee. 
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All the Organisation’s Employees 

Employees, contractors and volunteers are required to: 

 

1. report any incidents of sexual harassment, discrimination or bullying they may see 
happening around them to an appropriate manager or supervisor;  

2. follow all policies and procedures of the Shire of Dowerin; 
3. ensure they do not victimise any person making a complaint of sexual harassment, 

discrimination or bullying; and 
4. treat all employees fairly and with respect.  

 

Employees should be aware that discrimination, bullying and sexual harassment may 
expose them individually to legal action. 

 

Consequences of Breaching This Policy 

Any breach of this policy may result in disciplinary action up to and including termination 
of employment. 

 

Variation to this Policy 

This policy may be cancelled or varied from time to time. The Local Government’s 
employees will be notified of any variation to this policy by the normal correspondence 
method. 

 

Related Corporate Documents 

Grievances, Investigations and Resolution Policy and Procedure 

Disciplinary Policy and Procedure  

Code of Conduct for Employees 

EEO Management Plan 

 

Related External Documents 

Equal Opportunity Act 1984 (WA) 

Racial Discrimination Act 1975 

Disability Services Act 1993 

Age Discrimination Act 2004 

Australian Human Rights Commission Act 1986 

Sex Discrimination Act 1984 

WALGA Employee Relations Services 

 

Document Control 

Policy Number 7.7 

Policy Version 2 

Policy Owners Manager Corporate & Community Services 

Creation Date 20 August 2019 (CMRef 0034) 

Last Review Date 9 June 2022 

Next Review Due 
This policy will be reviewed bi-annually or more often where 
circumstances require. 
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POLICY NUMBER - 7.10 

POLICY SUBJECT - 7.10 Drug and Alcohol Policy 

DATE ADOPTED - November 2020 

RESPONSIBLE OFFICER - Manager Corporate & Community Services 

REVIEWED - 9 June 2022 

 

 

Objective 

 

The Shire of Dowerin (Local Government) is committed to providing a safe and healthy 
workplace for all employees, contractors, sub-contractors and volunteers. As a part of 
this commitment the Shire will not tolerate the misuse of alcohol and/or other drugs in 
the workplace. 

The purpose of this policy is to ensure the following: 

• That all employees, contractors, sub-contractors and volunteers are fit for work 
and not under the influence of alcohol and/or other drugs while at work. 

• That the safety and wellbeing of staff and the public are not placed at risk by 
the actions of an employee under the influence of drugs and/or alcohol. 

• That the illegal and/or criminal activity of possession or dealing in drugs does not 
occur at the workplace. 

 

 
Policy Statement 
 
The Shire of Dowerin’s Commitment 
 
The Shire of Dowerin and its employees must take all reasonable care not to endanger the 
safety of themselves or others (including customers) in the workplace. Alcohol and/or other 
drug usage becomes a work health safety issue if a worker's ability to exercise judgment, 
coordination, motor control, concentration and alertness at the workplace is impaired.  
 
This policy applies to all employees, contractors, visitors and volunteers engaged or 
appointed by the Local Government while on the Local Government’s premises or while 
engaged in Local Government related activities. 
 
The Individual’s Responsibility 
 

Under the Work Health and Safety Act 2020 workers must take reasonable care of their 
own safety and health and not endanger the safety and health of others at the workplace. 
The consumption of alcohol and/or drugs while at the workplace is unacceptable, except in 
relation to any authorised and responsible use of alcohol at workplace social functions.  The 
workplace extends to Shire owned vehicles and plant. At any time as a worker of the Shire 
whilst undertaking their respective duties, employees are required to present themselves 
for work and remain, while at work, capable of performing their work duties safely. An 
employee who is under the influence or impaired by alcohol and/or drugs at the workplace, 
may face disciplinary action up to and including termination of employment. 

 

Reporting Requirements 
 
Employees must report to their employer any situation where they genuinely believe that 
an employee may be affected by alcohol and/or other drugs.  
 
Drug Use on the Premises 
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Employees who buy, take, or sell drugs on Local Government premises, may be found to 
have engaged in serious misconduct. Such behaviour may result in disciplinary action up to 
and including dismissal.  
 
Employees who have been prescribed medication/drugs by a medical practitioner that 
could interfere with their ability to safely carry out their role must inform their Manager or 
Chief Executive Officer and disclose any side effects that these prescribed 
medication/drugs may cause.  
 
Consumption of Alcohol on the Premises 
 
Except in situations where the Local Government holds a function on the premises and 
alcohol is provided, employees must not consume alcohol in the workplace. 
 
Managers’ Responsibilities – Consumption of Alcohol at Work Sponsored Functions 
 
Managers are required to:  

• encourage employees to make alternative arrangements for transport to and from 
work prior to the function; 

• ensure that the following is made available: water, soft drinks, low alcohol drink 
options, tea and/or coffee and food; 

• assist the employee with safe transport home, including contacting a family member 
or arranging transport, if the manager believes a person may be over the BAC 0.05 
limit; and 

• appoint a delegate to oversee the remainder of the function if the manager must 
leave early.  

 
Counselling and Rehabilitation 
 
All personnel will be offered the opportunity to seek appropriate counselling and rehabilitation 
services where the need arises.  The Council intends in appropriate circumstances to help 
employees with problems associated with the abuse of drugs and alcohol and to encourage 
their rehabilitation. 

 

However, no part of this Policy or any related procedures is intended to affect the Shire’s right 
to manage its workplace and discipline its employees or to offer employment or continued 
employment, nor to make the Shire liable for the costs associated with counselling and 
rehabilitation. 

 

If an employee feels they require assistance with a substance abuse or dependence related 
issue they may bring this to the attention of their Safety Representative, Supervisor or CEO. No 
disciplinary action will result from such a request, even if it is obvious that the Policy must have 
been previously breached, provided that the request is made well in advance of and not as a 
result of a drug and alcohol test. 

 

Counselling and Rehabilitation, if required, can be arranged on a strictly confidential basis. This 
may be arranged through other agencies as listed below: 

Service Provider Metro No. Toll Free 

Occupational Services (WA) 9225 4522 1800 198 191 

Alcohol and Drug Information Service (24hrs) 9442 5000 1800 198 024 

Alcoholics Anonymous (24 hrs)                    9325 3566  

Narcotics Anonymous                                            9227 8361  

Parents Alcohol and Drug Information Service       9442 5050 1800 653 203 

Identification of Impairment & Testing 
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If the Local Government has reasonable grounds to believe that an employee is affected by 
drugs and/or alcohol it will take steps to address the issue.  
 
Reasonable grounds may include, but are not limited to, where an employee’s coordination 
appears affected, has red or bloodshot eyes or dilated pupils, smells of alcohol, acts contrary 
to their normal behaviour, or otherwise appears to be affected by drugs and/or alcohol. 
 
If the Local Government suspects that an employee is under the influence of drugs and/or 
alcohol it may pursue any or all of the following actions:  

• direct an employee to attend a medical practitioner and submit to a medical 
assessment to determine whether the employee is fit to safely perform their duties;  

• require that an employee undergo drug and alcohol testing administered by a 
suitably qualified person appointed by the Local Government; and/or 

• direct an employee to go home. 

A medical assessment may include a drug and/or alcohol test. Testing shall be conducted 
in accordance with the Australian Standard AS/NZS 4308:2008 – Procedures for specimen 
collection and the detection and quantitation of drugs of abuse in urine. 

In circumstances where an employee indicates the consumption of prescription or pharmacy 
drugs, the Local Government may request further information from the medical practitioner 
conducting the assessment about the effects and proper usage of the prescription or 
pharmacy drugs being taken. The Local Government may direct the employee to go home 
following the medical assessment until it can be established that they are fit to undertake 
their duties. 

If an employee refuses to attend a medical examination or refuses to submit to an alcohol 
or drug test, the employee will be immediately directed to go home. Refusal to attend a 
medical assessment or refusal to go home constitutes a breach of this policy and may result 
in disciplinary action being taken against the employee, up to and including the termination 
of employment. 

The following steps are to be taken where an employee, who has submitted to a medical 
assessment, returns a positive test result for alcohol and/or drugs:  

• the employee tested and the supervisor (or respective employer) will be informed of 
the result, and  

• a disciplinary discussion will take place in accordance with the disciplinary policies 
and procedures of the Local Government.   

 

Testing Methods 

Employees and other persons in the workplace are required to undertake alcohol and drug 
testing when, where and as required. This will include: 

• Random testing 

• Extraordinary testing 

• Incident testing 

• Fitness for Work testing 

• Pre-Employment testing 

All initial drug testing undertaken will comprise of a saliva test. Confirmatory test may 
comprise of either a urine or saliva test. 

Urine testing will be conducted in accordance with Australian/New Zealand Standard 
AS/NZS 4308:2008. Saliva testing will be conducted in accordance with Australian 
Standard 4760-2019. 

Alcohol testing will be conducted in accordance with current random breath testing 
procedures in Western Australia (Australian Standard AS 3547:2019). 

All drug testing shall be conducted at a Shire approved testing facility for urine testing or 
by authorised and trained persons at the workplace for oral testing. Authorised and trained 
persons will conduct all alcohol testing at the workplace. 
Where an employee or other person in the workplace returns a positive screening test result 
a confirmatory test will be conducted. 
 
A person who returns a positive screening test will not be permitted to remain in or return 



APPENDIX 4  

BUSHFIRE BRIGADE POLICY MANUAL  36 
 

to the workplace pending the receipt by the employer of the confirmatory test result. Where 
a person is so required to leave the Shire’s premises or property the Shire will ensure that it 
is in a safe and responsible manner. 
 
If an employee refuses to attend a medical examination or refuses to submit to an alcohol 
or drug test, the employee will be immediately directed to go home. Refusal to attend a 
medical assessment or refusal to go home constitutes a breach of this policy and may result 
in disciplinary action being taken against the employee, up to and including the termination 
of employment. 
 
A positive confirmatory test result will be dealt with in accordance with the "Action in Relation 
to Test Results" provisions as contained in this Policy. 

A person who returns a negative confirmatory test result will be permitted to return to the 
workplace. 

 

Random Testing 

 

All employees and other persons in the workplace may be required to provide a sample for 
testing as a result of a random selection process.  The Shire reserves the right to amend and 
adjust the random selection process from time to time as appropriate. 

 

Extraordinary Testing 

 

An employee once found to have obtained a positive result in either drug or alcohol testing 
shall be required to undergo further urine testing at the rate of three extraordinary tests over 
six months not including normal selection for random testing. 

The Shire’s Chief Executive Officer shall determine when extraordinary testing is to take 

place. 

 

Incident Testing 

 

Employees involved in significant incidents will be tested immediately following an incident. 
Significant incidents may include, but are not limited to: 

• Vehicle and plant accidents 

• Injuries treated by a medical practitioner 

• Property/ vehicle/ plant/ equipment damage 

• Reportable near misses 

Persons involved in such incidents will be tested for alcohol and/or drugs as per the procedures 
under this policy.  They will not be permitted to commence work until a negative test result is 
returned and they are considered to be fit for work. 

A person who is required to provide a post-incident sample will be on full pay until the testing 

process is completed at which time they will either return to work or be dealt with in accordance 

with the "Action in Relation to Test Results" provisions as contained in this Policy. 
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Fitness for Work Testing 

 

Any employee who has reason to believe that another employee, a contractor's employee, or 
a visitor is under the influence of drugs or alcohol must report their suspicions to their 
supervisor/manager.  If the supervisor/manager agrees that there is cause for suspicion, they 
must arrange for the person to be removed from the workplace and undertake to provide a 
urine or breathalyser test in consultation with the CEO. The employee reporting the suspicion 
will also be tested. 

The person will not be permitted to commence work until a negative test result is returned and 
they are considered to be fit for work. The persons who are required to provide the sample will 
be on full pay until the testing process is completed at which time they will either return to work 
or be dealt with in accordance with the "Action in Relation to Test Results" provisions as 
contained in this Policy. 

Employees have the opportunity to voluntarily self-test "without prejudice" at least 10 minutes 

prior to the commencement of work if they are in doubt of their fitness for work. An employee 

who removes themselves from the workplace prior to any incident or disciplinary action will do 

so either on annual or unpaid leave. Repeated events will be treated as a performance matter. 

 

Pre-Employment Testing 

 

All prospective employees shall be required to provide a urine sample that will be analysed for 
traces of prohibited or restricted drugs in accordance with Australian Standard 4308 as a pre-
requisite for employment with the Shire. 

The prospective employee will be requested to declare to the person administering the test 

whether they are taking any medication, including prescription and/or non-prescription over 

the counter drugs. 

 

Refusal to Undertake a Test 

 

Refusal by an employee to submit to or cooperate fully with the administration of a drug and 
alcohol test will be deemed to be the same as a First Positive result and the employee will be 
sent home on either earned annual leave or unpaid leave at the employee's choice. 

The employee will be given a verbal warning. This will be performed in accordance with the 
relevant Shire procedure which requires a record to be kept including the full details of the 
misconduct, time and date of warning, and names of witnesses. 

The employee will present themselves at an authorised testing centre within 24 hours of the 
first refusal and undergo a test.  If the employee continues to refuse to take a test, it will be 
treated as a ‘second positive’ result and the employee will be sent home on either earned annual 
leave or unpaid leave at the employee's choice.  The employee will be given a final written 
warning assuming there are no mitigating circumstances. 

The employee will present themselves for another test within 24 hours of the second refusal 

and undergo a test.  If the employee continues to refuse to take a test, it will be treated as a 

‘third positive’ result. Formal disciplinary procedures will be invoked to ascertain if any 

mitigating circumstances exist and to allow the employee to state their case.  Unless there are 

convincing arguments to the contrary, the individual may be dismissed without notice. 
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Provision of an Invalid Sample or Inability to Provide a Sample 

 

An employee or other person in the workplace who provides an invalid sample for testing will 
be required to provide a valid sample for testing within 24 hours at an authorised testing centre 
and to comply with the instructions of the authorised testing centre to ensure the provision of 
a valid sample. In the absence of a medical explanation acceptable to the employer for the 
provision of an invalid sample, the provision of a second consecutive invalid sample will be 
treated as a Positive result for the purposes of this Policy. 

Where an employee or other person in the workplace asserts that they are unable to provide a 

sample for testing, in the absence of an explanation acceptable to the employer and when given 

a reasonable timeframe, the person will be deemed to have returned a positive confirmatory 

test result for the purposes of this Policy. 

 

Requirement to Declare Use of Drugs Prior to Testing 

 

As part of the drug testing process where Staff are on certain medication or prescriptions they 
are to provide a photocopy of same in a sealed envelope which is placed in the employees file 
and only opened if a positive reading is registered.  

Where a positive test result is returned indicating the presence of a class of drugs consistent 
with the declared prescription and/or over the counter drugs no further action will be taken 
pending receipt of the confirmatory test results and provided the person is fit for work. If the 
confirmatory test result is consistent with the proper and/or prescribed use of the declared 
prescription and/or non-prescription over the counter drugs it will not be considered a Positive 
result for the purposes of this Policy and no further action will be taken, provided that the 
person is fit for work. 

Where the confirmatory test result is not consistent with the proper and/or prescribed use of 

the declared prescription and/or non-prescription over the counter drugs or where the use of 

prescription and/or non-prescription over the counter drugs has not been declared it will be 

considered a Positive result for the purposes of this Policy.  

 
Testing Levels 
 
Alcohol 

 

 

Range zero to less than 0.02% 

Where an individual, after the 20 minute break, records a BAC greater than zero and up to 
and including 0.02% they will be stood down and provided with safe transport off site. Time 
off is to be taken as annual/unpaid leave. 
 
For the first offence of a positive recording between zero and 0.02% the employee will be 
given a verbal warning by their supervisor. 
 
Any subsequent positive test will result in formal disciplinary action being taken and a letter 
of warning issued. 
 
Range 0.02% to 0.10% 
Where an individual, after the 20 minute break, records a BAC greater than 0.02% and up 
to and including 0.10% they will be stood down and provided with safe transport off site. 
Time off is to be taken as annual/unpaid leave. 
 
A formal written warning will be issued. 
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Range greater than 0.10% 
A positive result greater than 0.10% will be stood down for 24 hours immediately with a 

view to termination of their employment at the discretion of the Chief Executive Officer. 

 
Other Drugs 

 
The screening test cut-off levels for urine tests are: 

Class of Drug Cut-off Level 

Methyl amphetamine and Amphetamine 300 ug/l 

Cannabis metabolites 50 ug/l 

Cocaine metabolites 300 ug/l 

Benzodiazepines 200 ug/l 

Opiates 300 ug/l 

 
The screening test cut-off levels for oral tests are: 

Class of Drug Cut-off Level 

Methyl amphetamine and Amphetamine 50 ng/ml 

Cannabis metabolites 25 ng/ml 

Cocaine metabolites 50 ng/ml 

Opiates 50 ng/ml 

 
The confirmatory test cut-off levels are: 

Class of Drug Cut-off Level 

Opiates* 300 

Codeine 300 

Amphetamine 300 

Methyl amphetamine 300 

Methylene dioxy methylampetamine 300 

Phentermine 500 

Ephedrine 500 

Pseudoephedrine 500 

11-nor-   9-tetrahydrocannabinol-9-carboxylic acid 15 

Benzoylecgonine 150 

Ecgonine methyl ester 150 

Oxazepam 200 

Temazepam 200 

Diazepam 200 

Nordiazepam 200 

7-amino-clonazepam 200 

7-amino-flunitrazepam 200 

7-amino-nitrazepam 200 
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Action in Relation to Test Results 

 

First Positive 

 
If an employee or other person in the workplace returns a positive confirmatory test result 
for the first time for other drugs then the following will apply: 
 

1. They will be provided with a copy of the laboratory drug and alcohol test results. 
2. The employee will be sent home on either annual leave or unpaid leave at the 

employee's choice and given a verbal warning. This will be performed in accordance 
with the Shire’s relevant disciplinary procedure which requires a record to be kept 
including the full details of the misconduct, time and date of warning, and names of 
witnesses. 

3. The employee shall enter into discussions with their manager and the CEO regarding 
the positive result. The employee may request a representative to be present in a 
purely observatory capacity. 

4. The Shire will recommend to the employee that they seek medical and/or 
counselling help. 

 
In the event of the positive result being for drugs other than cannabis, the employee will 
present themselves within 48 hours at an authorised testing centre and undergo a further 
test.  If the test is positive, it will be treated as a Second Positive. 
 
Only if the test is negative will the employee be able to resume their normal duties. In the 
event of the positive result being for cannabis, the employee shall undertake weekly drug 
testing at an authorised testing centre.  The employee will not be permitted to commence 
work until a negative result is achieved.  This may continue for a maximum period of up to 
six weeks. 
 
The cost of testing to provide a negative result shall be at the employee's own expense. 
 
The employer will consider failure to undertake weekly drug testing, as required, and to 
return a test result that indicates a decline in the level of the drug which was found to be at 
or above the cut-off level prescribed in this Policy, or to return a test result which indicates 
the presence of any other drug at or above the cut-off level prescribed in this Policy, as 
evidence of the employee's intention not to return to work and may terminate the contract 
of employment accordingly. 
 
In the case of any other person in the workplace they will be removed from Shire premises 
and will not be permitted to perform work for or with the Shire or to enter Shire premises 
until a negative result is achieved.  The cost of testing to provide a negative result shall be 
at the person's own cost and shall be conducted by an authorised testing centre approved 
by the Shire. 
 
On return to work the employee or other person in the workplace will be subject to 
extraordinary testing in addition to the usual testing programme. Further contravention of 
this Policy will result in disciplinary action up to and including termination of employment. 
 
Disputed results will be dealt with in accordance with Australian Standard 4308 and at the 
employee's own cost.  The referee sample will be made available for testing by an authorised 
testing centre and all records of the original test made available for re-examination.  Due to 
possible degradation of sample over time, re-testing need only detect the presence of the 
drug or metabolite using mass spectrometry. 
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Second Positive 
 
If an employee or other person in the workplace records a positive confirmatory test result 
for the second time for alcohol or drugs then the following will apply: 
 

1. They will be provided with a copy of the laboratory drug and alcohol test results. 
2. The employee will be sent home on either annual leave or unpaid leave at the 

employee's choice and given a final written warning. 
3. The employee shall present themselves as soon as possible to a panel consisting of; 

• Direct Manager 
• Chief Executive Officer, and  
• Health and Safety Representative (employee's choice) 

 
The objective of the panel is to discuss; 

1. Source of problem 
2. Explain the repercussions of a Third Positive test 
3. Reinforce the Fit to Work Policy 
4. Organise counselling and/or medical help 

 
The employee shall undertake counselling and provide some proof or display an 
undertaking as to a change in lifestyle.  The Counsellor shall decide when such proof or 
display is sufficient and when enforced counselling is over.  Failure to complete enforced 
counselling or to provide sufficient proof of a change in lifestyle will result in disciplinary 
action up to and including termination of employment. 
 
In the event of the positive result being for alcohol and drugs other than cannabis, the 
employee will present themselves within 48 hours at an authorised testing centre and 
undergo a further urine or breath test. If the test is positive, it will be treated as a Third 
Positive. 
 
Only if the test is negative will the employee be able to resume their normal duties. In the 
event of the positive result being for cannabis, the employee shall undertake weekly drug 
testing at an authorised testing centre.  The employee will not be permitted to commence 
work until a negative result is achieved.  This may continue for a maximum period of up to 
six weeks. 
 
The cost of testing to provide a negative result shall be at the employee's own expense. 
 
The employer will consider failure to undertake weekly drug testing, as required, and to 
return a test result that indicates a decline in the level of the drug which was found to be at 
or above the cut-off level prescribed in this Policy, or to return a test result which indicates 
the presence of any other drug at or above the cut-off level prescribed in this Policy, as 
evidence of the employee's intention not to return to work and may terminate the contract 
of employment accordingly. 
In the case of any other person in the workplace they will be removed from Shire premises 
and will not be permitted to perform work for or with the Shire or to enter Shire premises 
until a negative result is achieved.  The cost of testing to provide a negative result shall be 
at the person's own cost and shall be conducted by an authorised testing centre approved 
by the Shire. 
 
On return to work the employee or other person in the workplace will be subject to 
extraordinary testing in addition to the usual testing programme. Further contravention of 
this Policy will result in disciplinary action up to and including termination of employment. 
 
Disputed results will be dealt with in accordance with Australian Standard 4308 and at the 
employee's own cost.  The referee sample will be made available for testing by an authorised 
testing centre and all records of the original test made available for re-examination.  Due to 
possible degradation of sample over time, re-testing need only detect the presence of the 
drug or metabolite using mass spectrometry. 
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Third Positive 
 
The employee will be immediately suspended from work without pay pending an 
investigation of the incident or occurrence. Formal disciplinary procedures will be invoked 
to ascertain if any mitigating circumstances exist and to allow the employee to state their 
case.  
 
Unless there are convincing arguments to the contrary, the individual may be dismissed 
without notice. Where a person in the workplace other than an employee returns a positive 
confirmatory test result for the third time, the Shire of Dowerin may refuse to permit the 
person to perform work for or on behalf of the Council or to perform work on the premises 
or property of the Shire. 
 

Disciplinary Record 

 

Where an employee has not breached this Policy for a period of not less than 24 months the 

individual will be regarded as successfully rehabilitated and any future incident or occurrence 

will be treated as a First Positive. 

 

Variation to this policy 

This policy may be cancelled or varied from time to time. The Local Government’s 
employees will be notified of any variation to this policy by the usual correspondence 
method.  

 
 

Roles and Responsibilities 
The Chief Executive Officer is responsible for ensuring the successful implementation and 
operation of the Drug and Alcohol Policy.  This will ensure that all employees understand 
and support the Policy and adequate resources are provided for appropriate education, 
training, counselling, and other requirements of the Policy. 
 
Managers and Supervisors are accountable for ensuring that all individuals are aware of and 
comply with the provisions of this Policy and that the Policy is applied fairly and consistently 
to everybody in their areas of responsibility.  This includes the provision of training, 
education, and other support programmes and periodic review of the implementation, 
application, and effectiveness of the Policy. 
 
Managers and Supervisors also have responsibility for determining the fitness for work of 
individuals under their control and for taking prompt and appropriate action to address 
declining safety or work performance as a result of alcohol or other drug misuse.  Failure to 
apply and enforce the Policy in a timely and effective manner will be treated as a 
performance matter. 
 
All Managers and Supervisors will be appropriately trained to ensure their competency in 
handling these matters 

  



APPENDIX 4  

BUSHFIRE BRIGADE POLICY MANUAL  43 
 

Related Corporate Documents 

Code of Conduct for Employees 

Grievances, Investigations and Resolution Policy 

Grievance Procedures 

Disciplinary Policy 

Disciplinary Procedure 

 

Related Legislation/Local Law/Policy/Procedure 

Work Health and Safety Act 2020 

Australian/New Zealand Standard AS/NZS 4308:2008 

Australian Standard 4760:2019. 

Australian Standard AS 3547:2019 

 

Related Delegation 

Nil 

 

Document Control 

Policy Number 7.10 

Policy Version 2 

Policy Owners Manager Corporate & Community Services 

Creation Date November 2020 

Last Review Date 9 June 2022 

Next Review Due 
This policy will be reviewed annually or more often where 
circumstances require. 
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POLICY NUMBER - 7.5 

POLICY SUBJECT - 
7.5 Grievances, Investigations and Resolution 
Policy 

DATE ADOPTED - 20 August 2019 (CMRef 0034) 

RESPONSIBLE OFFICER - Manager Corporate & Community Services 

REVIEWED - 9 June 2022 

 

Policy Statement 

All employees have a right to express any genuine grievances or complaints via an impartial 
internal process. All employees involved in a grievance process are expected to participate 
in good faith. For the purposes of this policy, the term “employee/s” will extend to cover 
contractors, volunteers and any person performing work for or with the Shire of Dowerin in 
any capacity. This policy does not apply to complaints about the Chief Executive Officer 
(CEO).  

 

Roles 

Complainant: An employee who raises a complaint about a matter regarding the workplace. 

Respondent: An employee who is alleged to have acted in a manner which caused the 
Complainant to raise a complaint. 

Support Person: A Complainant and/or a Respondent may choose to bring a Support 
Person with them to a meeting, where practicable. The role of a Support Person is not to 
advocate on behalf of anyone, but to simply provide emotional support. 

Witness: A person (including an employee) who is requested by the Shire of Dowerin to 
assist the process by providing relevant information regarding the complaint.  

What to do if you have a Complaint? 

If an employee (Complainant) is the victim of behaviour of another employee (Respondent) 
which is inconsistent with the Shire of Dowerin’s Code of Conduct, policies, procedures or 
guidelines (Policies), the Complainant should, where reasonable or practicable, first 
approach the Respondent for an informal discussion.  If the nature of the complaint is 
deemed to be sufficiently serious, the complainant should contact their Manager or the 
Chief Executive Officer directly.  

If the inappropriate behaviour continues, the Complainant is encouraged to make a formal 
complaint to their Manager. If the Manager is the Respondent in the matter or if the 
employee feels uncomfortable approaching their Manager, the Complainant should 
approach the Chief Executive Officer. 

The employee who receives the complaint must contact the Chief Executive Officer and 
decide upon the most appropriate way to take the matter forward, whether it is an informal 
discussion with the Complainant and/or the Respondent, or the commencement of a formal 
investigation of the complaint.  

If the complainant believes they are the subject of behaviour that is inconsistent with the 
Local Government’s Code of Conduct, policies and procedures, the complainant may raise 
a complaint by following the process in the Grievance Procedure.   

 

If a complaint is about the CEO 

If the complaint is about the CEO, the Grievance Policy and Procedure does not apply. A 
complaint about the CEO must be raised directly with the President  

 

Key Principles in the Complaint Resolution Process 

The following principles are necessary for the fair investigation and resolution of a 
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complaint: 

 

1. Confidential – Only the employees directly investigating or addressing the 
complaint will have access to the information about the complaint. The Shire of 
Dowerin may inform or appoint a third party to investigate or advise on the 
investigation.  All parties involved in dealing with a complaint are required to keep 
the matter confidential. Information will only be placed on an employee’s personal 
file if they are disciplined as a result of the complaint. 

This requirement does not preclude a complainant, respondent, witness or Local 
Government from seeking legal, financial or other professional advice. 

2. Impartial (fair/unbiased) – Both parties will have an opportunity to put their case 
forward. No assumptions are made and no action will be taken until available and 
relevant information has been collected and considered by either an impartial 
employee of the Local Government or an externally appointed investigator; 

3. Sensitive – The employees who assist in responding to complaints should be 
specifically trained or equipped to treat all complaints sensitively and ensure the 
process is free of coercion or intimidation;  

4. Timely – The Shire of Dowerin aims to deal with all complaints as quickly as possible 
and in accordance with any legislative requirements; 

5. Documented – All complaints and investigations must be documented. In formal 
grievance processes, records must be kept of all documents collected and/or 
drafted as part of that process. For more informal processes, a file note or note in a 
diary may be sufficient; 

6. Natural Justice – The principles of natural justice provide that: 
a. a Respondent against whom allegations are made as part of a grievance process 

has the right to respond to the allegations before any determination is made;  
b. a Respondent against whom an allegation is made has the right to be told (where 

possible and appropriate) who made the allegation;  
c. anyone involved in the investigation should be unbiased and declare any conflict 

of interest; 
d. decisions must be based on objective considerations and substantiated facts; 

and 
e. the Complainant and the Respondent have the right to have a support person 

present at any meetings where practicable. 
7. Procedural Fairness – The principles of procedural fairness provide that: 

a. the Respondent is advised of the details (as precisely and specifically as possible) 
of any allegations when reasonably practicable;  

b. the Respondent is entitled to receive verbal or written communication from the 
Shire of Dowerin of the potential consequences of given forms of conduct, as 
applicable to the situation;  

c. the Respondent is given an opportunity to respond to any allegations made 
against them by a Complainant; 

d. any mitigating circumstances presented to the Shire of Dowerin through the 
grievance process are investigated and considered; 

e. the Respondent has the right to have an appropriate support person present 
during any inquiry or investigation process where practicable or necessary; 

f. any witnesses who can reasonably be expected to help with any inquiry or 
investigation process should be interviewed; and 

g. all interviews of witnesses are conducted separately and confidentially.  

 

Outcome of Making a Complaint  

If a complaint is substantiated, there are a number of possible outcomes. If the complaint 
involves a performance issue, the manager of the Respondent may commence a formal or 
informal performance management process with the Respondent or elect to discipline the 
Respondent in accordance with the Disciplinary Policy. 

If the complaint involves a breach of a Policy or any other behaviour that is inconsistent 
with the employment relationship, the manager of the Respondent, in consultation with the 
Chief Executive Officer, may elect to discipline the Respondent in accordance with the 
Disciplinary Policy. 

If a complaint against a respondent is substantiated, there are a number of possible 
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outcomes as detailed in the Grievance Procedure.  

 

Vexatious or Malicious Complaints 

Where a Complainant has deliberately made a vexatious or malicious complaint that 
Complainant may be subject to disciplinary action, including but not limited to, termination 
of employment. 

 

Victimisation of complainant, respondent or witness 

A complainant, respondent or witness should not be victimised for making a complaint, 
being the subject of a complaint or providing information about a complaint. Anyone 
responsible for victimising a complainant, respondent or witness may be subject to 
disciplinary action, including but not limited to termination of employment. 

 

Reporting obligations 

The Local Government must comply with its obligations to report minor or serious 
misconduct to either the Public Sector Commission or Corruption and Crime Commission in 
accordance with the Corruption, Crime and Misconduct Act 2003 (WA).  

Employees must also be aware of and adhere to any obligations pursuant to the Public 
Interest Disclosure Act 2003 (WA).  

 

Variation to This Policy 

This policy may be cancelled or varied from time to time. All the Shire of Dowerin‘s 
employees will be notified of any variation to this policy by the normal correspondence 
method.  

 

Related Corporate Documents 

Grievances, Investigations and Resolution Procedure 

Discrimination, Harassment & Bullying Policy 

Code of Conduct for Employees 

EEO Management Plan 

 

Document Control 

Policy Number 7.5 

Policy Version 2 

Policy Owners Manager Corporate & Community Services 

Creation Date 20 August 2019 (CMRef 0034) 

Last Review Date 9 June 2022 

Next Review Due 
This policy will be reviewed bi-annually or more often where 
circumstances require. 
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POLICY NUMBER - 1.12 

POLICY SUBJECT - 1.12 Communications & Use of Social Media 

DATE ADOPTED - 17 December 2019 (CMRef 0111) 

RESPONSIBLE OFFICER - Executive & Governance Officer 

REVIEWED - 20 December 2022 (CMRef 0712) 

 

Objective 

 

To establish protocols for the Shire of Dowerin’s official communications with our 
community to ensure the Shire is professionally and accurately represented and to maximise 
a positive public perception of the Shire. 

 

 
Policy 

 

This policy applies to: 

 

1. Communications initiated or responded to by the Shire with our community; and 

2. Councillors when making comment in either an official or personal capacity. 

 

Official Communications 

The purposes of the Shire’s official communications include: 
 

1. Sharing information required by law to be publicly available; 

2. Sharing information that is of interest and benefit to the community; 

3. Promoting Shire events and services; 

4. Promoting public notices and community consultation / engagement opportunities. 

5. Answering questions and responding to requests for information relevant to the role 

of the Shire; and 

6. Receiving and responding to community feedback, ideas, comments, compliments 

and complaints. 

 
The Shire’s official communications will be consistent with relevant legislation, policies, 
standards and the positions adopted by Council.  Our communications will always be 
respectful and professional. 
 
The Shire will use a combination of different communication modes to suit the type of 
information to be communicated and the requirements of the community or specific 
audience, including: 
 

1. The Shire’s website; 

2. Advertising and promotional materials; 

3. Media releases prepared for the Shire President to promote specific Shire positions; 

4. Social media; and 

5. Community newsletters, letter drops and other modes of communications 

undertaken by the Shire’s Administration at the discretion of the Chief Executive 

Officer.  
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Speaking on behalf of the Shire 

The Shire President is the official spokesperson for the Shire and may represent the Shire in 
official communications, including speeches, comment, print, electronic and social media. 
 [s.2.8(1)(d) of the Local Government Act 1995] 
 
Where the Shire President is unavailable, the Deputy Shire President may act as the 
spokesperson.  [s.2.9 and s.5.34 of the Local Government Act 1995] 
 
The Chief Executive Officer may speak on behalf of the Shire, where authorised to do so by 
the Shire President. [s.5.41(f) of the Local Government Act 1995] 
 
The provisions of the Local Government Act 1995 essentially direct that only the Shire 
President, or the Chief Executive Officer if authorised, may speak on behalf of the local 
government.  It is respectful and courteous to the office of Shire President to refrain from 
commenting publicly, particularly on recent decisions or contemporary issues, until such 
time as the Shire President has had opportunity to speak on behalf of the Shire. 
 
Communications by Councillors, whether undertaken in an authorised official capacity or as 
a personal communication, must not: 
 
1. Bring the Shire into disrepute;  

2. Compromise the person’s effectiveness in their role with the Shire;  

3. Imply the Shire’s endorsement of personal views;  

4. Imply the Councillor is speaking on behalf of the Shire, unless authorised to do so; or 

5. Disclose, without authorisation, confidential information.  

 
Social media accounts or unsecured website forums must not be used to transact meetings 
which relate to the official business of the Shire. 
 
Councillor communications must comply with the Code of Conduct and the Local 
Government (Rules of Conduct) Regulations 2007. 
 
Responding to Media Enquiries 

All enquiries from the media for an official Shire comment, whether made to an individual 
Councillor, must be directed to the Chief Executive Officer or a person authorised by the 
Chief Executive Officer.  Information will be coordinated to support the Shire President or 
Chief Executive Officer (where authorised) to make an official response on behalf of the 
Shire. 
 
Councillors may make comments to the media in a personal capacity. 
 
Website 

The Shire will maintain an official website, as our community’s on-line resource to access 
the Shire’s official communications. 
 
Social Media 

The Shire uses social media to facilitate interactive information sharing and to provide 
responsive feedback to our community.  Social media will not however, be used by the Shire 
to communicate or respond to matters that are complex or relate to a person’s or entity’s 
private affairs. 
 
The Shire maintains the following Social Media accounts: 
 

1. Social media sharing networks including Facebook and Instagram; and 

2. Apps such as Snap Send Solve. 

 
The Shire may also post and contribute to social media hosted by others to ensure that the 
Shire’s strategic objectives are appropriately represented and promoted. 
 
The Shire actively seeks ideas, questions and feedback from our community however we 
expect participants to behave in a respectful manner.  The Shire will moderate its social 
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media accounts to address, and where necessary delete, content deemed to be: 
 

1. Offensive, abusive, defamatory, objectionable, inaccurate, false or misleading; 

2. Promotional, soliciting or commercial in nature; 

3. Unlawful or incites others to break the law; 

4. Information which may compromise individual or community safety or security; 

5. Repetitive material copied and pasted or duplicated;  

6. Content that promotes or opposes any person campaigning for election to Council, 

appointment to official office, or any ballot;  

7. Content that violates intellectual property rights or the legal ownership of interests 

or another party; and 

8. Any other inappropriate content or comments at the discretion of the Shire. 

 
Where a third party contributor to the Shire’s social media account is identified as posting 
content which is deleted in accordance with the above, the Shire may, at its complete 
discretion, block that contributor for a specific period of time or permanently. 
 
Use of Social Media in Emergency Management and Response 

The Shire will use its SMS service (primarily used for harvest ban notifications) to distribute 
emergency management and response information to the community, particularly in 
relation to fires. 
 
Where applicable and available, the Shire will also use its Facebook page to update the 
community on longer term emergency management, response and recovery operations. 
 
Record Keeping and Freedom of Information 

Official communications undertaken on behalf of the Shire, including on the Shire’s social 
media accounts and third party social media accounts must be created and retained as local 
government records in accordance with the Shire’s Record Keeping Plan and the State 
Records Act 2000. These records are also subject to the Freedom of Information Act 1992. 
 
Councillor communications that relate to their role as a Councillor are subject to the 
requirements of the Shire’s Record Keeping Plan and the State Records Act 2000. 
Councillors are responsible for transferring these records to the Shire’s Administration. 
Councillor records are also subject to the Freedom of Information Act 1992. 
 
Personal Communications 

Personal communications and statements made privately in conversation, written, 
recorded, emailed, texted or posted in personal social media have the potential to be made 
public, whether intended or not. 
 
On the basis that personal or private communications may be shared or become public at 
some point in the future, Councillors should ensure that their personal or private 
communications do not breach the requirements of this policy, the Code of Conduct and 
the Local Government (Rules of Conduct) Regulations 2007. 
 
Councillor Statements on Shire Matters 

A Councillor may choose to make a personal statement publicly on a matter related to the 
business of the Shire. 
 
Any public statement made by a Councillor, whether made in a personal capacity or in their 
local government representative capacity, must: 
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1. Clearly state that the comment or content is a personal view only, which does not 

necessarily represent the views of the Shire; 

2. Be made with reasonable care and diligence; 

3. Be lawful, including avoiding contravention of copyright, defamation, discrimination 

or harassment laws; 

4. Be factually correct; 

5. Avoid damage to the reputation of the Shire; 

6. Not reflect adversely on a decision of Council; 

7. Not reflect adversely on the character or actions of another Councillor or employee; 

and 

8. Maintain a respectful and positive tone and not use offensive or objectionable 

expressions in reference to any Councillor, employee or community member. 

 
A Councillor who is approached by the media for a personal statement may request the 
assistance of the Chief Executive Officer. 
 
Comments which become public and which breach this policy, the Code of Conduct or the 
Local Government (Rules of Conduct) Regulations 2007, may constitute a minor breach of 
the Local Government Act 1995 and may be referred for investigation. 

 
Roles and Responsibilities 
 
Councillors 
Councillors have the responsibility of ensuring they understand and comply with the 
requirements of this policy. 
 
Chief Executive Officer 
The Chief Executive Officer has responsibility to ensure this policy is implemented. 
 
Executive & Governance Officer 
The Executive & Governance Officer has responsibility to ensure this policy is reviewed and 
presented to Council for consideration. 
 
Related Legislation/Local Law/Policy/Procedure 
Local Government Act 1995 
Local Government (Rules of Conduct) Regulations 2007 
Local Government (Administration) Regulations  
Freedom of Information Act 1992 
State Records Act 2000 
Code of Conduct 

 

Related Delegation 

Nil 

Document Control 

Policy Number 1.12 

Policy Version 2 

Policy Owners Executive & Governance Officer 

Creation Date 17 December 2019 (CMRef 0111) 

Last Review Date 20 December 2022 (CMRef 0712) 

Next Review Due 
This policy will be reviewed annually or more often where 
circumstances require. 
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POLICY NUMBER - 7.9 

POLICY SUBJECT - 7.9 Work Health Safety Policy 

DATE ADOPTED - 30 September 2016 

RESPONSIBLE OFFICER - Rebecca McCall 

REVIEWED - 20 December 2022 (CMRef 0713) 

 

Objective 

 

The Shire of Dowerin (the Shire) is committed to achieving zero harm to all stakeholders 
whether internal or external, when engaged in any capacity with the Shire. 
 

 
Policy 
The Shire is committed to providing a safe working environment for all internal and external 
stakeholders that may be impacted by any of its activities. 
 
The Shire will endeavour to improve health and safety in the workplace with the philosophy 
that all injuries and accidents are preventable and that a healthy and safe working 
environment is conducive to job satisfaction whilst achieving the objectives of the Shire. 
 
Safety and Health Objectives 
 
Commitment, co-operation and effective teamwork is fundamental to achieving the 
following key safety and health objectives:   
 
The Shire will: 
 

• Provide and maintain a healthy and safe work environment through the proactive 
identification of work related hazards and elimination of these where possible, or 
reduction of associated risk level through the application of the hierarchy of risk 
controls where hazards cannot be completely eliminated; 

• Strive to achieve high standards and continuous improvement in work health and 
safety performance by utilising best practice procedures and taking into account 
current levels of technical knowledge and development; 

• Provide all Personal Protective Equipment to its staff; 

• Provide a workplace that ensures safe work practices and systems are of the highest 
standard; 

• Ensure that all workers and other persons within the workplace are fully informed 
of potential hazards and associated risk control measures, including through a 
process of training, instruction, information sharing and supervision as applicable; 
Involve employees in health and safety matters and consult with them in ways to 
reduce workplace hazards and prevent injuries; 

• Protect the public, the environment, equipment and materials from injury, 
accidental loss or damage; 

• Conform to statutory requirements as a minimum standard; and 

• Take all practicable steps to occupationally rehabilitate employees after injury or 
illness in the workplace. 

 
 
  



APPENDIX 7  

BUSHFIRE BRIGADE POLICY MANUAL  52 
 

Responsibilities 
 
The Shire understands and accepts responsibilities imposed under Work Health and Safety 
(WHS) legislation and is committed to providing healthy and safe working conditions. 
 
Safety and health are both an individual and a collective responsibility of all employees, in 
particular; 
 
Chief Executive Officer 

The Chief Executive Officer is the responsible officer for all Work Health Safety practices 
within the organisation. 

Managers and Supervisors 

Managers and supervisors are responsible for implementing the Work Health Safety Policy 

and ensure that appropriate planning, development, implementation and monitoring of 

Work Health Safety Procedures is kept up to date and adhered to on a daily basis. 

Employees 

Employees are required to follow all safe working practices and use provided personal 

protective equipment at all times to minimise risks. Employees are to take responsibility in 

ensuring that both their own safety, along with the safety of others, is a priority 

consideration when undertaking work for the Shire.  It is a requirement that all employees 

immediately, or as soon as practicable, report all accidents and hazardous situations that 

arises in the course of their work and file a completed Incident Report. 

 
Related Documentation 

Health, Safety and Environmental Management Plan 

 

Related Legislation/Local Law/Policy/Procedure 

Work Health and Safety Act 2020 

Work Health and Safety (General) Regulations 2022 

Australian Standard AS 4801 – Occupational Health and Safety Management Systems 

 

Related Delegation 

Nil 

 

CEO Endorsement 

Signed:  

 

Rebecca McCall, Chief Executive Officer 

Dated: 

 

21 December 2022 
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Document Control 

Policy Number 7.9 

Policy Version 6 

Policy Owners Executive & Governance Officer 

Creation Date 30 September 2016 

Last Review Date 

March 2017 (CMRef 2762) 
26 March 2019 
February 2021 (CMRef 0370) 
September 2021 (CMRef 0491) 
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