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1. INTRODUCTION 

The City of Swan Bush Fire Brigade Procedures (Procedures) are approved by the City of 
Swan (the City) for the good governance of bush fire brigades in the district. 

 

1.1 Interpretation 

In these Procedures, unless the context otherwise requires: 

Term Definition  
absolute majority A majority of more than 50% of the number of — 

(a) brigade members of a bush fire brigade, whether in 
attendance at a meeting or not; if the majority is 
required at a meeting of the bush fire brigade; or 

(b) brigade officers of the bush fire brigade, whether in 
attendance at the meeting or not, if the majority is 
required at a meeting of the Committee. 

Act  Bush Fires Act 1954  
authorised deposit-taking 
institution 

A financial institution licensed by the Australian Prudential 
Regulatory Authority to carry on banking business, 
including accepting deposits from the public.  

Chief Bush Fire Control 
Officer 

The Chief Bush Fire Control Officer appointed in accordance 
with the Act. 

CEO  Chief Executive Officer of the local government 

City City of Swan 

Committee The Committee of the bush fire brigade 

Council  The Council of the local government 

Department Defined in section 3 of the Fire and Emergency Services Act 
1998 

district The district of the local government. 

interest means an interest that could, or could reasonably be 
perceived to, adversely affect the impartiality of the person 
having an interest; 

local government  The City of Swan 

local law The City of Swan Bush Fire Brigades Local Law 2023 

normal brigade activities  As defined in section 35A of the Act.  
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ordinary meeting  Any meeting of the Brigade other than an annual general 
meeting, operational meeting or a special meeting.  

present at a meeting means both physically present or present by virtual 
meeting technology; 

Regulations  Bush Fires Regulations 1954  
Procedures City of Swan Bush Fire Brigade Procedures 
simple majority means a majority of more than 50% of — 

(a) brigade members of a bush fire brigade, present at a 
meeting; if the majority is required at a meeting of 
the bush fire brigade; or 

(b) brigade officers of the bush fire brigade, present at a 
meeting, if the majority is required at a meeting of 
the Committee. 

virtual meeting technology means any technology that allows a person to participate in 
a meeting without being physically present at the meeting; 

 

1.2 Review 

The Procedures will be reviewed biannually by the City. They may also be reviewed, if 
required, at any time between biannual reviews. 

The Procedures will be reviewed by: 

(1) Seeking submissions via written notice to each bush fire brigade within the district. 

(2) Providing a minimum of 21 days after the notice is given for submissions to be 
made. 

(3) The City is to consider any submissions made and may make changes to the 
Procedures. DRA
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2. OBJECTIVES OF BUSH FIRE BRIGADES 

The objectives of a bush fire brigade are to carry out — 

(a) normal brigade activities; and 

(b) the functions of the bush fire brigade as specified in the Act, the Regulations and 
the local law. 
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3. MEMBERSHIP 

3.1  Membership of a bush fire brigade 

(1) Membership for each established brigade is not to exceed 60 fire fighting 
members, unless otherwise approved by the local government. 

(2) A person, other than a cadet, must be 16 years or older to be a member of a 
bush fire brigade. 

3.2 Types of membership  

(1) Fire fighting members 

Fire fighting members are those persons who undertake all normal brigade 
activities. 

(2)  Cadet members 

Cadet members are — 

(a) to be aged 11 to 15 years; 

(b) to be admitted to membership only with the consent of their parent or 
guardian; 

(c) admitted  for  the  purpose  of  training  and  are  not  to  attend  or  be  
in  attendance  at  an uncontrolled fire or other emergency incident; 

(d) to be supervised by a fire fighting member when undertaking normal 
brigade activities as defined by paragraphs (d), (e), (f) and (g) of 
section 35A of the Act; 

(e) ineligible to vote at brigade meetings; 

(f) not to be assigned ranks under the Department’s rank structure. 

A bush fire brigade is required to receive the written approval of the local 
government prior to accepting cadet members. 

(3) Auxiliary members 

Auxiliary members are those persons who are undertake bush fire brigade 
activities but do not undertake direct fire fighting activities. 

(4)  Life membership 

A brigade member who has achieved 20 years active service to a brigade 
within the City of Swan. 

Life members are not eligible to vote unless they are also fire fighting or 
auxiliary members. 

(5) Honorary life members 
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A bush fire brigade, may by a simple majority resolution, appoint a person as 
an honorary life member in recognition of services by that person to the bush 
fire brigade. 

Honorary life members are not eligible to vote unless they are also fire 
fighting or auxiliary members. 

3.3 Conditions of membership 

In relation to any type of membership, the bush fire brigade may establish 
procedures pertaining to — 

(a) the qualifications required; 

(b) a requirement to serve a probationary period; 

(c) procedures to be employed by the Committee, in assessing an application for 
membership, 

and the Committee is to determine applications for membership in accordance with 
any such procedure. 

3.4 Applications for membership 

An application for membership of a bush fire brigade shall — 

(a) be in writing and is to be submitted to the Committee of the relevant bush 
fire brigade and is to be in the form determined by the local government from 
time to time. 

(b) be determined by at least 3 members of the Committee, one of which must 
be the Captain, and be endorsed by the Chief Bush Fire Control Officer. 

3.5 Decision on application for membership 

(1)  The Committee may—  

(a)  approve an application for membership unconditionally or subject to any 
conditions; or  

(b)  refuse to approve an application for membership.  

(2) If the Committee refuses to approve an application for membership, it is to 
give written notice to the applicant as soon as practicable after the decision is 
made, and advise the applicant that he or she has the right to object to the 
local government.  

3.6 Notification of membership 

(1) If any application for membership is approved, the Committee is to supply 
registration details to the local government within 14 days of a person being 
approved for membership in the form required by the local government from 
time to time.  

(2) Not more than 14 days after the annual general meeting, the bush fire 
brigade is to report to the local government the name, contact details and 
type of membership of each brigade member. 
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3.6 Department to be notified of registrations 

The local government is to supply details of any approved membership application 
to the Department within 14 days of the person being approved for membership in 
the form required by the Department. 

3.7 Minimum membership commitment and training requirements  

(1)  Bush fire control officers are required to — 

(a)  complete training as required by the local government within 12 months 
of appointment, unless the necessary training has been completed 
within the 2 years prior to appointment as a bush fire control officer; 
and 

(b)  complete refresher training as required by the local government. 

(2)  Fire fighting members are required to attend — 

(a) a skills refresher; 

(b) a minimum of 6 training sessions; and 

(c) a minimum of 6 normal brigade activities 

each financial year. 

(3) Auxiliary members are required to attend a minimum of 12 normal brigade 
activities each financial year. 

3.8 Suspension of membership 

(1) Membership of the bush fire brigade may be suspended at any time if, in the 
opinion of the Committee, and/or the Chief Bush Fire Control Officer, 
circumstances warrant suspending the member. 

(2) Without limiting the generality of subclause (1), a brigade member of a may 
be suspended in the event the member — 

(a) contravenes the Act, the Regulations, the Bush Fire Brigade Procedures, 
the local law or the bush fire brigade policies; 

(b) has performed an unsafe act that jeopardizes the safety or wellbeing of 
the brigade member or others; 

(c) has been charged with a criminal offence relevant to the brigade 
member's role and is awaiting court proceedings;  

(d) is unfit (physically, emotionally and/or mentally), or unable to perform 
the inherent requirements reasonably expected of the role; or 

(e) has acted in such a manner as to cause harm or distress to other 
brigade members. 

(3) The suspended brigade member may be excluded immediately from all or any 
specified bush fire brigade duties and activities. 
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(4)  The period of suspension shall be determined by the Committee and/or the 
Chief Bush Fire Control Officer.  

(5) The Captain or Chief Bush Fire Control Officer must notify the brigade 
member, in writing, advising of the suspension period and reasons for 
suspension. 

(6) Upon the expiry of the period of suspension the Committee or the Chief Bush 
Fire Control Officer may— 

(a) extend the period of suspension; 

(b) terminate the membership; or 

(c) reinstate the membership. 

3.9 Termination of membership 

(1) Membership of the bush fire brigade terminates if the brigade member— 

(a) dies; 

(b) gives written notice of resignation to the Captain or Secretary; 

(c) is dismissed by the Committee and/or Chief Bush Fire Control Officer, 
by reason of— 

(i) failing to comply with the Act, the Regulations, the Bush Fire 
Brigade Procedures, the local law or objectives of the bush fire 
brigade; 

(ii) displaying conduct detrimental to the interests of the bush fire 
brigade; 

(iii) being convicted of a criminal offence that in the opinion of the 
local government would ordinarily exclude the member from 
joining a bush fire brigade; or 

(iv) acting in such a manner as to cause harm or distress to other 
brigade members by their activities. 

 (d) ceases to be a brigade member or is taken to have resigned under 
subclause (3). 

(2) A brigade member who has had their membership to a bush fire brigade 
terminated for any of the reasons contained in subclause (1)(c) is ineligible to 
join another bush fire brigade within the local government district for 12 
months.  

(3) A brigade member who, in the opinion of the Committee or the local 
government, has not adequately fulfilled their role within the bush fire 
brigade, and has not responded to any written correspondence requesting 
that they state their intentions, within 21 days, shall be deemed to have 
resigned from the bush fire brigade. 

(4) Where the local government reasonably considers that a brigade member of a 
bush fire brigade has behaved in a manner that may lead to termination, the 
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local government may give notice to the Committee and/or the Chief Bush 
Fire Control Officer requesting the Committee or Chief Bush Fire Control 
Officer to investigate the matter.  

(5) Where a membership is terminated, all property owned by the bush fire 
brigade or the local government that is held by or in the possession of the 
person whose membership has been terminated, shall be returned to the 
bush fire brigade or the local government. 

3.10 Member has right of defence 

A brigade member is not to be dismissed under clause 3.9(1)(c), or have their 
membership terminated under clause 3.8(6)(b), without being given the 
opportunity to meet with the Committee or the Chief Bush Fire Control Officer and 
respond to any allegations which might give grounds for dismissal or termination of 
membership. 

3.11 Objection Rights 

(1) A person whose— 

(a) application for membership is refused under clause 3.5(1)(b); 

(b) membership is terminated under clause 3.9(1)(c) or clause 3.8(6)(b); 
or 

(c) membership is suspended under clause 3.8(1) or clause 3.8(2), 

has a right of objection to the local government. 

(2) Where a person lodges an objection to the local government pursuant to 
subclause (1), the local government may deal with the objection by— 

(a) dismissing the objection; 

(b) varying the decision objected to; or 

(c) revoking the decision objected to, with or without— 

(i) substituting for it another decision; or 

(ii) referring the matter, with or without directions, for another 
decision by the Committee or Chief Bush Fire Control Officer. 

(3) No further right of review is available under these Procedures in respect of a 
decision made by a local government pursuant to subclause (2). 

3.12 Leave of absence 

(1) A brigade member may, at any time, request a leave of absence from bush 
fire brigade commitments for a period not to exceed 12 months. 

(2) A request for leave of absence is to be in writing and is to be submitted to 
the Committee of the relevant bush fire brigade. 

(3) All voting rights will be suspended for the leave of absence period. 
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4. BUSH FIRE BRIGADE COMMITTEE 

4.1 Functions of the Committee 

The functions of the Committee include — 

(1)  Recommending amendments to these Procedures to the local government; 

(2)  Responsible financial management of the bush fire brigade’s funds, including 
reporting of the bush fire brigade’s financial position at the bush fire brigade’s 
annual general meeting;  

(3)  Proposing a motion for consideration at any bush fire brigade meeting;  

(4)  Recommending to the local government equipment which needs to be 
supplied by the local government to the bush fire brigade;  

(5)  Delegating to a person, any Committee functions (being less than the total 
functions of the Committee) as considered reasonable, on any conditions it 
thinks fit;  

(6)  Doing all things necessary or convenient in order to perform any of its 
functions and to secure the performance of the normal brigade activities by 
the bush fire brigade; and  

(7)  Dealing with membership applications, grievances, disputes and disciplinary 
matters.  

4.2 Membership  

The Committee of the bush fire brigade is to consist of: 

(a) the Captain; 

(b) all Lieutenants; 

(c) the Training Officer;  

(d) the Equipment Officer; 

(e) the Treasurer; and 

(f)  the Secretary. 

4.3 Terms of office on the Committee 

(1) The term of office of a Committee member, with the exception of the Captain 
where subclause (2) applies, begins on the day on which they are elected and 
ends on the day of the next an annual general meeting of the bush fire 
brigade.  

(2) The term of a Captain of a bush fire brigade begins on the day on which they 
are elected and ends on— 

(a) the day of the next annual general meeting; or 

(b) the day of the subsequent annual general meeting. 
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(3) A decision for the term of Captain to end in accordance with subclause (2)(b) 
is to be made by an absolute majority at a meeting of the bush fire brigade. 

4.4 Termination of Committee membership 

(1) Any Committee member may be removed from office by an absolute majority 
decision of the brigade members at a special meeting called for such a 
purpose. 

(2) The Chief Bush Fire Control Officer is to be advised within 48 hours of the 
removal of a Committee member from office pursuant to subclause (1).  

(3) Within 48 hours of receiving the notice referred to in subclause (2) the Chief 
Bush Fire Control Officer is to notify the local government of the removal of a 
committee member from office. 

4.5 Meetings of Committee 

(1) The Captain or the Secretary, may convene a meeting of the Committee at 
any time. 

(2) The Committee is to meet at least once every 3 months. 

(3) The Committee is to regulate its meetings as it determines. 

4.6 Quorum 

(1) The quorum for a Committee meeting is at least 50% of members of the 
Committee present at a meeting. 

(2) No business is to be transacted at a meeting of the Committee, without a 
quorum of Committee members. 

(3) Subject to these Procedures, where a decision is to be made by the 
Committee, then the decision may be made by a resolution passed by a 
simple majority. 

4.7 Voting 

(1) Each committee member is to have one vote. 

(2) In the case of an equality of votes, the person presiding is to exercise an 
additional casting vote. 

(3)  Proxy voting is not permitted.   
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5. BUSH FIRE BRIGADE COMMITTEE ELECTIONS 

5.1 Ordinary election 

When the term of office of a Committee member is going to end at an annual 
general meeting of the bush fire brigade the election for that office is to take place 
at the same annual general meeting of the bush fire brigade. 

5.2 Extraordinary election 

When the term of office of a Committee member ends as a result of a resignation 
or other reason the election is to take place at the next practicable ordinary 
meeting of the bush fire brigade or a special meeting of the bush fire brigade called 
for this purpose. 

5.3 Returning Officer 

The Chief Bush Fire Control Officer, or a person nominated by them, is to act as the 
returning officer for any vacancy of a Committee member. 

5.4  Nomination of candidates for elections 

(1) Prior to the election of a Committee member by a bush fire brigade — 

(a) any nominations received are to be submitted to the local government 
at least 28 days prior to the election; and 

(b)  the local government may approve or reject any nomination. 

(2) The local government may establish procedures to assist it determine 
whether to approve or reject any nomination.  

(3)  When considering nominations submitted in accordance with subclause (1)(a) 
the local government is to have regard to — 

(a) the qualifications and experience which may be necessary to fill each 
position; and 

(b) any procedures it has established in accordance with subclause (2). 

(4) Approved nominations are to be circulated to brigade members at least 14 
days prior to the election. 

5.5  Voting 

(1)  Voting for any election of a brigade officer is to be conducted by secret ballot. 

(2) Each brigade member who has met the minimum membership commitment 
and training requirements described in clause 3.7 of these Procedures is 
entitled to one vote. 

(3)  An absentee vote may be lodged if a voting member is unable to attend a 
meeting at which an election is conducted.  

(4) An absentee vote shall be lodged with the returning officer at least 24 hours 
prior to an election. 
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6. MEETINGS OF THE BUSH FIRE BRIGADE 

6.1 General meetings 

(1)  General meetings may be called at any time by the Secretary at the request 
of the Committee, by giving at least 7 days' notice of the meeting to all 
brigade members. 

(2) A bush fire brigade is to hold a general meeting at least once every 3 months. 

(3)  Business may be conducted at a general meeting of the bush fire brigade 
notwithstanding that it was not specified in a notice given under clause 7.7 in 
relation to that meeting. 

6.2 Special meetings 

(1)  The Secretary is to call a special meeting when requested in writing by —  

(a)  the Captain;  

(b)  the local government; 

(c)  at least 25% of fire fighting members who have met the minimum 
membership commitment and training requirements described in clause 
3.7 of these Procedures. 

(2) At the time of requesting the meeting, the purpose of the meeting is to be 
specified. 

(3)  The Secretary is to give at least 7 days' notice of the special meeting to all 
brigade members. 

(4)  No business is to be conducted at a special meeting beyond that specified in a 
notice given under clause 7.7 in relation to that meeting. 

6.3 Annual general meeting 

(1)  A bush fire brigade is to hold an annual general meeting within 6 weeks of 
the conclusion of a financial year. 

(2) The Secretary is to give at least 14 days' notice of the annual general 
meeting to all brigade members and the local government. 

(3)  The business of an annual general meeting of the bush fire brigade is to — 

(a)  elect brigade officers from among the brigade members;  

(b)  consider the Officer Bearer reports on the year's activities;  

(c)  adopt the annual financial reports;  

(d)  deal with any general business arising from the previous annual general 
meeting; and 

(e) deal with any business approved by the Captain. 
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(4) Business may be conducted at an annual general meeting of the bush fire 
brigade notwithstanding that it was not specified in a notice given under 
clause 7.7 in relation to that meeting. 

6.4  Notification of elected office bearers  

(1)  The Secretary is to forward a list of elected office bearers and contact details 
from the bush fire brigade’s annual general meeting to the Chief Bush Fire 
Control Officer and the local government within 1 month of the annual 
general meeting.  

(2)  Where an office bearer is elected at a meeting other than an annual general 
meeting, the Secretary shall forward a revised list of the elected office 
bearers and contact details to the Chief Bush Fire Control Officer and the local 
government within 1 month of the meeting at which the office bearer is 
elected.  

6.5 Who presides at meetings 

(1) The bush fire brigade Captain is to preside at all meetings of the bush fire 
brigade.  

(2) In the instance that the Captain is absent the most senior Lieutenant present 
at a meeting may preside at a meeting of the bush fire brigade. 

(2) In the instance that the Captain is present at a meeting and declines to 
preside: 

(a) the most senior Lieutenant present at a meeting may preside at a 
meeting of the bush fire brigade, or 

(b)  In the absence of a Lieutenant, members present at a meeting shall, by 
absolute majority, appoint a brigade member present at a meeting as 
presiding member. 

6.6 Quorum 

(1)  The quorum for a meeting of the bush fire brigade is at least 25% of 
committee members (whether present at a meeting or not), one of whom is 
the Captain or a Lieutenant of the bush fire brigade, and a total of not less 
than 25% of the members. 

(2)  The local government may vary the requirement of subclause (1).  

(3)  No business is to be transacted at a meeting of the bush fire brigade unless a 
quorum of brigade members is present at a meeting.  

6.7 Voting 

(1)  Each eligible brigade member who has met the minimum membership 
commitment and training requirements described in clause 3.7 of these 
Procedures and is present at a meeting is to have one vote.  

(2)  All decisions of the meeting are to be made by simple majority of the 
members present at a meeting, unless otherwise specified by these 
Procedures.  
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(3)  If the votes of members present at a meeting are equally divided, the 
presiding person is to cast a second vote.  

(4)  Proxy voting is not permitted.   

6.8  Minutes 

(1)  Minutes are to be kept of a meeting's proceedings. 

(2)  Within 14 days after a meeting is held, unconfirmed minutes are to be —   

(a) available on request to brigade members; and  

(b)  provided to the local government. 
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7. GENERAL ADMINISTRATION MATTERS 

7.1 Funds 

The funds of a bush fire brigade are to be used solely for the purpose of promoting 
the objectives of the bush fire brigade. 

7.2 Financial year 

The financial year of a bush fire brigade is to commence on 1 July and is to end on 
30 June of the following year. 

7.3 Banking 

(1) The funds of a bush fire brigade are to be placed in an authorised deposit-
taking institution. 

(2) The committee shall designate at least 3 committee members to approve 
transactions. 

(3) Each transaction of the bush fire brigade is to be approved by at least 2 of 
the persons identified in subclause (2).  

7.4 Auditing 

(1) The bush fire brigade shall supply to the local government the full financial 
records of the bush fire brigade for the financial year not more than 14 days 
after the annual general meeting has been held. 

(2) The local government appointed auditor may audit the financial records of the 
bush fire brigade and is to certify to their correctness or otherwise and 
provide a report to the Committee. 

7.5 Disclosure of interests 

(1) A brigade member shall disclose to the bush fire brigade or the Committee 
any interest he or she may have in any matter being considered by the bush 
fire brigade or the Committee, as appropriate. 

(2) If an interest has been disclosed under subclause (1), then the bush fire 
brigade or Committee, as appropriate, is to decide, in the absence of the 
brigade member who disclosed that interest, whether or not the brigade 
member is permitted to vote on that matter. 

7.6 Dispute Resolution 

(1) Any dispute between brigade members may be referred to either the Captain 
or to the Committee for resolution. 

(2) Where a dispute referred under subclause (1) is considered by the Captain or 
the Committee to concern the general interests of the bush fire brigade, then 
the Captain or the Committee, as the case may be, is to refer the dispute to 
the Chief Bush Fire Control Officer. 

(3) Where a dispute arises between a brigade member and the Captain and/or 
Committee, the brigade member may refer the dispute to the Chief Bush Fire 
Control Officer. 
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(4) The local government is the final authority on matters affecting the bush fire 
brigade, and may resolve any dispute which is not resolved under subclause 
(1), (2) or (3). 

7.7 Notices 

(1)   Notices of meetings of the bush fire brigade are to be in writing and sent to 
the postal or electronic address of each brigade member, as nominated by 
the brigade member. 

(2)  The notice of a meeting of the bush fire brigade shall —  

(a)  set out the date, time and place of the meeting;  

(b)  set out particulars of motions of which notice has been given; and  

(c)  in the case of special meetings, set out particulars of the business to be 
transacted.  

(4)  Any accidental omission to give notice of a meeting to, or non-receipt by a 
person entitled to receive such notice, is not to invalidate the meeting the 
subject of the notice or any resolutions passed at the meeting.  

(5) Where any notice other than a notice of meeting is to be given under these 
Procedures, the notice is to be –  

(a)  in writing;  

(b)  unless otherwise specified, given to or by the Secretary;  

(c)  given by –  

(i)  personal delivery;  

(ii)  post; or  

(iii)  electronic communication;  

(d)  taken to have been received, as the case may be –  

(i)  at the time of personal delivery;  

(ii)  5 business days after posting; or  

(iii)  on the date the sender sends the notice as verified on their 
electronic device.  
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