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LOCAL GOVERNMENT ACT 1955 

SHIRE OF PLANTAGENET 

STANDING ORDERS LOCAL LAW 2019 

Under the powers conferred by the Local Government Act 1955 and under all other powers 

enabling it, the Council of the Shire of Plantagenet resolved on [date to be inserted] to make 

the following local law. 

 

 

Part 1 – Preliminary 

 

1.1 Citation 

 

This local law may be cited as the Shire of Plantagenet Standing Orders Local 

Law 2019. 

 

1.2 Commencement 

 

This local law comes into operation 14 days after the date of its publication in 

the Government Gazette 

 

1.3 Purpose and intent 

 

(1) The purpose of the local law is to provide for the conduct of meetings of 

the Council, Committees and electors. 

 

(2) This local law is intended to result in: 

 

(a) better decision-making at meetings; 

(b) the orderly and efficient conduct of meetings; 

(c) greater community participation and understanding of the business 

of the Council; and 

(d) more open and accountable local government. 

 

1.4 Application 

 

All meetings of the Council, committees and the electors are to be conducted 

in accordance with the Act, the Regulations and this local law. 

 

1.5 Repeal 

 

The Shire of Plantagenet Standing Orders Amendment Local Law 2008 as 

published in the Government Gazette on 11 April 2008 and the Shire of 

Plantagenet Local Law Relating to Standing Orders as published in the 

Government Gazette on 11 September 2000 are repealed on the day this local 

law comes into operation. 
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1.6 Interpretation 

 

In this local law, unless the contrary intention appears- 

 

absolute majority has the meaning given to ¡t in the Act; 

 

Act means the Local Government Act 1995; 

 

CEO means the Chief Executive Officer of the Shire; 

 

committee means a committee of the council (established under section 5.8 of 

the Act); 

 

Council means the Council of the Shire; 

 

Councillor has the same meaning as is given to it in the Act; 

 

Deputy President means the deputy president of the Shire 

 

employee has the same meaning as is given to it in the Act; 

 

Local Government means the Shire 

 

meeting means a meeting of the Council or of a committee, or an electors’ 

meeting, as the context requires; 

 

member has the same meaning as given to it in the Act; 

 

Minister means the Minister responsible for administering the Act; 

 

minor amendment in relation to a motion, means an amendment which does 

not alter the basic intent of the motion to which the amendment applies; 

 

President means the president of the Shire; 

 

presiding person means the person presiding at a meeting; 

 

Regulations means the Local Government (Administration) Regulations 

1996; 

 

Rules of Conduct Regulations means the Local Government (Rules of 

Conduct) Regulations 2007, 

 

Shire means the Shire of Plantagenet; 

 

simple majority means more than 50% of the members present and voting; 
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substantive motion means an original motion, or an original motion as 

amended, but does not include an amendment motion or a procedural motion. 

 

Part 2 – Establishment and membership of committees 

 

2.1 Establishment of committees 

 

(1) The establishment of committees is dealt with in the Act. 

(2) A Council resolution to establish a committee under section 5.8 of the 

Act is to include: 

(a) the terms of reference of the committee; 

(b) the number of Council members, employees and other persons 

to be appointed to the committee;  

(c) the names or titles of the Council members and employees to be 

appointed to the committee; 

(d) the names of other persons to be appointed to the committee or 

an explanation of the procedure to be followed to determine the 

appointments; and 

(e) details of the delegation of any powers or duties to the 

committee under section 5.16 of the Act. 

 (3) This local law is to apply to the conduct of committee meetings. 

 

2.2 Types of committees 

 

 The types of committees are dealt with in the Act. 

 

2.3 Delegation of some powers and duties to certain committees 

 

The delegation of some powers and duties to certain committees is dealt with 

in the Act. 

 

2.4 Limits on delegation of powers and duties to certain committees  

 

The limits on the delegation of powers and duties to certain committees are 

dealt with in the Act. 

 

2.5 Appointment of committee members 

 

The appointment of committee members is dealt with in the Act. 

 

2.6 Tenure of committee membership 

 

Tenure of committee membership is dealt with in the Act. 

 

2.7 Resignation of committee members 

 

The resignation of committee members is dealt with in the Regulations. 
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2.8 Register of delegations to committees 

 

The register of delegations to committees is dealt with in the Act. 

 

2.9 Committees to report 

 

 A committee: 

 (a) is answerable to the Council; and 

 (b) is to report on its activities when, and to the extent, required by the 

Council. 

 

 

Part 3 – Calling and convening meetings 

 

3.1 Ordinary and special Council meetings 

 

(1) Ordinary and special Council meetings are dealt with in the Act. 

(2) An ordinary meeting of the Council, held on a monthly basis or 

otherwise as determined by the Council, is for the purpose of 

considering and dealing with the ordinary business of the Council. 

(3) A special meeting of the Council is held for the purpose of considering 

and dealing with Council business that is urgent, complex in nature, for 

a particular purpose or confidential. 

 

3.2 Calling Council meetings 

 

  The calling of Council meetings is dealt with in the Act. 

 

3.3 Convening Council meetings 

 

(1) The convening of a Council meeting is dealt with in the Act. 

  (2) Subject to subclause (3), the CEO is to give at least 72 hours notice, for 

the purposes of section 5.5 of the Act, in convening a special meeting 

of the Council. 

  (3) Where, in the opinion of the President or at least one-third of the 

members, there is a need to meet urgently, the CEO may give a lesser 

period of notice of a special Council meeting. 

 

3.4 Calling committee meetings 

 

  A meeting of a committee is to be held – 

(1) If called for in a verbal or written request to the CEO by the President or 

the presiding member of the committee, advising the date and purpose of 

the proposed meeting; 

(2) If called for by at least one-third of the members of the committee in a 

notice to the CEO, setting out the date and purpose of the proposed 

meeting; or 

(3) In accordance with a decision of the Council or the committee. 
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3.5 Convening committee meetings 

 

(1) The CEO is to convene a committee meeting by giving each member of 

the committee notice of the date, time and place of the meeting and an 

agenda for the meeting 

(2) Subject to subclause (3), the CEO is to give at least 72 hours’ notice, for 

the purposes of subclause (1), in convening a meeting of a committee. 

(3) Where, in the opinion of the President, the presiding member of the 

committee or at least one-third of the members of the committee, there is a 

need to meet urgently, the CEO may give a lesser period of notice of a 

committee meeting. 

 

3.6 Public notice of meetings 

 

  Public notice of meetings is dealt with in the Regulations. 

 

 

Part 4 – Presiding member and quorum 

 

Division 1: Who presides 

 

4.1 Who presides 

 

Who presides at a Council meeting is dealt with in the Act. 

 

4.2 When the Deputy President can act 

 

When the Deputy President can act is dealt with in the Act. 

 

4.3 Who acts if no President 

 

Who acts if there is no President is dealt with in the Act. 

 

4.4 Election of presiding members of committees 

 

The election of presiding members of committees and their deputies is dealt 

with in the Act. 

 

 

4.5 Election of deputy presiding members of committees 

 

The election of deputy presiding members of committees is dealt with in the 

Act. 

 

4.6 Functions of deputy presiding members 

 

The functions of deputy presiding members are dealt with in the Act. 

 

4.7 Who acts if no presiding member 
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Who acts if no presiding member is dealt with in the Act. 

 

 

Division 2 – Quorum 

 

4.8 Quorum for meetings 

  

The quorum for meetings is dealt with in the Act. 

 

4.9 Reduction of quorum for Council meetings 

 

The power of the Minister to reduce the number for a quorum and certain 

majorities is dealt with in the Act. 

 

4.10 Reduction of quorum for committee meetings 

 

The reduction of a quorum for committee meetings is dealt with in the Act. 

 

4.11 Procedure where no quorum to begin a meeting 

 

The procedure where there is no quorum to begin a meeting is dealt with in the 

Regulations. 

 

4.12 Procedure where quorum not present during a meeting 

 

If at any time during a meeting a quorum is not present, the presiding member 

is: 

(1) immediately to suspend the proceedings of the meeting for a period of 

up to 15 minutes; and 

(2) if a quorum is not present at the expiry of that period, the presiding 

member is to adjourn the meeting to some future time or date. 

 

4.13 Names to be recorded 

 

At any meeting: 

(1) at which there is not a quorum present; or 

(2) which is adjourned for want of a quorum, 

the names of the members then present are to be recorded in the 

minutes. 

 

 

Part 5 – Business of a meeting 

 

5.1 Business to be specified  

 

(1) No business is to be transacted at any ordinary meeting of the Council 

other than that specified in the agenda, without the approval of the 

presiding member or the Council. 

(2) No business is to be transacted at a special meeting of the Council other 

than that given in the notice as the purpose of the meeting. 
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(3) No business is to be transacted at a committee meeting other than that 

specified in the agenda or in the notice of the meeting as the purpose of 

the meeting, without the approval of the presiding member or the 

committee. 

(4) Where a Council meeting is adjourned to the next ordinary meeting of 

the Council, the business unresolved at the meeting that is adjourned is 

to be dealt with as soon as practicable after the confirmation of the 

minutes of the previous meeting. 

(5) Where a committee meeting is adjourned to the next ordinary committee 

meeting, the business unresolved at the meeting that is adjourned is to be 

dealt with as soon as practicable after the confirmation of the minutes of 

the previous meeting. 

(6) Where a Council or committee meeting is adjourned to a meeting not 

described in subclauses (4) or (5), no business is to be transacted at that 

later meeting other than that: 

(a) is specified in the notice of the meeting that is adjourned; and 

(b) which remains unresolved. 

 

5.2 Order of business 

 

(1) The order of business of an ordinary meeting of the Council or a 

committee must be determined by the Council from time to time. 

(2) Unless otherwise decided by the Council, the order of business at any 

special meeting of the Council is to be the order in which that business 

stands in the agenda of the meeting. 

(3) In determining the order of business for any meeting of the Council or a 

committee, the provisions of the Act and Regulations relating to the time 

at which public question time is to be held are to be observed.  

 

5.3 Motions of which previous notice has been given 

 

(1) Unless the Act, Regulations or this local law otherwise provide, a 

member may raise at a meeting such business as he or she considers 

appropriate, in the form of a motion, of which notice has been given in 

writing to the CEO and which has been included on the agenda. 

(2) A notice of motion under subclause (1) is to be given at least 5 clear 

working days before the meeting at which the motion is moved. 

(3) A notice of motion is to relate to the good governance of the district. 

(4) The CEO - 

(a) with the concurrence of the President, may exclude from the 

notice paper any notice of motion deemed to be, or likely to 

involve, a breach of any of this local law or any other written law;  

(b) must inform members on each occasion that a notice has been 

excluded and the reasons for that exclusion; 

(c) may, after consultation with the member where this is practicable, 

make such amendments to the form but not the substance as will 

bring the notice of motion into due form; and 

(d) may provide to the meeting relevant and material facts and 

circumstances pertaining to the notice of motion on such matters 

as policy, budget and law. 
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(5) A motion of which notice has been given is to lapse unless: 

(a) the member who gave notice of it, or some other member 

authorised by the originating member in writing, moves the 

motion when called on; or 

(b) the meeting on a motion agrees to defer consideration of the 

motion to a later stage or date. 

(6) If a notice of motion is given and lapses under subclause (5), notice of 

a motion in the same terms or to the same effect is not to be given 

again for at least 3 months from the date of such lapse. 

 

5.4 New business of an urgent nature  

 

(1) In cases of extreme urgency or other special circumstances, matters may, 

on a motion by the presiding member that is carried by the meeting, be 

raised without notice and decided by the meeting. 

(2) In subclause (1), 'cases of extreme urgency or other special circumstances' 

means matters – 

(a) that have arisen after the preparation of the agenda that are considered 

by the presiding member to be of such importance and urgency that 

they are unable to be dealt with administratively by the Local 

Government and must be considered and dealt with by the Council or 

committee before the next meeting; and 

(b) that, if not dealt with at the meeting, are likely to – 

(i) have a significant adverse effect (financially or otherwise) on 

the Local Government; or 

(ii) result in a contravention of a written law. 

(3) Before debate begins on a matter under this clause that is not the subject of 

a written employee report to the meeting – 

(a) the presiding member is to ask the CEO to give; and 

(b) the CEO, or the CEO’s nominee, is to give, 

a verbal report to the meeting. 

(4) The minutes of the meeting are to include – 

(a) a summary of the verbal report and any recommendations of the CEO 

or the CEO’s nominee; and 

(b) the reasons for any decision made at the meeting that is significantly 

different from any advice or recommendations of the CEO or the 

CEO’s nominee. 

 

5.5 Motions without notice  

 

A motion moved without notice, must be worded so as to refer to a particular 

matter for investigation and report to a committee for consideration of the 

Council at a later date, or directly to Council. 

 

5.6 Adoption by exception resolution  

 

(1) In this clause 'adoption by exception resolution' means a resolution of 

the Council that has the effect of adopting, recommendations from any 

committee or, for a number of specifically identified reports, the 

employee recommendation as the Council resolution. 
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(2) Subject to subclause (3), the Council may pass an adoption by 

exception resolution. 

(3) An adoption by exception resolution may not be used for a matter: 

(a) that requires an absolute majority; 

(b) in which an interest has been disclosed; 

(c) that has been the subject of a petition or deputation;  

(d) that is a matter on which a member wishes to make a statement; 

or  

(e) that is a matter on which a member wishes to move a motion 

that is different to the recommendation. 

 

 

Part 6 – Public participation 
 

6.1 Meetings generally open to the public 

 

Meetings being generally open to the public is dealt with in the Act. 

 

6.2 Meetings not open to the public 

 

(1) The CEO may, at any time, recommend that a meeting or part of a 

meeting be closed to members of the public. 

(2) The Council or a committee, in one or more of the circumstances dealt 

with in the Act, may at any time, by resolution, decide to close a 

meeting or part of a meeting. 

(3) If a resolution under subclause (2) is carried: 

(a) the presiding member is to direct everyone to leave the meeting 

except: 

(i) the members; 

(ii) the CEO; 

(iii) any employee specified by the presiding member; and 

(b) the meeting is to be closed to the public until, at the conclusion 

of the matter justifying the closure of the meeting to the public, 

the Council or the committee, by resolution, decides otherwise. 

(4) A person who fails to comply with a direction under subclause (3)(a) 

may, by order of the presiding member, be removed from the meeting. 

(5) While the resolution under subclause (2) remains in force, the 

operation of clause 8.9 is to be suspended until the Council or the 

committee, by resolution, decides otherwise. 

(6) A resolution under this clause may be made without notice. 

(7) Unless the Council resolves otherwise, once the meeting is reopened to 

members of the public, the presiding member is to ensure that any 

resolution of the Council made while the meeting was closed is to be 

read out including the vote of a member or members that is required 

under clause 13.4(3) to be included in the minutes. 

 

6.3 Question time for the public 

 

Question time for the public is dealt with in the Act. 
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6.4 Question time for the public at certain meetings 

 

Question time for the public at certain meetings is dealt with in the 

Regulations. 

 

6.5 Minimum question time for the public 

 

Minimum question time for the public is dealt with in the Regulations. 

 

6.6 Procedures for question time for the public  

 

Procedures for question time for the public are dealt with in the Regulations. 

 

6.7 Other procedures for question time for the public 

 

(1) A member of the public who raises a question during question time, is to 

state his or her name and address. 

(2) A question may be taken on notice by the Council or a committee for 

later response. 

(3) When a question is taken on notice the CEO is to ensure that: 

(a) a response is given to the member of the public in writing; and 

(b) a summary of the response is included in the agenda of the next 

meeting of the Council or the committee. 

(4) Where a question relating to a matter in which a relevant person has an 

interest is directed to the relevant person, the relevant person is to: 

(a) declare that he or she has an interest in the matter; and 

(b) allow another person to respond to the question. 

 (5) Where a member of the public provides written questions then the 

presiding member may elect for the questions to be responded to as 

normal business correspondence. 

(6) The presiding member may decide that a public question must not be 

responded to where: 

(a) the same or similar question was asked at a previous meeting, a 

response was provided and the member of the public is directed to 

the minutes of the meeting at which the response was provided;  

(b) the member of the public uses public question time to make a 

statement, provided that the presiding member has taken 

reasonable steps to assist the member of the public to phrase the 

statement as a question; or 

(c) the member of the public asks a question that is offensive or 

defamatory in nature, provided that the presiding member has taken 

reasonable steps to assist the member of the public to phrase the 

question in a manner that is not offensive or defamatory. 

(7) The presiding member may agree to extend public question time. 

(8) Where an answer to a question is given at a meeting, a summary of the 

question and the answer is to be included in the minutes. 

(9) In this clause: “relevant person” has the same meaning as in section 

5.59 of the Act. 
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6.8 Distinguished visitors 

 

If a distinguished visitor is present at a meeting of the Council, the presiding 

member may acknowledge the presence of the distinguished visitor at an 

appropriate time during the meeting, and the presence of that visitor must be 

recorded in the minutes. 

 

6.9 Deputations 

 

(1) Any person or group wishing to be received as a deputation by the 

Council or a committee, is to either: 

(a) apply, before the meeting, to the President for approval; or 

(b) with the approval of the presiding member, at the meeting, 

address the Council or a committee. 

(2) Any application for a deputation is to include details of the topic on 

which the deputation is to be made and a brief outline of the contents of 

the proposed submission which will be made during the deputation. 

(3) The President may either: 

(a) approve the request and invite the deputation to attend a 

meeting of the Council or committee; or 

(b) refer the request to the Council or the committee to decide by 

simple majority whether or not to receive the deputation.  

(4) Unless the Council or committee resolves otherwise, a deputation 

invited to attend a Council or committee meeting: 

(a) is not to exceed 5 persons, only 2 of whom may address the 

Council or a committee, although others may respond to 

specific questions from members; 

(b) is not to address the Council or a committee for a period 

exceeding 10 minutes without the agreement of the Council; 

and 

(c) an extension of time and the increase in number of speaking 

members of the deputation may be allowed with the leave of 

the presiding member. 

(5) Unless decided otherwise by the President or presiding member of a 

committee, the number of deputations approved for any meeting must 

not exceed four. 

(6) Any matter which is the subject of a deputation to the Council or a 

committee is not to be decided by the Council or the committee until 

the deputation has completed its presentation. 

 

6.10 Petitions 

 

 (1)  Where a member or the CEO receives a petition conforming to the 

requirements of clause 6.10 (2), that petition is to be presented to the next 

Council meeting. 

 (2) Except where required by the Act, the Regulations or any other written 

law, any petition to the Council: 

  (a) must be addressed to the Council;  

  (b) state the name and address of the person to whom correspondence in 

respect of the petition may be served; and 
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  (c) be in the form detailed in Schedule 1 of this local law. 

 (3) Once a petition is presented to the Council, a motion may be moved to 

receive the petition and refer it to the CEO for action. 

 

6.11 Presentations 

 

(1) In this clause, a presentation means the acceptance of a gift or an 

award by the Council on behalf of the Local Government or the 

community. 

(2) A presentation may be made to the Council at a meeting only with the 

prior approval of the President. 

 

6.12 Participation at committee meetings 

 

(1) In this clause a reference to a person is to a person who: 

(a) is entitled to attend a committee meeting; 

(b) attends a committee meeting; and 

(c) is not a member of that committee. 

 

(2) Without the consent of the presiding member, no person is to address a 

committee meeting. 

(3) The presiding member of a committee may allow a person to make an 

oral submission to the committee for up to 3 minutes on a 

recommendation contained in a report to the committee, with a 

maximum of 3 speakers for the recommendation and 3 speakers 

against the recommendation. 

(4) A person addressing the committee with the consent of the presiding 

member is to cease that address immediately after being directed to do 

so by the presiding member. 

(5) A person who fails to comply with a direction of the presiding member 

under subclause (4) may, by order of the presiding member, be 

removed from the committee room. 

(6) The Council may make a policy dealing with the circumstances in 

which a person may be given consent to address a committee meeting. 

 

6.13 Council may meet to hear public submissions 

 

(1) Where an item on the agenda at a Council meeting is contentious and is 

likely be the subject of a number of deputations, the Council may 

resolve to meet at another time to provide a greater opportunity to be 

heard.  

(2) The CEO and the President must set the time and date of the meeting to 

provide the opportunity to be heard. 

(3) Where the Council resolves to meet to provide the opportunity to be 

heard under subclause (1), the presiding member must: 

(a) instruct the CEO to provide local public notice of the time and 

date when the Council will meet to provide an opportunity to be 

heard; 
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(b) provide a written invitation to attend the meeting to provide the 

opportunity to be heard to all members of the public who have 

applied under clause 6.9 to make a deputation on the issue; and 

(c) cause minutes to be kept of the meeting to provide the 

opportunity to be heard. 

(4) A meeting held under subclause (1) must be conducted only to hear 

submissions but a member may, at any time with leave of the presiding 

member, ask a question to seek to clarify any aspect of a submission. 

The Council must not make resolutions at a meeting held under 

subclause (1). 

(5) At a meeting held under subclause (1), each person making a 

submission must be provided with the opportunity to fully state his or 

her case.  

(6) A member of the public must be limited to 10 minutes in making an 

oral submission, but this period may be extended at the discretion of 

the presiding member. 

(7) Once every member of the public has had the opportunity to make a 

submission the presiding member is to close the meeting. 

(8) The CEO is to ensure that a report is included on the agenda of the next 

Council meeting summarising each submission made at the meeting. 

(9) The Council must not resolve on the matter that is the subject of a 

meeting to provide the opportunity to be heard until it has received the 

CEO’s report under subclause (8). 

 

6.14 Public Inspection of agenda materials 

  

The right of the public to inspect the documents referred to, and in accordance 

with, regulation 14 of the Regulations may be exercised at the Shire’s 

administration office, any Shire library or on the Local Government’s website.   

 

6.15 Confidentiality of information withheld 

 

(1) Information withheld by the CEO from the public under regulation 14(2) 

of the Regulations is to be: 

(a) identified in the agenda of a Council meeting under the item 

  “Matters for which meeting may be closed”; and 

(b) marked “Confidential” in the agenda. 

(2) A member or an employee who has: 

(a) confidential information under subclause (1); or 

(b) information that is provided or disclosed during a meeting or part of 

a meeting that is closed to the public, 

 is not to disclose any of that information to any person other than 

member employee to the extent necessary for the purpose of carrying out 

his or her functions. 

(3) Subclause (2) does not prevent a member or employee from disclosing 

the information;  

(a) at a closed meeting; 

(b) to the extent specified by Council and subject to such other 

conditions as the Council determines; 

(c) that is already in the public domain; 
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(d) to an officer of the Department; 

(e) to the Minister; 

(f) to a legal practitioner for the purpose of obtaining legal advice; or 

(g) if the disclosure is required or permitted by law. 

(4) The Council may by resolution declare that any information withheld 

under clause 6.15 (1) must remain confidential for a specified period or 

indefinitely.  

 

6.16 Recording of proceedings 

 

(1) A person is not to use any electronic, visual or audio recording device 

or instrument to record the proceedings of the Council, any committee 

or electors meeting without the permission of the presiding member. 

(2) If the presiding member gives permission under subclause (1), the 

presiding member is to advise the meeting, immediately before the 

recording is commenced, that such permission has been given and the 

nature and extent of that permission. 

 

6.17 Standard of conduct 

 

(1) A reference in this clause to a person is to a person other than a member. 

(2) A person at a meeting: 

(a) addressing the Council or a committee must, when invited to speak, 

extend due courtesy and respect to the person presiding and others at 

the meeting; 

(b) must not reflect adversely on the character or actions of any member 

or employee; 

(c) must not impute any motive to a member or employee; 

(d) must not use offensive or objectionable expressions; 

(e) must not create a disturbance, by interrupting or interfering with the 

orderly conduct of the proceedings, whether expressing approval or 

dissent, by conversing or by any other means; 

(f) must ensure that his or her mobile telephone or audible pager is not 

switched on or used; and 

(g) must not behave in a manner that is contrary to section 75 of the 

Criminal Code. 

(3) The presiding person may warn a person who fails to comply with 

this clause. 

(4) If –  

(a) after being warned, the person acts contrary to this clause, or to 

this local law; or 

(b) the person refuses or fails to comply with a direction by the 

presiding member, 

the presiding member may expel the person from the meeting by 

ordering him or her to leave the meeting room. 

(5) A person who is ordered to leave the meeting room and fails to do so 

may, by order of the presiding person, be removed from the meeting 

room and, if the presiding person orders, from the premises. 

  



20 

Shire of Plantagenet Standing Orders – Vrs 3 (July 19) 

 

6.18 Right of reply 

 

(1) A member who is aggrieved by a statement made (including a question 

asked) by a member of the public at a meeting may, with the leave of the 

presiding member, reply to that statement. 

(2) A reply under this clause is to be confined to a succinct response to the 

specific part of the statement in respect of which the member is aggrieved. 

 

Part 7 – Questions by members 

 

7.1 With due notice 

 

(1) A question on notice is to be given by a member in writing to the CEO at 

least four (4) clear business days before the meeting at which it is raised. 

(2) If the question referred to in subclause (1) is in order, the answer is, so far 

as practicable, to be included in written form in the agenda of the meeting. 

Or otherwise tabled at that meeting. 

(3) Every question and answer is to be submitted as briefly and concisely as 

possible and no discussion is to be allowed thereon, unless with the 

consent of the presiding member. 

 

7.2 Without due notice 

 

(1) Members may ask questions relating to an item on the notice paper or 

on matters related to the good government of persons in the district. 

(2) A member requesting general information from an employee at a 

Council or committee meeting may ask a question without notice and 

with the consent of the presiding member, may ask one or more further 

questions of that employee or another employee present at the meeting. 

(3) Where possible the employee must endeavour to answer the question 

to the best of his or her knowledge and ability, however, if the 

information is unavailable or the answer requires research or 

investigation, the employee may ask that -  

  (a) the question be placed on notice for the next meeting of 

Council; or committee and  

  (b) the answer to the question be given to the member who asked it 

within 14 days. 

  (4) Every question and answer - 

   (a) is to be brief and concise; and 

(b) is not to be accompanied by argument, expression of opinion or 

statement of facts, except to the extent necessary to explain the 

question or answer. 
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(5) In answering any question, an employee may qualify his or her answer 

and may at a later time in the meeting or at a subsequent meeting alter, 

correct, add to or otherwise amend the original answer. 

 
 

Part 8 – Conduct of members 

 

8.1 Members to be in their proper places 

 

(1) At the first meeting held after each election day, or at any other time 

considered necessary, each member is to be allocated a seat at the Council 

table by the Council.  

(2) Each member is to occupy his or her position allotted position at each 

Council or committee meeting. 

 

8.2 Respect to the presiding member 

 

After the business of a Council or a committee has been commenced, a 

member is not to enter or leave the meeting without first paying due respect to 

the presiding member. 

 

8.3 Titles to be used 

 

A speaker, when referring to the President, Deputy President or presiding 

member, or a member or employee, is to use the title of that person's office. 

 

8.4 Advice of entry or departure 

 

A member is not to enter or leave the meeting without first advising the 

presiding member, in order to facilitate the recording in the minutes of the 

time or entry or departure.  

 

8.5 Members to indicate their intention to speak 

 

A member of the Council who wishes to speak is to indicate his or her 

intention to speak by raising his or her hand or by another method agreed by 

the Council. 

 

8.6 Priority of speaking 

 

(1) Where two or more members indicate, at the same time, their intention 

to speak, the presiding member is to decide which member is entitled 

to be heard first. 

(2) A decision of the presiding member under subclause (1) is not open to 

discussion or dissent. 

(3) A member is to cease speaking immediately after being asked to do so 

by the presiding member. 

 

8.7 Presiding member may take part in debates 
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The presiding member may take part in a discussion of any matter before the 

Council or a committee, subject to compliance with this local law. 

 

8.8 Relevance 

 

A member is to restrict his or her remarks to the motion or amendment under 

discussion, or to a personal explanation or point of order. 

 

8.9 Speaking twice 

 

A member is not to address the Council or a committee more than once on any 

motion or amendment except: 

(a) as the mover of a substantive motion, to exercise a right of reply;  

(b) to raise a point of order; or 

(c) to make a personal explanation. 

 

8.10 Duration of speeches 

 

(1) A member is not to speak on any matter for more than 5 minutes without 

the consent of the Council or a committee which, if given, is to be given 

without debate. 

(2) An extension under this clause cannot be given to allow a member's total 

speaking time to exceed 10 minutes. 

 

8.11 No speaking after conclusion of debate 

 

A member is not to speak on any motion or amendment: 

(a) after the mover has replied; or 

(b) after the question has been put. 

 

8.12 No interruption 

 

A member is not to interrupt another member who is speaking unless: 

(a) to raise a point of order; 

(b) to call attention to the absence of a quorum; 

(c) to make a personal explanation under clause 8.13; or 

(d) to move a procedural motion that the member be no longer heard (see 

clause 11(1)(e)). 

 

8.13 Personal explanations 

 

(1) A member who wishes to make a personal explanation relating to a 

matter referred to by another member who is then speaking is to 

indicate to the presiding member his or her intention to make a 

personal explanation. 

(2) The presiding member is to determine whether the personal 

explanation is to be heard immediately or at the conclusion of the 

speech by the other member. 
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(3) A member making a personal explanation is to confine his or her 

observations to a succinct statement relating to a specific part of the 

speech at which he or she may have been misunderstood. 

 

8.14 No reopening of discussion 

 

A member is not to reopen discussion on any Council or committee decision, 

except to move that the decision be revoked or changed. 

 

8.15 Adverse reflection 

 

(1) A member is not to reflect adversely on a decision of the Council or 

committee except - 

(a) on a motion that the decision be revoked or changed; or 

(b) where the meeting resolves, without debate, that the question 

then before the meeting cannot otherwise be adequately 

considered. 

(2) A member is not: 

(a) to reflect adversely on the character or actions of another 

member or employee; or 

(b) to impute any motive to a member or employee, unless the 

meeting resolves, without debate, that the question then before 

the meeting cannot otherwise be adequately considered. 

(3) A member is not to use offensive or objectionable expressions in 

reference to any member, employee or other person. 

(4) If a member specifically requests, immediately after their use, that any 

particular words used by a member be recorded in the minutes: 

(a) the presiding member is to cause the words used to be taken 

down and read to the meeting for verification; and 

(b) the Council or committee may, by resolution, decide to record 

those words in the minutes. 

 

8.16 Withdrawal of offensive language 

 

(1) A member who, in the opinion of the presiding member, uses an 

expression which: 

(a) in the absence of a resolution under clause 8.15(2):  

(i) reflects adversely on the character or actions of another 

member or employee; or 

(ii) imputes any motive to a member or employee; or 

(b) is offensive or insulting, 

must, when directed by the presiding member, withdraw the 

expression and make a satisfactory apology. 

(2) If a member fails to comply with a direction of the presiding member 

under subclause (1), the presiding member may direct the member to 

refrain from taking any further part in the debate of that item, other 

than by voting, and the member must comply with that direction. 
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Part 9 – Preserving order 

 

9.1 Presiding member to preserve order 

 

(1) The presiding member is to preserve order, and, whenever he or she 

considers necessary, may call any member to order. 

(2) When the presiding member speaks during a debate, any member then 

speaking, or indicating that he or she wishes to speak, is to preserve 

strict silence so that the presiding member may be heard without 

interruption. 

(3) Subclause (2) is not to be used by the presiding member to exercise the 

right provided in clause 8.7, but to preserve order. 

  

9.2 Point of order  

 

(1) A member may object, by way of a point of order, only to a breach of: 

(a) any of this local law; or 

(b) any other written law. 

(2) Despite anything in this local law to the contrary, a point of order: 

(a) takes precedence over any discussion; and 

(b) until determined, suspends the consideration or discussion of 

any other matter. 

 

9.3 Procedures on a point of order  

 

(1) A member who is addressing the presiding member is not to be 

interrupted except on a point of order. 

(2) A member interrupted on a point of order is to resume his or her seat 

until: 

(a) the member raising the point of order has been heard; and 

(b) the presiding member has ruled on the point of order, 

and, if permitted, the member who has been interrupted may 

then proceed. 

 

9.4 Calling attention to breach 

 

A member may, at any time, draw the attention of the Presiding Member to 

any breach of this local law. 

 

9.5 Ruling by the presiding member 

 

(1) The presiding member is to rule on any point of order which is raised 

by either upholding or rejecting the point of order; 

(2) A ruling by the presiding member on a point of order is to be final 

unless the majority of members then present and voting, on a motion 

moved immediately after the ruling, dissent from the ruling; 

 (3) Subject to a motion of dissent being carried under subclause (2), if the 

presiding member rules that: 
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  (a) any motion, amendment or other matter before the meeting is 

out of order, it is not to be considered further; and 

  (b) a statement made or act done by a member is out of order, the 

presiding member may require the member to make an 

explanation, retraction or apology. 

 

9.6 Continued breach of order 

 

If a member: 

(a) persists in any conduct that the presiding member had ruled is out of 

order; or 

(b) refuses to make an explanation, retraction or apology required by the 

presiding member under clause 9.5(3), 

the presiding member may direct the member to refrain from taking any 

further part in that meeting, other than by voting, and the member is to comply 

with that direction. 

 

9.7 Right of presiding member to adjourn  

 

(1) For the purpose of preserving or regaining order, the presiding member 

may adjourn the meeting for a period of up to 15 minutes. 

(2) On resumption, the debate is to continue at the point at which the 

meeting was adjourned.   

(3) If, at any one meeting, the presiding member adjourns the meeting more 

than once for the purpose of preserving or regaining order, the second or 

subsequent adjournment may be to a later time on the same day or to 

another day. 

 

 

Part 10 – Debate of members 

 

10.1 Recommendations in reports  

 

(1) Recommendations contained in a committee or employee’s report are to be 

given first priority consideration for adoption by the Council. 

 

(2) Any proposed amendment to a recommendation in a committee or employees’ 

report that is significantly different to the recommendation, is not to be accepted 

unless a notice of motion in accordance with clause 5.3 has been given by the 

mover of the proposed amendment. 

 

(3) The Council may by majority decision dispense with requirements of clause 5.1 

(2) where the Council is satisfied that the reason for the proposed amendment 

meets the criteria of “extreme urgency or other special circumstances” in clause 

5.4 (2). 

 

(4) The requirements for recording of written reasons in the minutes of a meeting 

for each decision made at the meeting that is significantly different from the 

relevant written recommendation of a committee or an employee are dealt with 

in the regulations. 
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10.2  Alternative motion  

 

(1) A member may submit an alternative motion for consideration by the Council 

that differs from a committee or employee’s recommendation contained in the 

meeting agenda. 

(2) A member may submit an alternative motion for consideration by a committee 

that differs from an employee’s recommendation contained in a meeting agenda. 

(3) A request for an alternative motion must be received by the CEO or their 

delegate no later than 9.00am on the day of the meeting. 

(4) The meeting may by absolute majority dispense with the requirement of clause 

10.2 (3) where the meeting is satisfied that that the alternative motion does not: 

(a) reflect a significant departure from the intent of the recommendation; or 

(b) involve a determination of a matter or the exercise of a discretion under 

the Local Planning Scheme. 
 

10.3 Motions to be stated and in writing 

 

Any member who wishes to move a substantive motion or an amendment to a 

substantive motion: 

(a) is to state the substance of the motion before speaking to it; and 

(b) if required by the presiding member, is to put the motion or 

amendment in writing. 

(c) for complex amendments they must be in writing, 

 

10.4 Motions to be supported 

 

(1) A substantive motion or an amendment to a substantive motion is not 

open to debate until it has been seconded. 

(2) A motion to revoke or change a decision made at a Council meeting is 

not open to debate unless the motion has the support required under 

regulation 10 of the Regulations. 

 

10.5 Unopposed business 

 

(1) Immediately after a substantive motion has been moved and seconded, 

the presiding member may ask the meeting: 

(a) if any member opposes it; or 

(b) if any member wishes the mover to speak to the motion before 

deciding whether to oppose it. 

(2) If any member wishes the mover to speak to the motion, the presiding 

member may: 

(a) Call on the mover to speak to the motion; and 

(b) After the mover has spoken to the motion, again ask the meeting if 

any member opposes it. 

(3) If no member opposes the motion, the presiding member may declare it 

carried without debate and without taking a vote. 

(4) A motion declared carried under this clause is to be recorded in the 

minutes as a “carried without dissent” decision of the Council. 
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(5) If a member opposes a motion, the motion is to be dealt with under this 

Part. 

(6) This clause does not apply to a motion to revoke or change a decision 

which has been made at a Council meeting. 

 

10.6 Only one substantive motion at a time 

 

When a substantive motion is under debate at a meeting of the Council, no 

further substantive motion is to be accepted.  The Council is not to consider 

more than one substantive motion at any time. 

 

10.7 Order of call in debate 

 

The presiding member is to call speakers to a substantive motion in the 

following order: 

(a) the mover to state the motion; 

(b) a seconder to the motion; 

(c) the mover to speak to the motion; 

(d) the seconder to speak to the motion; 

(e) a speaker against the motion; 

(f) a speaker for the motion; 

(g) other speakers against and for the motion, alternating where possible; 

and 

(h) mover takes right of reply which closes debate. 

 

10.8 Limit of debate 

 

The presiding member may offer the right of reply and put a substantive 

motion to the vote if he or she believes that sufficient discussion has taken 

place even though all members may not have spoken. 

 

10.9 Member may require question to be read 

 

A member may require the question or matter under discussion to be read at 

any time during a debate, but not so as to interrupt any other member who is 

speaking. 

 

10.10 Consent of seconder required for alteration  

 

The mover of a substantive motion may not alter the wording of the motion 

without the consent of the seconder. 

 

10.11 Order of amendments 

 

Any number of amendments may be proposed to a substantive motion, but 

when an amendment is moved to a substantive motion, no second or 

subsequent amendment is to be moved or considered until the first amendment 

has been withdrawn, carried or lost. 
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10.12 Form of an amendment 

 

An amendment must add, delete, or substitute words to the substantive motion. 

 

10.13 Amendment must not negate original motion 

 

An amendment to a substantive motion cannot negate the original motion or 

the intent of the original motion. 

 

10.14 Relevance of amendments 

 

Each amendment is to be relevant to the motion in respect of which it is 

moved. 

 

10.15 Mover of motion may speak on amendment 

 

Any member may speak during debate on an amendment in reference to the 

order set out in clause 10.7. 

 

10.16 Effect of an amendment 

 

If an amendment to a substantive motion is carried, the motion as amended 

then becomes the substantive motion, on which any member may speak and 

any further amendment may be moved. 

 

10.17 Withdrawal of motion or amendment 

 

(1) Subject to subclause (2), the Council may, without debate, grant leave 

to withdraw a motion or amendment on the request of the mover of the 

motion or amendment and with the approval of the seconder. 

(2) Where an amendment has been proposed to a substantive motion, the 

substantive motion is not to be withdrawn, except by consent of the 

majority of members present, until the amendment proposed has been 

withdrawn or lost. 

 

10.18 Right of reply 

 

(1) The mover of a substantive motion has the right of reply. 

(2) The mover of any amendment to a substantive motion has a right of 

reply. 

(3) The right of the reply may only be exercised: 

(a) where no amendment is moved to the substantive motion – at 

the conclusion of the discussion on the motion; or 

(b) where one or more amendments have been moved to the 

substantive motion – at the conclusion of the discussion on the 

substantive motion and any amendments. 

(4) After the mover of the substantive motion has commenced the reply: 

(a) no other member is to speak on the question; and 



29 

Shire of Plantagenet Standing Orders – Vrs 3 (July 19) 

(b) there is to be no further discussion on, or any further 

amendment to, the motion. 

(5) The right of the reply is to be confined to rebutting arguments raised by 

previous speakers and no new matter is to be introduced. 

(6) At the conclusion of the right of reply, the substantive motion, or the 

substantive motion as amended, is immediately to be put to the vote. 
 

10.19 Foreshadowing alternative motions 
 

(1) Should a member wish to negate a substantive motion and have a meeting 
consider a new substantive motion on the matter with different intent, the 
member is to foreshadow the new substantive motion prior to the right of 
reply. 

(2) Should a substantive motion be lost, the presiding member is to call upon 
the member who foreshadowed the new substantive motion to move the 
proposed motion. 

(3) Once moved and seconded, the foreshadowed motion becomes the 
substantive motion and the same procedures and rules of debate apply to 
this motion as any other motion. 

(4) If more than one foreshadowed motion is proposed for any item before a 
meeting, the presiding member is to deal with them in the order in which 
they were presented. 

 
 

Part 11 – Procedural motion 
 
11.1 Permissible procedural motions 

 

In addition to the right to move an amendment to a substantive motion, a 

member may move the following procedural motions: 

(a) that the meeting proceed to the next item of business; 

(b) that the debate be adjourned; 

(c) that the meeting now adjourn; 

(d) that the question be now put; 

(e) that the member be no longer heard; 

(f) that the ruling of the presiding member be disagreed with; and 

(g) that the meeting be closed to the public. 

 

11.2 No debate  

 

(1) The mover of a motion specified in paragraph (a), (b), (c), (f) or (g) of 

clause 11.1 may speak to the motion for not more than five minutes, the 

seconder is not to speak other than to formally second the motion, and 

there is to be no debate on the motion. 

(2) The mover of a motion specified in paragraph (d) or (e) of clause 11.1 

may not speak to the motion, the seconder is not to speak other than to 

formally second the motion, and there is to be no debate on the motion. 

 

11.3 Who may move 

 

No person who has moved, seconded, or spoken for or against the substantive 

motion, or any amendment to the substantive motion, may move any 
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procedural motion which, if carried, would close the debate on the substantive 

motion or amendment. 

 

11.4 Procedural motions - right of reply on substantive motion 

 

The carrying of a procedural motion which closes debate on the substantive 

motion or amendment and forces a decision on the substantive motion or 

amendment does not deny the right of reply to the mover of the substantive 

motion. 

 

11.5 Meeting to proceed to the next business  

 

The motion “that the meeting proceed to the next business”, if carried, has the 

effect that: 

(a) the debate on the substantive motion or amendment ceases 

immediately; 

(b) no decision is made on the substantive motion; 

(c) the Council moves to the next item of business; and 

(d) there is no requirement for the matter to be raised again for 

consideration.  

 

11.6 Debate to be adjourned  

 

A motion “that the debate be adjourned”: 

(a) is to state the time to which the debate is to be adjourned; and 

(b) if carried, has the effect that all debate on the substantive motion or 

amendment ceases immediately, but continues at the time stated in the 

motion. 

 

11.7 Meeting now adjourn  

 

(1) A member is not to move or second more than one motion of 

adjournment during the same sitting of the Council. 

(2) Before putting the motion for the adjournment of the Council, the 

presiding member may seek leave of the Council to deal first with 

matters that may be the subject of an adoption by exception resolution 

(see clause 5.6). 

(3) A motion “that the meeting now adjourn”: 

(a) is to state the time and date to which the meeting is to be 

adjourned; and 

(b) if carried, has the effect that the meeting is adjourned to the 

time and date specified in the motion. 

(4) A meeting adjourned under subclause (3) is to continue from the point 

at which it was adjourned, unless the presiding member or the Council 

determines otherwise. 

 

11.8 Question to be put 

  

(1) If the motion “that the question be now put”, is carried during debate on 

a substantive motion without amendment, the presiding member is to 
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offer the right of reply and then put the motion to the vote without 

further debate. 

(2) If the motion "that the question be now put" is carried during discussion 

of an amendment, the presiding member is to put the amendment to the 

vote without further debate. 

(3) This motion, if lost, causes debate to continue. 

 

11.9 Member to be no longer heard  

 

If the motion “that the member be no longer heard”, is carried, the speaker 

against whom the motion has been moved cannot speak further on the current 

substantive motion, or any amendment relating to it, except to exercise the 

right of reply if he or she is the mover of the substantive motion. 

 

11.10 Ruling of the presiding member to be disagreed with  

 

If the motion “that the ruling of the presiding member be disagreed with”, is 

carried, that ruling is to have no effect and the meeting is to proceed 

accordingly. 
 
 

Part 12 – Disclosure of interests 

 

12.1 Disclosure of interests 

 

Disclosure of interests is dealt with in the Act. 
 
 

Part 13 - Voting 
 

13.1 Question - when put 

 

(1) Immediately after the debate on any question is concluded and the right 

of reply has been exercised, the presiding member - 

(a) is to put the question to the Council; and  

(b) if requested by any member, is to again state the terms of the 

question. 

(2) A member is not to leave the meeting when the presiding member is 

putting any question. 

 

13.2 Voting 

 

  Voting is dealt with in the Act and the Regulations. 

 

13.3 Majorities required for decisions 

 

The majorities required for decisions of the Council and committees are dealt 

with in the Act. 
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13.4 Method of taking vote 

 

(1) In taking the vote on any motion or amendment the presiding member: 

(a) is to put the question, first in the affirmative, and then in the 

negative; 

(b) may put the question in this way as often as may be necessary to 

enable him or her to determine whether the affirmative or the 

negative has the majority of votes; 

(c) may accept a vote on the voices or may require a show of hands; 

and 

(d) is, subject to this clause, to declare the result. 

(2) If a member calls for a show of hands, the result of the vote is to be 

determined on the count of raised hands. 

(3) Unless decided otherwise by a decision of Council or a committee the 

details of the members vote or votes for or against, a matter, as the case 

may be, is to be recorded in the minutes.   
 
 

Part 14 – Minutes of meetings 
 

14.1 Keeping of minutes 

 

The keeping and confirmation of minutes are dealt with in the Act. 

 

14.2 Content of minutes 

 

(1) The content of minutes is dealt with in the Regulations. 

 

(2) In addition to the matters required by regulation 11 of the Regulations, 

the minutes of a Council meeting is to include, where an application for 

approval is refused or the authorisation of a licence, permit or 

certificate is withheld or cancelled, the reasons for the decision. 

 

14.3 Public inspection of unconfirmed minutes 

 

The public inspection of unconfirmed minutes is dealt with in Regulations. 

 

14.4 Confirmation of minutes 

 

(1) When minutes of an ordinary meeting of the Council are distributed for 

consideration prior to their confirmation at the next meeting, if a member 

is dissatisfied with the accuracy of the minutes, the member may provide 

the Local Government with a written copy of the alternative wording to 

amend the minutes no later than 7 clear working days before the next 

ordinary meeting of the Council. 

(2) At the next ordinary meeting of the Council, the member who provided 

the alternative wording must, at the time for confirmation of minutes - 

(a) state the item or items with which he or she is dissatisfied; and 
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(b) propose a motion clearly outlining the alternative wording to 

amend the minutes. 

(3) Members must not discuss items of business contained in the minutes, 

other than discussion as to their accuracy as a record of the proceedings. 

 

 

Part 15 - Adjournment of meeting 

 

15.1 Meeting may be adjourned 

 

The Council or a committee may adjourn any meeting:  

(a) to a later time on the same day; or  

(b) to any other time on any other day, including a time which coincides 

with the conclusion of another meeting or event. 

 

15.2 Effect of adjournment 

 

Where any matter, motion, debate or meeting is adjourned under this local 

law: 

(a) the names of members who have spoken on the matter prior to the 

adjournment are to be recorded in the minutes; 

(b)  debate is to be resumed at the next meeting at the point where it was 

interrupted; and 

(c)  the provisions of clause 8.9 apply when the debate is resumed. 
 
 

Part 16 – Revoking or changing decisions 
 

16.1 Requirements to revoke or change decisions 

 

The requirements to revoke or change a decision made at a meeting are dealt 

with in regulation 10 of the Regulations. 

 

16.2 Limitations on powers to revoke or change decisions 

 

(1) Subject to subclause (2), the Council or a committee is not to consider 

a motion to revoke or change a decision: 

(a) where, at the time the motion is moved or notice is given, any 

action has been taken under clause 16.3 to implement the 

decision; or 

(b) where the decision is procedural in its form or effect. 

(2) The Council or a committee may consider a motion to revoke or 

change a decision of the kind described in subclause (1)(a) if the 

motion is accompanied by a written statement of the legal and financial 

consequences of carrying the motion. 

 

16.3 Implementing a decision 

 

(1) In this clause: 
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(a) authorisation means a licence, permit, approval or other means 

of authorising a person to do anything; 

(b) implement, in relation to a decision, includes: 

(i) communicate notice of the decision to a person affected 

by, or with an interest in, the decision; and 

(ii) take any other action to give effect to the decision; and 

(c) valid notice of revocation motion means a notice of motion to 

revoke or change a decision that complies with the 

requirements of the Act, Regulations and the local laws and 

may be considered, but has not yet been considered, by the 

Council or a committee as the case may be. 

(2) Subject to subclause (4), and unless a resolution is made under 

subclause (3), a decision made at a meeting is not to be implemented 

by the CEO or any other person until the afternoon of the first business 

day after the commencement of the meeting at which the decision was 

made. 

(3) The Council or a committee may, by resolution carried at the same 

meeting at which a decision was made, direct the CEO or another 

person to take immediate action to implement the decision. 

(4) A decision made at a meeting is not to be implemented by the CEO or 

any other person: 

(a) if, before commencing any implementation action, the CEO or 

that person is given a valid notice of revocation motion; and 

(b) unless and until the valid notice of revocation motion has been 

determined by the Council or the committee as the case may be. 

(5) The CEO is to ensure that members of the public attending the meeting 

are informed by an appropriate notice that a decision to grant an 

authorisation: 

 (a) is to take effect only in accordance with this clause; and 

 (b) cannot be acted upon by the person who has been granted the 

authorisation unless and until the decision has been 

implemented in accordance with this clause. 
 
 

Part 17 – Suspension of local law 
 

17.1 Suspension of local law 

 

(1) A member may at any time move that the operation of one or more of 

the provisions of this local law be suspended. 

(2) A member moving a motion under subclause (1) is to state the reasons 

for the motion but no other discussion is to take place. 

(3) A motion under subclause (1) which is: 

(a) seconded; and 

(b) carried by an absolute majority, 

is to suspend the operation of the clause or clauses to which the motion 

relates for the duration of the meeting, unless the meeting earlier 

resolves otherwise. 
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17.2 Where local law does not apply 

 

(1) In situations where: 

 (a) one or more provisions of this local law have been suspended; 

  or 

 (b)  a matter is not regulated by the Act, the Regulations or this 

 local law, 

the presiding member is to decide questions relating to the conduct of the 

meeting. 

(2) The decision of the presiding member under subclause (1) is final, 

except where a motion is moved and carried under clause 11.10. 
 
 

Part 18 – Meetings of electors 
 

18.1 Electors' general meetings  

 

 Electors' general meetings are dealt with in the Act. 

 

18.2 Matters for discussion at electors' general meetings 

 

The matters to be discussed at electors' general meetings are dealt with in the 

Regulations. 

 

18.3 Electors' special meetings 

 

Electors' special meetings are dealt with in the Act.  

 

18.4 Requests for electors' special meetings 

 

Requests for electors' special meetings are dealt with in the Regulations. 

 

18.5 Convening electors' meetings 

 

Convening electors' meetings is dealt with in the Act. 

 

18.6 Who presides at electors' meetings 

 

Who presides at electors' meetings is dealt with in the Act. 

 

18.7 Procedure for electors' meetings  

 

(1) The procedure for electors' meetings is dealt with in the Act and the 

Regulations. 

 

(2) In exercising his or her discretion to determine the procedure to be 

followed at an electors' meeting, the presiding member is to have 

regard to this local law. 

 



36 

Shire of Plantagenet Standing Orders – Vrs 3 (July 19) 

18.8 Participation of non-electors 

 

A person who is not an elector of the Local Government must not take part in 

any discussion at an electors' meeting unless the meeting, by resolution, 

permits the person do so. 

 

18.9 Voting at electors' meetings 

 

Voting at electors' meetings is dealt with in the Regulations. 

 

18.10 Minutes of electors' meetings 

 

Minutes of electors' meetings are dealt with in the Act. 

 

18.11 Decisions made at electors' meetings 

 

Decisions made at electors' meetings are dealt with in the Act. 

 

 

Part 19 - Enforcement 

 

19.1 Penalty for breach 

 

  A person who breaches a provision of this local law commits an offence. 

  Penalty: $1,000.00 and a daily penalty of $500.00. 

 

19.2 Who can prosecute 

 

  Who can prosecute is dealt with in the Act. 

 

 

The Common Seal of the Shire of Plantagenet was affixed by authority of a resolution of the 

Council in the presence of —  

 

 

 

 

Chris Pavlovich 

Shire President 

 

 

Rob Stewart 

Chief Executive Officer 
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SCHEDULE 1 

 

 

PETITION OF ELECTORS OF THE SHIRE OF Plantagenet 
 

 

To the Shire President and Councillors of the Shire of Plantagenet 

 

We, the undersigned, all being electors of the Shire of Plantagenet do respectfully request that 

the Council—  

 

[Here set out a concise statement of facts and the action sought]  

 

 

 

 

Correspondence in respect of this petition should be addressed to—  

 

[Here set out relevant name(s) and address (es) for correspondence]  

 

 

The names and addresses of your petitioners are as follows—  

 

Date Full Name Address Signature 
Agree/Disagree/ 

No Opinion 
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BUSH FIRES ACT 1954 
 

SHIRE OF PLANTAGENET 

 

BUSH FIRE BRIGADES LOCAL LAW 2019 

 

 

Under the powers conferred by the Bush Fires Act 1954 the Local Government Act 1995 and 

under all other powers enabling it, the Council of the Shire of Plantagenet resolved on {Date} 

to make the following local law. 

 

PART 1—PRELIMINARY 

 

1.1 Citation 

 

This local law may be cited as the Shire of Plantagenet Bush Fire Brigade Local Law 2019. 

 

1.2 Commencement 

 

This local law comes into operation 14 days after the date of its publication in the 

Government Gazette. 

 

1.3 Definitions and interpretations 

 

(1) In this local law unless the context otherwise requires –  

 

Act means the Bush Fires Act 1954;  

Active Member has the meaning given in clause 4.12 of the Rules; 

Auxiliary Member has the meaning given in clause 4.3 of the Rules 

brigade area (BA) is defined in clause 2.2(1)(b);  

brigade member (BM) means a volunteer fire fighter  of a bush fire brigade;  

brigade administration officer(BAO) means a person holding a position referred to in 

clause 2.2(1)(c), whether or not he or she was appointed by the local government or 

elected at an annual general meeting of a bush fire brigade or otherwise appointed to the 

position;  

bush fire brigade (BFB) is defined in section 7 of the Act;  

bush fire control officer (BFCO) means a person appointed to that office by the local 

government in accordance with section 38 of the Act;  

Bush Fire Operating Procedures (BFOP) means the Bush Fire Operating Procedures 

adopted by the local government as amended from time to time;  

cadet means any adolescent member of the Brigade who has attained the age of 11 years 

but not the age of 16 years;  
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Chief Bush Fire Control Officer (CBFCO) means the Chief Bush Fire Control Officer 

appointed by the local government in accordance with section 38 of the Act;  

Chief Executive Officer (CEO) means the Chief Executive Officer of the Shire of 

Plantagenet; 

Council means the Council of the local government;  

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

established by section 3 of the Fire and Emergency Services Act 1998;  

district means the district of the local government;  

fire fighting member is defined in clause 4.2 of the Rules;  

grievance policy  is a policy and management document administered by the local 

government and applies to all brigade members who have a grievance about unfair 

treatment, discrimination, harassment, victimisation, vilification and/or bullying; 

local government means the Shire of Plantagenet;  

normal brigade activities means all normal brigade activities relating to a live bush fire 

which is active in the district, and includes burning off, creating fire breaks and other 

methods for the control of bush fires; 

Regulations means Regulations made under the Act; 

Rules means the rules governing the operation of Bush Fire Brigades as set out in 

Schedule 1; and  

volunteer fire brigade has the meaning given in the Fire Brigades Act 1942 

 

(2) In this local law unless the context otherwise requires, a reference to -  

(a) a Captain; 

(b) a Fire Control Officer; 

(c) a First Lieutenant; 

(d) a Second Lieutenant; 

(e) any additional Lieutenants; 

(f) an Equipment Officer; 

(g) a Secretary; 

(h) a Treasurer; 

 

means a person holding that position in a bush fire brigade. 

 

1.4 Repeal 

 

The Shire of Plantagenet Bush Fire Brigades Local Law 2004 as published in the 

Government Gazette on 7 April 2004, the Shire of Plantagenet Bush Fire Brigades 

Amendment Local Law 2006 as published in the Government Gazette on 17 March 2006 and 

the Shire of Plantagenet Bush Fire Brigades Amendment Local Law 2008 as published in the 

Government Gazette on 11 April 2008, are repealed. 

 

1.5 Application 

 

This local law applies throughout the district. 
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PART 2—ESTABLISHMENT OF BUSH FIRE BRIGADES 

 

Division 1— Establishment of bush fire brigades 

 

2.1 Establishment of a bush fire brigade 

 

(1) The local government may establish a bush fire brigade for the purpose of carrying out 

normal brigade activities. 

(2) A bush fire brigade is established on the date of the local government’s decision under 

subclause (1). 

 

2.2 Brigade name and confirmed appointment of officers of bush fire brigade 

 

(1) On establishing a bush fire brigade under clause 2.1(1) the local government is to -  

(a) give a name to the bush fire brigade; 

(b) specify the area in which the bush fire brigade is primarily responsible for carrying 

out the normal brigade activities; and 

(c) appoint –  

(i) a Captain; 

(ii) a Fire Control officer 

(iii) a First Lieutenant; 

(iv) a Second Lieutenant; 

(v) additional Lieutenants if the local government considers it necessary; 

(vi) an Equipment Officer; 

(vii) a Secretary; 

(viii) a Treasurer. 

(2) When considering the appointment of persons to the positions in subclause (1)(c), the 

local government is to have regard to the qualifications and experience which may be 

required to fill each position which are defined in the Rules. 

(3) A person appointed to a position in subclause (1)(c) is to be a registered brigade member. 

(4) The appointments referred to in subclause (1)(c) expire at the completion of the first 

annual general meeting of the bush fire brigade. 

(5) If a position referred to in subclause (1)(c) becomes vacant prior to the completion of the 

first annual general meeting, then the local government is to appoint a person to fill the 

vacancy in accordance with subclause (2). 

 

Division 2 – Command at a fire 

 

2.3 Ranks within the bush fire brigade 

 

(1) Where under the Act and Bush Fire Operating Procedures members of the bush fire 

brigade have command of a fire, unless a bush fire control officer is in attendance at the 

fire, the Captain has full control over other persons fighting the fire, and is to issue 
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instructions as to the methods to be adopted by the fire fighters. In the absence of the 

Captain, the Fire Control Officer, in the order of seniority determined, is to exercise all 

the powers and duties of the Captain. 

(2) Where a bush fire control officer is in attendance at a fire which the members of the bush 

fire brigade have command of under the Act and the Bush Fire Operating Procedures, the 

most senior bush fire control officer has full control over other persons fighting the fire 

and is to issue instructions as to the methods to be adopted by the fire fighters. 

 

Division 3 – Transitional 

 

2.4 Existing Bush Fire Brigades 

 

(1) Where a local government has established a bush fire brigade prior to the commencement 

date, then on and from the commencement day -  

(a) the bush fire brigade is to be taken to be a bush fire brigade established under and in 

accordance with this local law;  

(b) the provisions of this local law apply to the bush fire brigade save for clause 2.2; and  

(c)  any rules governing the operation of the bush fire brigade are to be taken to have 

been repealed and substituted with the Rules. 

(2) In this clause –  

commencement day means the day on which this local law comes into operation. 

 

Division 4 – Dissolution of bush fire brigade 

 

2.5 Dissolution of bush fire brigade 

 

In accordance with section 41(3) of the Act, the local government may cancel the registration 

of a bush fire brigade if it is of the opinion that the bush fire brigade is not complying with 

the Act, this local law, the BFOP, the Rules, or is not achieving the objectives of the BFOP. 

 

2.6 New arrangement after dissolution 

 

If a local government cancels the registration of a bush fire brigade, alternative fire control 

arrangements are to be made in respect of the brigade area. 

 

PART 3 – ORGANISATION AND MAINTENANCE OF BUSH FIRE BRIGADES 

 

Division 1 – Local government responsibility 

 

3.1 Local government responsible for structure, Rules and operating procedures 

 

(1) The local government is to ensure that there is an appropriate structure through which the 

organisation of bush fire brigades is maintained. 

(2) The local government is to prepare and adopt a BFOP; 
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(3) The local government may make other applicable rules, policies and procedures as 

determined necessary by the local government. 

 

Division 2- Rules operating procedures and policies 

 

3.2 Application of the Rules, procedures, policies and local law 

 

(1) The Rules, BFOP and Policies adopted by the local government, govern the operation of a 

bush fire brigade. 

(2) A bush fire brigade and each brigade member is to comply with the Rules, procedures, 

policies and the provisions of this Local Law. 

 

3.3 Variation of procedures, policies and constitution 

 

(1) The local government may vary the R u l e s  and the i r  application to all bush fire 

brigades or in respect of a particular bush fire brigade. 

(2) A variation made by the local government under clause 3.3 (1) shall be endorsed by the 

Council prior to taking effect. 

(3) The Rules as varied, have effect on and from the date of a resolution under subclause (2). 

(4) The local government may vary the BFOP and policies at any time. 

(5) The local government is to notify a bush fire brigade of any variation to the BFOP, 

Policies or the Rules as soon as practicable after making a decision under subclause (2) or 

(4). 

 

3.4 Brigades and officers to be supplied with Act, Rules, procedures and policies 

 

The local government is to supply each bush fire brigade and brigade officer with a copy of 

the Act, the Regulations, this local law, the BFOP, policies and any other written laws which 

may be relevant to the performance of the brigades or brigade officers’ functions, and any 

amendments which are made thereto from time to time. 

 

Division 3- Chief Bush Fire Control Officer 

 

3.5 Managerial role of Chief Bush Fire Control Officer 

 

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

primary managerial responsibility for the organisation and administration of bush fire 

brigades.  

 

3.6 Chief Bush Fire Control Officer may attend meetings 

 

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

officer) may attend as a non-voting representative of the local government at any meeting of 

a bush fire brigade. 
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3.7 Duties of Chief Bush Fire Control Officer 

 

The duties of the Chief Bush Fire Control Officer are to -  

(a) provide leadership to volunteer fire brigades;  

(b) monitor bush fire brigades’ resourcing, equipment (including protective clothing) and 

training levels and report thereon with recommendations at least once a year to the 

local government; 

(c) liaise with the local government concerning fire prevention or fire suppression matters 

generally and directions to be issued by the local government to bush fire control 

officers (including those who issue permits to burn), bush fire brigades or brigade 

officers; and 

 

PART 4 – ADMINISTRATION OF BUSH FIRE BRIGADES 

 

Division 1 – Bush fire brigade membership 

 

4.1 Types of membership of bush fire brigade 

 

The types of membership of a bush fire brigade shall be accordance with the definitions 

contained in the Rules. 

  

4.2 Brigade membership 

 

(1) The appointment, determination, dismissal and management of bush fire brigade 

membership are governed by the Rules and the BFOP.  

(2) Application for membership, including registration of bush fire brigade members, is to be 

in accordance with the Rules and BFOP. 

(3) Membership of the bush fire brigade terminates in accordance with the Rules. 

(4) The local government may terminate the membership of a brigade member in accordance 

with the Rules and BFOP. 

(5) Membership of the bush fire brigade may be suspended at any time if, in the opinion 

of the Executive Committee, circumstances warrant suspending the member. The period 

of suspension shall be at the discretion of the Executive Committee. 

(6) Upon the expiry of the period of suspension the Executive Committee may -  

(a) extend the period of suspension; 

(b) terminate the membership; or 

(c) reinstate the membership. 

(7) The resignation or dismissal of a member under clause 4.2(2) or 4.2(3) does not affect 

any liability of the brigade member arising prior to the date of resignation or dismissal. 

 

4.3 Notification of membership 
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No later than 31 May in each year, the bush fire brigade is to report to the local government, 

the name, contact details and type of membership of each brigade member. 

 

4.4 Grievance 

 

(1) Grievances shall be managed in accordance with the Rules, BFOP and Policies. 

(2) In respect to grievance complaints or submissions, where the complaint relates to or is 

made against the Chief Bushfire Control Officer, Deputy Chief Bushfire Control Officer 

or a Brigade Captain, the matter may be referred to an independent investigator as 

determined by the local government. 

(3) The CEO of the local government shall be the final ‘decision making authority’ in regards 

to the administration of a grievance. 

 

Division 2 – Meetings of bush fire brigades 

 

4.5 Conduct of brigade meetings 

 

(1) All bush fire brigade meetings are to be conducted in accordance with the Rules and the 

BFOP. 

(2) In this clause, a reference to a bush fire brigade meeting means an –  

(a) Annual general meeting of a bush fire brigade to be held in May of each year; 

(b) Ordinary meeting of a bush fire brigade; or 

(c) Special meeting of a bush fire brigade. 

 

4.6 Nomination of bush fire control officers to local government 

 

At the annual general meeting of a bush fire brigade, the brigade may nominate preferred 

candidates for the position of bush fire control officer to the Chief Bush Fire Control Officer 

and to the local government for consideration and recommendation to Council. 

 

4.7 Minutes to be tabled before the Bush Fire Advisory Committee 

 

(1) The Secretary is to forward a copy of the minutes of the annual general meeting of a bush 

fire brigade to the local government within one month after the meeting.  

(2) The Brigade is to table the minutes of a bush fire brigade’s annual general meeting at the 

next meeting of the 

(a) Bush Fire Advisory Committee; or  

(b) Council, if there is no Bush Fire Advisory Committee 

following their receipt under subclause (1). 
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Division 3 – Bush Fire Advisory Committee 

 

4.8 Functions of Advisory Committee 

 

The Bush Fire Advisory Committee is to have the functions set out in section 67 of the Act 

and is to include such number of nominees of the bush fire brigades as is determined by the 

local government and in accordance with the BFBC. 

 

4.9 Advisory Committee to consider bush fire brigade motions 

 

The Bush Fire Advisory Committee may make recommendations to the local government on 

all motions received by the Bush Fire Advisory Committee from bush fire brigades. 

 

PART 5 – EQUIPMENT OF BUSH FIRE BRIGADES 

 

5.1 Policies and bush fire operating procedures of local government 

 

The local government may make policies and bush fire operating procedures under which it –  

(a) provides funding to bush fire brigades for the purchase of protective clothing, equipment 

and appliances; and  

(b) keeps bush fire brigades informed of opportunities for funding from other bodies. 

 

PART 6 – FUNDING OF BUSH FIRE BRIGADES 

 

6.1 Funding under the Local Government Grant Scheme or equivalent 

 

(a) Requests by the local government for funding under the Local Government Grant Scheme 

or its equivalent shall be in accordance with the Local Government Grant Scheme Manual 

and the BFOP. 

(b) Expenditure of funds under the Local Government Grant Scheme or its equivalent shall 

be managed by the local government in accordance with the Local Government Grant 

Scheme Manual and the BFOP. 

 

6.2 Funding from local government budget 

 

(a) Where an item is not eligible or is not otherwise able to be funded through the Local 

Government Grant Scheme or its equivalent a bush fire brigade may submit a request to 

the local government for funding from the local government budget. 

(b) A request for funding under clause (a) must be received in writing no later than 31 March 

for consideration in the forthcoming local government budget for the following financial 

year 

(c) The local government may approve or refuse an application for funding made under 

clause (a) depending upon the assessment of budget priorities for the year in question. 
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6.3 Management and expenditure of bush fire brigade 

The management and expenditure of bush fire brigade funds shall be in accordance with the 

Rules and the BFOP.  
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Schedule 1 

 

RULES GOVERNING THE OPERATION OF BUSH FIRE BRIGADES 

 

Part 1—Preliminary 

 

1. Interpretation 

 

In these Rules, unless the context otherwise requires— 

 

absolute majority means more than half of the total votes of those eligible to vote 

(including those absent and those present but not voting); 

active member is defined under the requirements of clause 4.12 of the Rules; 

AGM means Annual General Meeting; 

BFAC means the Shire of Plantagenet Bush Fire Advisory Committee; 

brigade means a Volunteer Bush Fire Brigade including any Incident Support Brigade 

currently registered with the local government; 

CBFCO means the Chief Bush Fire Control Officer appointed by the local government 

according to the Act; 

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

rules; 

Executive Committee (if appointed) consists of Office Bearers of the Brigade as provided 

for under clause 6 of the Rules; 

DFES means the Department of Fire and Emergency Services 

financial year means the period commencing on 1 July each year and ending on 30 June 

in the following year; 

fire fighter means a male or female member of a Brigade with the competency and 

currency to carry out operational fire fighting duties and be a minimum of sixteen (16) 

years of age. The member will be entitled to one (1) vote at their Brigade meetings; 

fire season means the period of the Restrictive and Prohibited burning periods or as 

extended or shortened by the CBFCO and endorsed by the local government; 

local laws means the Shire of Plantagenet Bush Fire Brigades Local Law 2019; 

management support means a male or female member of the Incident Support Brigade 

with the competency and currency to carry out operational support duties and be a 

minimum of sixteen (16) years of age; 

non-fire season means the period not already defined as the fire season for that year; 

normal brigade activities as defined in section 35A of the Act; 

office bearers means those appointed in accordance with clause 3 of the Rules; 

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

another member who is absent from the meeting. 
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Part 2—Objectives and Values 

 

1.1 Objectives 

 

The Brigade shall undertake the following objectives— 

 

a) provide timely, efficient and effective emergency services; 

b) minimise the impact of emergencies on the community; 

c) work with the community to increase bush fire awareness and fire prevention; 

d) ensure that active Members’ training requirements are maintained and documented to 

meet DFES standards; 

e) ensure all operational equipment is serviceable and available for emergencies; 

f) provide an environment where every individual is treated with respect, and which is 

free from discrimination or harassment; and 

g) service the needs of the community and work cohesively with other agencies 

 

(1) Members are to adopt the Brigade values at all times when representing the Brigade. 

(2) The Brigade values include— 

(a) Put the community first; 

(b) Act with integrity and honesty; 

(c) Work together as a committed team; 

(d) Strive to keep ourselves and others safe; 

(e) Respect and value the contribution of others; 

(f) Have open and honest two way communication; and 

(g) Continuously develop our skills to improve our service to the community. 

 

Part 3—Duties and Responsibilities of Brigade Office Bearers 

 

3.1 General 

 

(1) The Office Bearers of the brigade should be able to demonstrate current competencies for 

the position of office they are nominated for, or give an undertaking to complete any 

training requirements prior to accepting the nomination or undertaking the duties and 

responsibilities of the said position. 

(2) Nominations are subject to the approval of the CBFCO. Such approval may be 

conditional on the nominee undertaking further training or other necessary arrangements 

to satisfy the competency requirements. 

(3) An Office Bearer is entitled to hold a maximum of one (1) additional administrative 

position within the brigade, however, the Captain cannot also be a Lieutenant and vice 

versa. 

 

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

brigade operations. 

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

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

and its members. 

(3) The position reports to the CBFCO on brigade related matters. 

(4) Duties and responsibilities of the Captain include— 

(a) Demonstrate positive leadership and mentor members; 

(b) If the Captain is the senior officer at an incident- 

i. command, control and confidently manage activities at emergency incidents; 

ii. to ensure incident control systems and management principles are implemented 

and maintained during all emergency incidents if required; 

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

decisions that occur at an incident; 

iv. conduct Brigade briefings and post incident analysis of any incident involving fire 

fighting, incident support or management issues; 

v. to endeavour to ensure members deployed for operational duties have the 

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

to carry out the functions required, in accordance with training recommendations; 

vi. to undertake responsibility for the proper management and maintenance of 

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

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

immediately to the CBFCO 

(5) In the absence of the Captain, the next senior officer of the brigade has authority to 

exercise the powers of the Act delegated to the Captain (Part IV Section 44(1)). 

(6) Qualifications— 

 

Qualifications Experience Competency Required 

Fire fighting and or support experience  Minimum 3 years  Competent 

Induction and Introduction to Fire 

fighting  

 Competent  

Bush Fire fighting Modules   Competent  

Structural Fire fighting theory and/or 

practical  

 Competent  

Sector Commander   Competent  

AIIMS Awareness  Competent 

 

3.3 Fire Control Officer (FCO)  

 

(1) A FCO is a delegated representative of the local government responsible for the 

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

operational duties in relation to both fire defence and fire prevention strategies within the 

local community. 

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

The nomination is considered by BFAC and the CBFCO and if appropriate it is forwarded 

to the local government for its consideration and ratification. 

(4) Duties and responsibilities of the FCO include— 

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

accordance with the Act; 

(b) identify and conduct risk assessments of fire hazards within the local government; 

(c) perform duties prescribed by the Act and authorised by the local government; 

(d) may take overall control of fire suppression activities or operational incidents where 

the local government is the Controlling Agency;  

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

during an incident;  

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

fighting or management issues. 

(5) Qualifications— 

 

Qualifications Experience Competency Required 

Fire fighting and or support experience  Minimum 4 years  Competent 

Induction and Introduction to Fire 

fighting  

 Competent  

Bush Fire fighting Modules   Competent  

Structural Fire fighting  Competent  

Sector Commander   Competent  

AIIMS Awareness  Competent  

Fire Control Officer  Competent  

 

3.4 Lieutenant  

 

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

during brigade activities. The position is required to provide operational support to the 

Captain in managing the brigade. The position reports to the Captain on all matters 

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

(2) The Brigade should appoint a minimum of two (2) Lieutenants. Additional Lieutenants 

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

require the number of Lieutenants for a brigade to be more than four (4), as decided by 

the Committee, a request is to be submitted in writing to the CBFCO for endorsement. 

(3) The brigade must rank all Lieutenants numerically according to seniority including length 

of service and relevant skills. 

(4) Duties and Responsibilities of a Lieutenant include — 

(a) provide support to the Captain and assist with the operational management of the 

brigade; 

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

(Part IV Section 44(1)); 

(c) command and manage members during emergencies and other brigade related 

incidents and activities; 



Draft as at 31 July 2019 

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

incidents if assuming the role of the most Senior Officer; 

(e) in the absence of a more Senior Officer, conduct brigade briefings and post incident 

analysis of any incident involving fire fighting or management issues; 

(f) encourage positive interaction and teamwork between members; 

(g) ensure DFES standing operating procedures are adhered to at brigade activities; 

(h) to endeavour to ensure active members engaged in brigade activities are allocated 

tasks relevant to their competencies;  

(i) work cohesively with the brigade Training Officer to conduct training activities for 

active members; and 

(j)  

(5) Qualifications— 

 

Qualifications Experience Competency Required 

Fire fighting and or support experience  Minimum 3 years  Competent 

Induction and Introduction to Fire 

fighting  

 Competent  

Bush Fire fighting Modules   Competent  

Structural Fire fighting theory and/or 

practical  

 Competent  

Sector Commander   Competent  

 

3.5 President  

 

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

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

brigade. 

(2) The position reports to the Captain on administrative matters pertinent to the brigade. In 

the absence of the President, the Captain or next most Senior Officer may preside over a 

meeting. 

(3) The President shall perform the following functions— 

(a) preside over all brigade meetings; 

(b) ensure meeting procedure and protocol is maintained; 

(c) promote the aims and objectives of the brigade where possible; 

(d) advise the brigade on administrative matters; 

(e) ) report brigade matters to the Captain; 

(f) promote open fair discussion during debate in relation to brigade matters; and 

(g) ensure minutes of meetings are signed and dated by the President. 

(4) Qualifications must include— 

(a) Understanding of meeting procedures; and 

(b) Demonstrated ability to conduct and manage meetings. 

 

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

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

additional position held within the brigade. 

(2) The position reports to the President on administration matters relevant to the brigade. 

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

(3) The Secretary shall perform the following functions— 

(a) Ensure members receive notification of brigade meetings in accordance with Part 5—

Meetings of the brigades; 

(b) Where deemed appropriate, prepare an agenda for brigade meetings and distribute to 

members prior to meetings; 

(c) Ensure minutes of brigade meetings are recorded and where ever possible, distributed 

to all members prior to next meeting; 

(d) Document and record all brigade correspondence; 

(e) Ensure brigade information is disseminated to all listed members; 

(f) Make available circulars and other information to members; and 

(g) Work cohesively with local government management and administration staff on 

matters relevant to brigade administration. 

(4) Qualifications must include— 

(a) Demonstrated ability to take minutes; 

(b) Demonstrated record keeping and filing skills; 

(c) An understanding of meeting procedure; and 

(d) Developing computer skills 

 

3.7 Treasurer  

 

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

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

inclusive to an operational position held within the brigade. The position reports to the 

President on financial matters relevant to the brigade. This position may be held in 

conjunction with the Secretary position. 

(2) The Treasurer shall perform the following functions— 

(a) Manage financial affairs including budgets of the brigade; 

(b) Maintain brigade financial records and provide detailed reports of income and 

expenditure at meetings; and 

(c) Work cohesively with the local government management and administration staff on 

matters pertinent to brigade financial matters, including providing copies of financial 

statements if required. 

(3) Qualifications must include— 

(a) Knowledge and understanding of accounting principles; and 

(b) Developing computer skills 

 

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

brigade training in conjunction with the Local Government Training Coordinator, 

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

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

brigade. 

(2) Duties and Responsibilities of the Brigade Training Officer may include— 

(a) Endeavour to ensure brigade members maintain necessary skill levels equivalent to 

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

DFES; 

(b) Endeavour to ensure regular training sessions are conducted within the brigade to 

maintain currency of qualifications and skills; 

(c) Maintain accurate records of training undertaken by members and ensure that 

qualification and training updates are forwarded to the Local Government Training 

Coordinator as required; 

(d) Provide mentoring for members who express an interest in training to encourage 

future facilitators; and 

(e) Represent the brigade at Plantagenet Fire Services training committee meetings. 

 

3.9 Assistant Training Officer (Optional) 

 

(1) The brigade may nominate an Assistant Training Officer to provide support to the 

substantive position. In the absence of the Brigade Training Officer the Assistant Training 

Officer assumes the responsibilities of that position and shall have a Proxy Vote at the 

training committee meetings. 

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

Brigade Training Officer. 

 

3.10 Brigade Equipment Officer  

 

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

general equipment and stock levels of personal protective equipment. The position is not 

required to perform active operational duties but may be able to demonstrate a degree of 

knowledge of brigade equipment. The position may be inclusive to an operational 

position held within the brigade. 

(2) The equipment officer shall perform the following functions— 

(a) Manage brigade equipment and maintain a register of all assets; 

(b) Coordinate and record maintenance of brigade equipment; 

(c) Report all damage of brigade equipment or property to the Captain immediately; 

(d) Manage brigade requests for replacement items and equipment; and 

(e) Compile documentation of replacement items and submit to the CBFCO. 

 

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

substantive position. In the absence of the Brigade Equipment Officer the Assistant 

Equipment Officer assumes the responsibilities of that position and shall have a Proxy 

Vote at equipment committee meetings. 

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

the Brigade Equipment Officer. 

 

Part 4—Membership 

 

4.1 Types of membership of bush fire brigade 

 

The membership of a bush fire brigade consists of the following— 

(a) fire fighting members; 

(b) auxiliary members; 

(c) cadet members; and 

(d) honorary life members. 

 

4.2 Fire fighting members 

 

(1) Fire fighting members are those persons being at least 16 years of age who undertake all 

normal brigade activities 

(2) Notwithstanding subclause (1), a fire fighting member between the age of 16 and 18 must 

not attend a fire or other emergency incident unless the member has the consent of their 

parent or guardian and is accompanied by an appropriately trained fire fighting member 

over the age of 18. 

 

4.3 Auxiliary members 

 

Auxiliary members are those persons who are willing to supply free vehicular transport for 

fire fighting members or fire fighting equipment, or who are prepared to render other 

assistance required by the bush fire brigade. 

 

4.4 Cadet members 

 

Cadet members are— 

(a) to be aged 11 but not yet 16 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 (c), (d), (e), (f) and (g) of section 35A of the Act 

(e) ineligible to vote at bush fire brigade meetings; and 

(f) not to be assigned ranks under the Department’s rank structure 
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4.5 Honorary life members 

 

(1) The 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. 

(2) No membership fees are to be payable by an honorary life member. 

  

4.6 New Membership Application  

 

(1) A new member is to complete a DFES volunteer nomination form and accept the 

conditions for membership. 

(2) A minimum of two (2) Committee members, including the Captain, should decide 

whether to recommend the application to the CBFCO. 

(3) The CBFCO must endorse the application. 

 

4.7 Dual Membership  

 

(1) A member may be a member of another local government brigade. 

(2) A member may not be a member of another brigade within the local government unless 

they have the written permission of the CBFCO. This permission may be conditional. 

 

4.8 Conditions of Membership  

 

(1) The conditions of membership shall refer to— 

(a) Fire Fighters; 

(b) Management Support; 

(c) Auxiliary Members; and 

(d) Cadets. 

(2) A new member is required to complete the necessary Fire Fighter Training Courses as 

required by the local government prior to commencing active and unsupervised Fire 

Fighter duties. 

(3) Competency in these Training Courses shall be the minimum acceptable standard 

required for a Fire Fighter to perform active and unsupervised fire fighting duties. 

Currently this includes Induction, Introduction to Fire Fighting and Bush Fire Fighting 

training Courses— 

(a) Members must comply with the legislative requirements of the— 

i. Bush Fires Act 1954 (WA); 

ii. FES Act 1998 (WA); and 

iii. Equal Opportunity Act 1984 (WA). 

(b) Members must act within the— 

i. Local guidelines and policies of individual brigade; 

ii. Brigade’s local policies; 

iii. Competency and commitment requirements for an active volunteer Fire 

Fighter or Operation and Management Support roles as required by the 

CBFCO; and 

iv. Westplan Bushfire. 
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(c) Members must maintain currency of the appropriate licences to be able to operate 

brigade vehicles. Any traffic offence that results in a suspension or loss of licence 

must be reported to the CBFCO and the member must comply with the terms of their 

suspension. 

 

4.9 Decision on Application for Membership  

 

(1) At the meeting of the Committee, the brigade Office Bearers may— 

(a) Accept the application; 

(b) Defer the application for further consideration; or 

(c) Refer the application to the CBFCO for consideration. 

(2) The President must contact the applicant in writing within fourteen (14) days of a final 

decision by the brigade or the CBFCO. 

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

in writing addressed to the CBFCO. 

 

4.10 Notification of Membership  

 

No later than 31 May in each year, the bush fire brigade is to report to the Chief Bush Fire 

Control Officer the name, contact details and type of membership of each brigade member 

 

4.11 Induction  

 

All new members shall be—  

(a) introduced to brigade members and shown all brigade facilities during induction; 

(b) instructed about any safety requirements; 

(c) made aware of brigade duties and responsibilities; 

(d) provided with a mentor/s until such time as they are familiar with Normal Brigade 

Activities; and 

(e) made aware of local brigade guidelines and policies if any exist within that brigade 

 

4.12 Membership Requirements (Brigade Commitments) 

 

(1) Members are required to maintain currency in brigade activities and training to be 

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

circumstances. 

(2) Brigade Activities— 

(a) During the Fire Season members are required to attend a minimum of one (1) brigade 

ordinary meeting or other brigade activity or incident. 

(b) During the Non-Fire Season members are required to attend a minimum of one (1) 

brigade ordinary meeting or other brigade activity or incident. 

(3) Brigade Training— 

(a) During the Fire Season members are required to attend and participate at a minimum 

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

minimum of one (1) brigade training activity or incident. 

(4) If extenuating circumstances apply that a member is unable to meet brigade 

commitments, it shall be the responsibility of the member to notify the Committee, in 

writing to advise of the circumstance, and the Committee will acknowledge in writing any 

special considerations to the member. 

(5) The Training Officer should endeavour to make alternative arrangements for the member 

to meet the requirements wherever possible. 

 

4.13 Failure to Comply with Commitments  

 

(1) Should an active member of a brigade fail to comply with clause 4.12 of the Rules, 

correspondence will be forwarded to the member requesting contact be made with the 

brigade to indicate the intentions of the member’s status. 

(2) The Brigade Member may— 

(a) respond to the correspondence providing a reasonable explanation and request for 

alternative arrangements to be made for training or meeting obligations; 

(b) request in writing for Leave of Absence from brigade commitments due to personal 

circumstances; or 

(c) terminate their membership. 

(3) If a member fails to respond to the correspondence within fourteen (14) days a subsequent 

letter will be forwarded from the Committee putting the member on final notice. Should a 

member fail to acknowledge the final notice within fourteen (14) days, the membership 

shall be terminated, to take effect from the date of the final notice. 

 

4.14 Change of Members Details  

 

The local government and DFES are to be notified of any change of personal details of a 

member. The brigade will complete a DFES volunteer application form and forward it to the 

CBFCO within fourteen (14) days of the change. 

 

4.15 Leave of Absence  

 

(1) A member may at any time request a Leave of Absence from all brigade commitments for 

a period not to exceed twelve (12) consecutive months. 

(2) The application should be made in writing and addressed to the Captain. 

(3) On completion of the Leave of Absence period the member must complete a Membership 

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

Captain and CBFCO. 

(4) On completion of the Leave of Absence period the member must undertake any refresher 

training required before resuming active fire fighting duties. If the request for Leave of 

Absence is for a medical condition the member must provide confirmation of fitness to 

the satisfaction of the CBFCO to be able to resume active duties. 
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4.16 Grievance Process/Disciplinary Action  

 

(1) The brigade is committed to providing an environment in which all persons can expect to 

be treated equally and with respect. 

(2) All members are to have an understanding of the Shire of Plantagenet Policy and 

Procedures Grievance Staff and Volunteers and any other brigade policies as applicable. 

These hard copy documents are to be made available at each fire station or can be 

obtained from the local government. 

(3) A grievance is any serious allegation, dispute or claim, arising during any training or 

activity involving the brigade, in relation to an act committed by a member. Examples 

that may be considered a grievance include acts that— 

(a) constitute a breach of the Rules; 

(b) bring the brigade and or the Plantagenet Fire Service into disrepute; 

(c) contravene any reasonable direction given by the Captain or the delegated authority; 

(d) disregard brigade regulations and policies or procedures; 

(e) jeopardise the safety of the member or others; and/or 

(f) result in the member being convicted of, an offence for which an offender may be 

imprisoned. 

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

CBFCO if necessary) in accordance with the Grievance Process. 

(5) During the investigation it may be determined that the member should be suspended from 

all or part of brigade activities, subject to the CBFCO’s approval. If a member is to be 

suspended during the investigation the CBFCO should notify the member in writing of 

the terms of the suspension, including the reason for the suspension and the time period. 

The time period for suspension during an investigation, should not exceed three (3) 

consecutive months. 

When an investigation is complete a report will be provided by the investigating officer to 

the CBFCO outlining the process of the investigation, the conclusions drawn and any 

recommended action. 

(6) Disciplinary action in relation to the member may include— 

(a) suspension of membership; 

(b) termination of membership; or 

(c) any other reasonable disciplinary action as determined by the Committee in 

consultation with the CBFCO. 

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

that they are suspended, including the suspension period and reason for suspension. 

Suspension may be from complete or specific brigade duties and activities. 

(8) The period of disciplinary suspension shall be determined by the CBFCO in consultation 

with the President. 

(9) On completion of the suspension period the member may be required to undertake 

refresher training before resuming active fire fighting duties which will be supervised and 

or acknowledged by the Captain. 

(10) If a membership is to be terminated, the President with the approval of the CBFCO 

will notify the member in writing, and provide a reason for termination. 
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(11) Where a membership is terminated, all property owned by the local government 

should be returned to the local government within fourteen (14) days of giving notice. 

Failure to meet these conditions may require the local government to seek reimbursement 

of costs against the member. 

 

4.17 Termination by the Member  

 

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

providing written notification to the Committee. 

(2) Where a member resigns, all property owned by the local government should be returned 

to the local government within fourteen (14) days of giving notice. Failure to meet these 

conditions may require the local government to seek reimbursement of costs against the 

member. 

 

4.18 Rights of a Volunteer Member  

 

(1) A member shall not be suspended or dismissed from any brigade duty without an 

opportunity to defend the allegation. 

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

been unfairly dealt with by the Committee. 

(3) The CBFCO shall consider the objection and deal with it in consultation with the 

Committee. This may include either— 

(a) dismissing the objection; 

(b) variation to the decision; or 

(c) revoking the original decision; and 

i. imposing an independent decision; or 

ii. referring the matter back to the Committee to reconsider the decision. 

 

Part 5—Meetings of the Brigade  

 

5.1 Ordinary meetings  

 

(1) The brigade may at any time call an Ordinary Meeting of its members. 

(2) The brigade shall hold a minimum of one (1) Ordinary Meeting between 1 July and 30 

June each year or as they deem necessary. 
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5.2 Annual General Meeting  

 

(1) The brigade shall hold an AGM in the month of May each calendar year. 

(2) A report may be presented to the membership by each Committee Member. 

(3) At this meeting all Committee and Brigade Officer positions will be declared vacant. 

(4) All equipment and documentation relevant to each position is to be made available for 

auditing at the AGM. 

(5) The CBFCO or proxy will act as returning officer during the election of the new 

Committee and brigade officer positions. 

(6) The incoming Committee will assume the positions at the close of the AGM. 

(7) Any outgoing Committee Member is to conduct a handover to the new incumbent. 

(8) All minutes of the AGM including financial statements are to be lodged with the CBFCO 

for submission to the local government within a period no later than twenty-one (21) days 

of the AGM. 

 

5.3 Special Meeting  

 

(1) The President may at any time convene a special meeting of the brigade. 

(2) The Secretary of the brigade must convene a special meeting when a written request is 

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

the brigade. 

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

minutes of the meeting. 

 

5.4 Notice of a Meeting  

 

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

eligible to vote at least seventy two (72) hours before the commencement of the meeting. 

(2) Notice of the AGM of the brigade must be given to all members of the brigade eligible to 

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

meeting. 

(3) Notice of any Ordinary Meeting of the brigade must be given to all members of the 

brigade eligible to vote, as well as the CBFCO, at least seven (7) days before the 

commencement of the meeting. 

(4) Notice of a special meeting or AGM— 

(a) must be given by the Secretary; 

(b) be given by written notice to each member— 

i. Personally, by post or electronic email; or 

ii. By a notice published in a newspaper circulating in the area of the brigade; 

(c) must set out the date, time, and venue of the meeting; 

(d) must be signed by the Secretary or, in the case of a special meeting, by the person 

convening the meeting; and 

(e) must set out an agenda for the meeting. 
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5.5 Quorum  

 

A quorum for all brigade meetings—  

(a) shall consist of not less than six (6) Active Members who are eligible to vote or thirty 

(30) percent of Active members whichever is least. This shall include a minimum of 

two (2) Committee members. 

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

members is present. 

(c) A member is not deemed to be active and cannot be considered as a quorum number, 

unless special considerations due to extenuating circumstances as mentioned under 

clause 4.13 of the Rules or Leave of Absence have been granted. 

 

5.6 Voting  

 

(1) Each Active Member shall be entitled to one (1) vote. 

(2) In the event of an equality of votes, the President may exercise the deciding vote. 

(3) Votes may be counted by either— 

(a) formal secret ballot; or 

(b) informal show of hands. 

(4) A member is not deemed to be active and is unable to cast a vote at any meeting of the 

brigade, unless all requirements in regards to brigade training and activities as set out 

under clause 4.12 of the Rules have been satisfied. 

(5) Each Auxiliary Member shall be entitled to one (1) vote at all brigade meetings. 

 

5.7 Procedure at Meetings  

 

Meeting procedures and protocols are to be in accordance with the brigade’s meeting 

procedures and protocol guidelines 

 

Part 6—Committee  

 

6.1 Meetings  

 

(1) Each brigade shall have a Committee. The Committee shall convene a meeting of all 

members each calendar month or as required. 

(2) Any functions of the brigade may be delegated to the Committee provided that a motion 

approving of the delegation has been carried at either an Ordinary Meeting or AGM. 

(3) The Committee shall consist of the following Office Bearers— 

(a) President 

(b) Secretary 

(c) Treasurer 

(d) Captain 

(e) Additional members at the decision of the Committee. 
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(4) Committee will be responsible for the management and administration of the brigade. The 

brigade officers are responsible for all operational requirements of the brigade. 

(5) A motion carried by the vote of a majority of those present at a Committee meeting shall 

be accepted as the decision of the Committee. 

(6) Each registered Committee Member present at a meeting of the Committee shall be 

entitled to one (1) vote. In the event of an equality of votes the President will be entitled 

to a second or casting vote. 

(7) The Secretary must keep accurate minutes of the meeting. 

(8) Minutes of these meetings shall be made available to members of the brigade. 

(9) All elected positions are for a term of twelve (12) consecutive months. 

 

Part 7—Brigade Elections  

 

7.1 Nomination of Candidates for Brigade Elections  

 

(1) Any person accepting a nomination for a Committee position must be competent and 

qualified to perform the duties and responsibilities of that position. 

(2) The Secretary shall advise the President of the brigade at the general meeting prior to the 

AGM that nominations are required to be presented at the AGM. 

(3) A person can only be nominated by an Active Member. 

(4) A nomination must be endorsed by a second Active Member filling out a Nomination 

Form in the form of Schedule 2. 

(5) Each member is only entitled to nominate one (1) person per position. 

(6) A nomination may be made— 

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

(b) verbally at a general meeting prior to the AGM. 

(7) Nominees must sign or indicate acceptance of nomination. 

(8) Nominees for operational Brigade Officer positions must meet the minimum requirements 

for training as set out under clause 3 of the Rules. 

(9) Nominees for Brigade Officer positions must accept all requirements imposed by the 

brigade or legislation. 

(10) The Committee will assist and mentor new Brigade Officers in their new roles. 

(11) The CBFCO or a proxy may act in the position as returning officer during the election 

of office bearers at the AGM if requested by the brigade. 

 

7.2 Conduct of Elections  

 

(1) Positions should be determined by vote in the ascending order of preference— 

 

Order Officer Term 

1 President  1 year 

2 Secretary  1 year 

3 Treasurer  1 year 

4 Brigade Captain  1 year 
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5 Lieutenants  1 year 

6 Training Officer  1 year 

7 Equipment Officer  1 year 

8 FCO Nominations Only  2 year 

9 Other  1 year 

 

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

the CBFCO prior to the appointment of the position. All positions are to be elected in 

accordance with clause 7.1 of the Rules. 

(3) The BFAC will consider all nominations for the position of the Fire Control Officers 

based on the delegates nominated by the brigades and refer those nominations to the local 

government for approval. 

 

7.3 Absentee Votes  

 

The sealed envelope containing the absentee vote must be received prior to the tally of votes 

for the nominated position. The name of the person casting the absentee vote and the 

signature of the person must be contained within the sealed envelope. 

 

7.4 Supplementary Elections  

 

Where a supplementary election must be held due to a vacancy in a position as a result of an 

early resignation or other reason, the Committee, by majority vote, will appoint a temporary 

office to agreeable consenting Active Member for the remaining term of the vacant position. 

 

Part 8—General Accounting Matters  

 

8.1 Accounts at Financial Institutions  

 

(1) The brigade must disclose where brigade account(s) are to be held for the ensuing 

Financial Year at each AGM and record this information within the minutes of the AGM. 

(2) The brigade must have three (3) Committee Members to act as signatories for the brigade 

accounts each Financial Year. 

(3) A minimum of two (2) signatures is required on any brigade account cheque or bank 

transaction form. 

(4) All brigade purchases are to be approved by the Committee. 

(5) All accounts raised, works undertaken or goods to be purchased by the brigade must be 

authorised in advance by the President or, if the President is not available, then the next 

senior committee person. 

(6) All accounts raised, works undertaken or goods to be purchased need to be ratified by the 

brigade at the next Ordinary Meeting. 

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

operation of the brigade and its members. 
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(8) All cheques issued must be accompanied by the appropriate documentation (invoice or 

monthly account). 

(9) All money received by the brigade or by a member on behalf of the brigade must be 

recorded in the brigade financial records. 

 

8.2 Financial Reports  

 

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

previous 12-month period or since the last AGM. 

(2) The financial report must include— 

(a) a Statement of Receipts and Payments; 

(b) a Bank Reconciliation Statement; 

(c) notes detailing any outstanding receipts or payments; and 

(d) a Balance Sheet and Inventory of Assets held by the brigade. 

(3) The brigade, in conjunction with the local government will appoint an auditor not being a 

brigade member for the ensuing financial year. 

(4) If an auditor resigns during the financial year, the brigade in conjunction with the local 

government must appoint a replacement at its next Ordinary Meeting. 

(5) The Treasurer must present the auditor’s report to the AGM 

(6) The audited report will be forwarded to the CBFCO for the information of the local 

government. 
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Schedule 2 

 

NOMINATION FORM 
(Clause 7.1(4) of Schedule 1) 

 

 

Shire of Plantagenet ....................................................................................... Volunteer Bush Fire Brigade  

(Name of Brigade)  

I……………………………………….……………………………………………………as an active 

member of ………………………………………Volunteer Bush Fire Brigade hereby nominate for the 

position of— 

 

Captain  Lieutenant  

Fire Control Officer  President  

Secretary   Treasurer   

Training Officer   Equipment/Comms Officer   

First Aid Officer   Station/Callout Attendant   

(If nominating for more than one position, separate forms are required)  

 

I ........................................................................................................................... .... as an active member of 

…………………………………….............. Volunteer Bush Fire Brigade hereby endorse the above nomination.  

Full name of Nominee: ....................................................................................................... .......................... .  

Address: ...................................................................................................................................................... ...  

Contact Details—  

Home: …………………………………………..  

Mobile: …………………………………………..  

E-mail: …………………………………………..  

DFES Identification Number: ………………….  

I certify that I have read and understand the duties and responsibilities for the position I have been nominated as 

specified under the Volunteer Bush Fire Brigade Rules and that I have currency in all the competencies 

required. I understand that if I do not have currency in all the competencies required I can still be nominated 

subject to the approval of the CBFCO. Such approval may be conditional on further training or other 

arrangements as deemed necessary.  

…………………………….…………………… …………………..…………  

Signature Date  

Received by Secretary/Returning Officer—  

…………………………….…………………… …………………..…………  

Signature      Date  

 

Received by Secretary/Returning Officer—  

…………………………….…………………… …………………..…………  

Signature      Date  
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Dated ………… of ………….. 2019 

 

The Common Seal of the Shire of Plantagenet was affixed on by authority of a resolution of 

the Council in the presence of- 

 

 

 

 

Chris Pavlovich 

Shire President 

 

 

 

 

 

Rob Stewart 

Chief Executive Officer 
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