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1 Introduction to the Brigade Management Handbook 
 

General 
The Brigade Constitution 2016 (Constitution) refers to the Handbook to assist members in 

understanding and using the Constitution and to develop brigade rules and standing orders.  
 
The Brigade Management Handbook (Handbook) has a number of functions. 

 
First, the Brigade Constitution 2016 (Constitution) refers to the Handbook to provide additional detail 
in relation to certain issues in order to avoid making the Constitution overly complex. 
 
Second it assists members in understanding and implementing the provisions of the Constitution.  
 
Third, it provides advice and practical guidance to brigade officers in the management and 
administration of the brigade.  
 
The Handbook is issued pursuant to Service Standard 2.1.2 Brigade Constitution, Standard Operating 
Procedure (SOP) 2.1.2-2 Brigade Management Handbook (Handbook).   
 

 
The district manager will provide advice and assistance on any matter in this Handbook in the first 
instance. 
 

 
Members are encouraged to provide feedback and suggestions as to how the Handbook might be 
improved or material added to make it easier to manage and operate brigades. See Service Standard 
2.1.2 Brigade Constitution SOP 2.1.2-2. 
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1.1 How to use the handbook 
 
Symbols have been used to highlight important information.  
 

 

Action   

This is something you must do in the development of your brigade’s Constitution and 
includes the steps you must take. 

 

 

Caution 

This indicates that caution is needed when dealing with an issue and describes the risk. 

 

 

Brigade Rule  

This indicates that the brigade should consider whether it wants to develop a brigade rule. 
Brigade rules are not mandatory and a brigade can function without them. Brigade rules 
must be made in accordance with clause 12 of the Constitution. Note that brigade rules are 
subordinate to the Constitution and cannot be used to amend or alter its intent. 

 

 

Brigade Standing Order 

This indicates that the brigade should consider whether it wants to develop a brigade 
standing order. Brigade standing orders are not mandatory and a brigade can function 
without them.  

Brigade standing orders must be made in accordance with clause 13 of the Constitution.  

Brigade standing orders are subordinate to the Constitution and brigade rules and cannot 
be used to amend the Constitution or the brigade rules nor alter their meaning or intent.  

 

 

Safeguard  

This identifies a safeguard provision. Safeguard provisions serve a number of functions. 
Some allow the district manager to act if the brigade fails to take a step required by the 
Constitution in order to ensure that the brigade can continue to operate safely and 
effectively.  Others ensure that all members are treated fairly and that their rights as 
members of the RFS are protected. 
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1.2 Definitions 
 
The following words and expressions have the meanings set out below: 

 Act: Rural Fires Act 1997 (the Act); 

 annual general meeting: the annual general meeting of the Brigade held in accordance 

with clause 6.1;   

 appropriate disciplinary authority: the appropriate disciplinary authority defined by 

clause 3 of the Rural Fires Regulation 2013; 

 bank: any Authorised Deposit-taking Institution authorised under the Banking Act 1959 

(Cth); 

 brigade account: any account operated or maintained in the name of, or on behalf of, the 

Brigade; 

 Brigade Management Handbook: the Brigade Management Handbook referred to in 

Service Standard 2.1.2 Brigade Constitution; 

 brigade register: the register of members of the brigade kept in accordance with 

section 20(1) of the Rural Fires Act 1997; 

 brigade rule: a brigade rule made in accordance with clause 12; 

 brigade standing order: an order relating to the day to day management and operation of a 
Brigade. 

 captain: the member elected captain in accordance with clause 7.1.13; 

 Constitution: the constitution prescribed in Service Standard 2.1.2 Brigade Constitution;  

 deductible gift recipient: a fund, authority or institution to which gifts are income tax 

deductible under applicable Commonwealth income tax law, including Division 30 of the 
Income Tax Assessment Act 1997; 

 deputy captain(s): the person or persons elected deputy captain in accordance with clause 
7.1.13. 

 district manager: the manager of the rural fire district, zone or team in which the Brigade is 

located; 

 general meeting: a meeting of the brigade held in accordance with the clause 6.2 of this 

Constitution; 

 Gift: anything or monies voluntarily given to a brigade without compensation; 

 member: a member of the brigade; 

 MyRFS: the volunteer extranet; 

 RFS: the NSW Rural Fire Service; 

 president: the member elected as president in accordance with clause 7.1.20; 

 Public Fund: a fund established and maintained pursuant to clause 10; 

 Regulations: the Regulations made under the Act; 

 secretary: the member elected as secretary in accordance with clause 7.1.20; 

 Service Standards: the Service Standards issued by the Commissioner pursuant to 

section 13 of the Act; 
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 treasurer: the member elected as treasurer in accordance with clause 7.1.20. 

 
 
 
 

2 The Brigade Constitution (2016)  
 

2.1 What is a constitution and why does the brigade need one? 
A constitution describes what an organisation is, what it can do and the rules that govern the way it 
operates.  
 
It is sometimes described as a contract or agreement between the members of the organisation and 
sets out the basis upon which they will work together to achieve a common goal. 
 
The Brigade Constitution describes the rights and obligations of a rural fire brigade’s members. It 
describes who can be a member of the brigade and how members must behave. It includes rules for 
electing its leaders and mechanisms for ensuring those leaders manage the brigade in accordance with 
the wishes of the members. It also provides a framework for resolving differences between members in 
relation to what the brigade should do and how it should achieve its aims.   
 
The Constitution has been developed to ensure that brigades operate in a manner that is consistent 
with the Rural Fires Act 1997 (the Act), Rural Fires Regulation 2013 (the Regulation), and the Service 
Standards. The Constitution also ensures compliance with other NSW and Federal law, for example in 
relation to the way tax deductible donations must be handled.  
 
This Constitution, and the mechanism by which its implemented, ensures that all brigades will have a 
constitution and that it will always be up to date and complete. At the same time, brigades can make 
brigade rules and brigade standing orders to ensure that their local requirements, customs, traditions 
and the way in which they want to operate are taken into account.  
 
This ensures certainty and protects the rights of members. It also ensures that decisions are made fairly 
and that all members, both staff and volunteer, clearly understand how the brigade must operate.  
 

 

Caution 

The brigade cannot change or amend the Constitution, other than by making brigade rules 
where it is permitted by the Constitution. This is to ensure that brigades do not inadvertantly, 
in good faith, lessen the legal protections contained within a constitution.  

 

2.2 Who is responsible for RFS Brigade Constitutions? 
 
The Constitution of a rural fire brigade must comply with the Regulation made under the Act.  
 
Clause 4 of the Regulation requires the constitution for a brigade to be in a form approved by the 
responsible authority – that is, the council for the local government area in which the brigade is located.  
 
All responsible authorities have entered into what is known as a rural fire district service agreement with 
the Commissioner. Among other things, those agreements transfer responsibility for managing 
brigades, including approving the form of their constitution, to the Commissioner. 
 
The Constitution was developed following extensive consultation with volunteer members and has been 
approved by the Commissioner as the constitution to be used by all brigades within the RFS.  
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References 

› Clause 4 Rural Fires Regulation 2013  

› Section 12A Rural Fires Act 1997   
Service Standard 2.1.2 Brigade Constitution  
 
This part of the Handbook looks at some important clauses in the Constitution. It discuses some issues 
that brigade members should consider in order to ensure that the Constitution meets their needs and 
reflects the way in which they wish to manage their brigade.  
 
The relevant clause of the Constitution is shown in brackets following the title of the clause.  
 
For example: Membership (Constitution clause 5.) 
 

2.3 Name (Constitution clause 1)  
 
This clause specifies the name of the brigade.  
 

 

Action   

The brigade must insert the name of the brigade e.g. Kickatinalong Rural Fire Brigade.  

Where a brigade wishes to use the word Volunteer in its name this must be inserted prior to 
the words Rural Fire Brigade, as brigades are described as rural fire brigades within 
Division 3 of the Act e.g. Kickatinalong Volunteer Rural Fire Brigade. 

The brigade cannot use the word ‘Bush’ instead of ‘Rural’ in the name of the brigade.   

 

 

Caution 

The name of the brigade on any bank or other financial institution account must be the 
same as the name in the Constitution as the financial institution or bank's records must 
reflect the proper name of the brigade. 

 

2.4 Commencement (Constitution clause 3) 
This clause states when the Constitution comes into effect, automatically replacing all previous versions 
of the brigade’s constitution and rules. The commencement date has been set in Service Standard 
2.1.2 Brigade Constitution. 
  
The brigade does not have to vote for, nor adopt the Constitution. It will commence automatically in 
accordance with the provisions of the Service Standard. 
 
Reference 

› Service Standard 2.1.2 Brigade Constitution 
 

 

Caution 

A brigade cannot change the commencement date. 

 
Rules can be reviewed at any time in accordance with the Constitution and Handbook.  

  

http://www.legislation.nsw.gov.au/#/view/regulation/2013/488/part2/sec4
http://www.legislation.nsw.gov.au/#/view/act/1997/65/part2/div2/sec12a
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15498&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15498&PortalId=0&DownloadMethod=attachment
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2.5 Aims (Constitution clause 4) 
 
Brigades are an essential part of the RFS established under section 15 of the Act. They do not have a 
separate legal existence or status and are thus a part of the NSW Government.  
 
The aims of the brigade are to: 

› exercise the functions conferred on the RFS by section 9(1)(a) and 9(1)(b) of the Act in accordance 
with any directions of the Commissioner and the Service Standards; 

› exercise any other functions conferred on it by the Commissioner or the Service Standards; and 

› do anything necessary for, or incidental to, the exercise of those functions. 
 
This allows the brigade to carry out its functions as a rural fire brigade and do other things in support of 
those functions. For example, raise money to support its operations or allow members to organise 
social functions to support brigade morale. 
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3 Membership (Constitution clause 5) 
 
This clause describes how a person joins a brigade and the different classifications of membership. 
 
Membership classification is an important consideration in the membership management process as it 
affects a number of things, for example, a member's voting rights and the calculation of quorum for 
meetings.  
 

 

Caution 

The brigade register is maintained by the RFS. An E-portal (currently MyRFS) is provided to 
brigades and members to manage their membership details such as address, contact 
details and training. Where access to MyRFS is not possible, the district office is 
responsible for making changes following advice from the brigade. It is essential that 
brigades and their members ensure that the information in the brigade register is up to date 
and accurate. 

 

 

Caution  

All volunteers must complete the membership process to ensure that they are recognised 
as members of the brigade and entitled to participate in its management.  

 
References 

› Service Standard 2.1.6 Joining the RFS as a Volunteer Member  

› Section 20 Rural Fires Act 1997  

› Service Standard 2.1.3 Brigade Registers 
   

3.1 Member Classification (Constitution clause 5.3) 
Members are classified as: 

› probationary; 

› ordinary; 

› associate; or 

› junior. 
 
Members who transfer from one brigade to another must follow the process set out in Service Standard 
2.1.6 Joining the RFS as a Volunteer Member and its related SOPs. 
 

 

Caution  

Membership classification only has four categories - probationary, ordinary, associate and 
junior. The old ‘active and non active’ membership status is no longer relevant. 

 

 

Action   

A member's change from one membership classification, probationary, ordinary or 
associate, to another requires the agreement of the members at a meeting along with any 
other requirements of the membership Service Standard and the constitution.  
A change in membership classification must be advised to the district office as soon as 
possible to ensure the brigade register is updated. 

 
 

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15503&PortalId=0&DownloadMethod=attachment
http://www.legislation.nsw.gov.au/#/view/act/1997/65/part2/div3/sec20
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15499&PortalId=0&DownloadMethod=attachment
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3.2 Probationary Members (Constitution clauses 5.3.2 – 5.3.5) 
A probationary member is a person: 

› whose application for membership has been submitted and accepted by the district manager for 
processing; and 

› who has not yet been accepted by the brigade as an ordinary or associate member.  
 
The RFS is welcoming and open to new members. All new members must be offered the necessary 
induction, training and support to assist them to become a permanent member of the brigade.  
 
A probationary member may: 

› attend and speak at brigade meetings; 

› attend incidents, provided that they have achieved the minimum level of competency set by the 
Service Standards 6.1.2 Qualifications for RFS members or the district manager; 

› be elected as an administrative officer, for example as secretary; and 

› be appointed as a field officer, provided that they have achieved the minimum level of competency 
set by the Service Standard 6.1.2 Qualifications for RFS Members or the district manager.   
 

A typical probationary member is someone new to the brigade and the RFS. A probationary member 
would not be appointed as a field officer without some previous skills, knowledge and experience, 
perhaps acquired in another fire service. However, this provision allows a member transferring from 
another brigade, who has the necessary skills, experience and competencies to be elected as an officer 
whilst still on probation. 
 
A probationary member cannot vote at any meeting or in any election unless they have been elected as 
an administrative officer or appointed as a field officer. 
 
A probationary member can only participate in brigade activities if they have the competency to 
undertake that activity, as defined in the Service Standard 6.1.2 Qualifications for RFS Members, or by 
the district manager. The safety and wellbeing of probationary members must be the primary 
consideration in determining what activities are appropriate.   
 
Probationary membership begins on the date that the district manager or their delegate signs the 
membership form. This will be taken to mean ‘acceptance by the RFS for processing as a volunteer 
member under clause 5.3.2 (a) of the Constitution. 
 
The period of probationary membership, if successfully converted to either associate or ordinary 
membership, is included as time served in relation to the Long Service Award. 
 
The probationary member and the secretary are responsible for ensuring that, after the expiration of the 
six month probationary period, a motion for acceptance is put to the brigade at a general meeting.  
 

 

Caution  

If at the expiration of six months from the date upon which the probationary member’s 
application was accepted by the district manager, the applicant has not received clearance 
from the Membership Coordination Unit, the district office will remove his or her name from 
the brigade register. 

The district manager or their delegate must make the necessary enquiries relating to the 
reasons for not granting clearance and must provide the member with those reasons. 
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Caution 

The probationary period cannot be waived or shortened to less than six months. 

 

 

Caution 

In determining the period of probation to be served by a probationary member, any time 
served as a junior member must be counted as part of the probationary period provided that 
it was within the same brigade in a period of consecutive service. 

 

 

Safeguard  

If at the end of a period of 12 months from the date in which a person has successfully 
completed his or her probationary period of six months and the brigade has not held an 
annual general meeting or general meeting, the brigade captain and district manager may 
agree to accept the person as an ordinary or associate member of the brigade.  

 
References 

› Service Standard 2.1.6 Joining the RFS as a Volunteer Member  

› Clause 6 Rural Fires Regulation 2013 
 

3.3 Ordinary Members (Constitution clauses 5.3.6 – 5.3.7) 
An ordinary member is a person who: 

› has successfully completed a probationary period of at least six months;  

› achieved the minimum level of competency set by the Service Standard 6.1.2 Qualifications for RFS 
Members or District Manager; and 

› has been accepted as an ordinary member at an annual or general meeting of the brigade.  
 
All ordinary members must have the qualifications outlined in Service Standard 6.1.2. The basic 
qualification required depends on the role the member wishes to undertake in the brigade. See Service 
Standard 6.1.2 Qualifications for RFS Members. 
 
The members of the brigade ultimately determine who will become a member of the brigade, provided 
the correct process is followed. This is a fundamental and important decision for the brigade and one 
not to be taken lightly nor delegated to the executive committee. Further information on the 
management of brigade membership can be found in appendix A.  
 
The RFS has established membership sub-types to further assist in the management of brigade 
membership. These sub-types do not form part of the Constitution but may be referenced in applicable 
brigade rules and standing orders. 
 
References 

› Service Standard 2.1.6 Joining the RFS as a Volunteer Member 

› Service Standard 6.1.2 Qualifications for RFS Members 

› Clause 5 Rural Fires Regulation 2013 

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15503&PortalId=0&DownloadMethod=attachment
http://www.legislation.nsw.gov.au/#/view/regulation/2013/488/part2/sec6
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15503&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15554&PortalId=0&DownloadMethod=attachment
http://www.legislation.nsw.gov.au/#/view/regulation/2013/488/part2/sec5
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Action   

Once the brigade has voted to accept a member to ordinary membership the district office 
must be advised as soon as possible to ensure the brigade register is updated.  

Any delay in notification may cause the member to remain on the register as a probationary 
member for longer than necessary. This can impact their entitlement to receive a National 
Parks and Wildlife Parks Pass and other matters requiring full membership.  

Contact the district office for advice on the local method of notification.  

 

3.4 Associate Members (Constitution clauses 5.3.8 – 5.3.14) 
An associate member is a person who: 

› has successfully completed a probationary period of at least six months;  

› achieved the minimum level of competency set by the Service Standard, or by the district manager; 
and 

› been accepted as an associate member at an annual or general meeting of the brigade.  
 
An associate member may: 

› attend and speak at any brigade meeting; and  

› be appointed as a member of the management committee of any public fund maintained by the 
brigade. 

 
An associate member may not: 

› be elected as an administrative officer; 

› be elected as a field officer;  

› vote at any brigade meeting or in any election; or 

› be counted for the purpose of any quorum. 
 
An associate member is eligible for consideration for a Long Service Award. 
 

The Constitution allows for a brigade rule to determine different categories of associate. See Appendix 
A for the additional information on membership sub types. 
 

 

Action   

Once the brigade has voted to accept a member to associate membership the district office 
must be advised as soon as possible to ensure the brigade register is updated. Any delay in 
notification may cause the member to be listed on the register as a probationary member for 
longer than necessary.  

Contact your district office for advice on the local method of notification. 

 

 

Brigade Rule  

The brigade may make a brigade rule establishing categories of associate membership.   

 

 

Caution 

In determining the period of probation to be served by a probationary member, any time 
served as a junior member must be counted as part of the probationary period provided that 
it was within the same brigade in a period of consecutive service. 
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3.5 Junior Members (Constitution clauses 5.3.15 – 5.3.18) 
 
The RFS is often bound by the definitions found in other legislation.   
 
An important example is found in the Child Protection (Working with Children) Act 2012, where the term 
“children” is defined in the following terms: 
 
“children means persons under the age of 18 years.” 
 
Similarly, in the Commission for Children and Young People Act 1998, where the definition is in the 
following terms: 
 
“children means persons under the age of 18 years.” 
 
Therefore any member who is under the age of 18 is considered a child. The RFS must comply with the 
relevant legislation as well as Service Standard 2.1.5 Child and Youth Participation in RFS Activities. 
 
Brigades should consider the requirements of Service Standard 2.1.5 Child and Youth Participation in 
RFS Activities. In particular the requirements to complete Working with Children Checks and the need 
establish an administrative position of junior co-ordinator. See Service Standard 2.1.5 for more details. 
 
A junior member is a person: 

› who is aged between 12 and 18; 

› whose application for junior membership has been accepted in accordance with Service Standard 
2.1.6; and 

› who is not a probationary, ordinary or associate member of a brigade. 
 

 

Caution 

A junior member is someone between the age of 12-18 years. 

A person who is between the age of 16-18 years can be an ordinary or associate member, 
subject to complying with the provisions in the Constitution and would not in those 
circumstances be a junior member.   

 
A junior member may attend and speak at any brigade meeting.  
 
A junior member may not: 

› be elected as an administrative officer (other than as a junior officer in a cadet brigade);  

› be elected as a field officer;  

› vote at any brigade meeting or in any election; or  

› be counted for the purpose of any quorum. 
 
A junior member who has achieved the minimum level of competency set out in the Service Standard 
6.1.2 or by the district manager, may take part in brigade activities in accordance with Service Standard 
2.1.5 Child and Youth Participation in RFS Activities.  
 
A person can only be a junior member between the ages of 12 - 18 years, unless they are also a cadet 
in a schools based program. Junior members can be accepted as an ordinary or associate member 
between 16-18 years of age, subject to the provisions of Service Standard 2.1.6.   
 
Junior members must transfer membership and /or cease to be a junior member when they turn 
18 years of age. The junior member and the brigade secretary should ensure that this is monitored and 
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actioned. The NSW RFS will provide the district manager with a report about upcoming members 
turning 18 as a reminder to ensure continued membership. 
 
If the junior member does not transfer to another membership classification (ordinary or associate) they 
will be removed from the brigade register and cease to be a member of the RFS. A six month period of 
grace is allowed to make the transfer. 
 
Junior members aged between 12-18 years may be accepted into the brigade by the completion of the 
membership form and are deemed as commencing when the district manager, or their delegate, signs 
the form. The form must still be sent to the Membership Coordination Unit. No police criminal record 
check is required for juniors under the age of 16 years.  
 
Junior members aged 16 - 18 years may apply for ordinary membership in accordance with Service 
Standard 2.1.6 Joining the RFS as a Volunteer Member. 
 
Junior members may participate in operational activities once they have completed the minimum 
qualification required by Service Standard 6.1.2 Qualifications for RFS Members, or by the district 
manager and have provided parental consent. See Service Standard 2.1.5 Child and Youth 
Participation in the RFS for more information.  
 
Junior members must comply with Service Standards 2.1.5 Child and Youth Participation in RFS 
Activities and 6.1.5 Live Fire Training.  
 
References 

› Service Standard 2.1.6 Joining the RFS as a Volunteer Member 

› Service Standard 6.1.2 Qualifications for RFS Members   

› Service Standard 2.1.5 Child and Youth Participation in RFS Activities 

› Service Standard 6.1.5 Live Fire Training  

› Service Standard 9.1.1 Nomination process for Internal Awards  
 

 

Safeguard  
Brigades do not have to accept junior members, particularly if they feel the requirements 
described in the Service Standard 2.1.5 Child and Youth Participation in RFS Activities 
cannot be satisfied.   
However, it is incumbent upon the RFS to encourage and facilitate junior membership. 
Accordingly, the brigade, district senior management team and the district staff should 
provide options for junior membership - for example, by suggesting they join a nearby 
brigade with juniors, or a support brigade that hosts juniors for the district. 
Note the reference in Service Standard 2.1.6, SOP 2.1.6-2 at the bottom of the flow chart, 
which states “applicants may not appeal if the Brigade they are seeking to join does not … 
[accept junior members] …" 

 

 

Action   

The intention is that all current stand alone junior brigades that have seperate constitutions 
will use the Brigade Constitution (2016).   

As a consequence, the brigade will need some adult ordinary members to take on the field 
and administration officer roles described in the Constitution, and have the ‘junior officer 
ranks and positions’ established as administrative officer positions  by way of a brigade rule. 

 

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15503&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15554&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15502&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=18219&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15563&PortalId=0&DownloadMethod=attachment
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3.6 Life Membership (Constitution clause 5.4) 
Life membership is an honour that a brigade may choose to bestow upon a current or former member 
to recognise significant service and contribution to the brigade.  It is up to the brigade to determine, 
through the creation of a brigade rule, what, if any criteria must be satisfied in order to qualify for life 
membership. 
 
Life membership is recorded as an award type on the brigade register. As a consequence, the 
classification of a current member as ordinary or associate member will continue. 
 
A member awarded life membership of the brigade, who is not also an ordinary or associate member, 
may attend any meeting of the brigade and speak but may not vote. 
 
The brigade may revoke a person's life membership using the procedure set out in the Constitution. 
The reasons or circumstances surrounding the removal of life membership should reflect the gravity of 
such action. As a guide, those items listed in Service Standard 1.1.21, SOP 2 section 2.14 should be 
considered as a basis. The revocation of a person's life membership does not have to be linked with 
removal from membership under Service Standard 1.1.21 or 1.1.2 Discipline. It is to be determined 
separately and in a manner consistent with the constitution but should reflect the seriousness of such 
action. 
 
Life members who are not also ordinary members cannot be counted for the purposes of the 
determining a quorum.  
 

 

Action   

Once the brigade has voted to confer or revoke a life membership award, the secretary 
must send a copy of the minutes of the meeting to the district office as soon as possible. 
The district office will then update the brigade register and casue to be issued a life 
membership certificate. 

 

 

Caution 

A life member award who is not also an ordinary member cannot vote at any meeting or in 
an election, be counted for the purpose of determining a quorum or be elected as a field or 
administrative officer. 

 

 

Brigade Rule  

The brigade may create a brigade rule that establishes criteria for the granting of life 
membership. 

A brigade may create a brigade rule in the event of a merger to recognise prior life 
memberships once the new brigade is formed. Such a rule would ensure the tradition and 
pre-merger history of the brigades that merge is recognised into the future. 
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Safeguard  

If a brigade wishes to revoke a person’s life membership, every member of the brigade must 
be sent a notice in accordance with clause 11 of the Constitution. This notice will advise 
them that a motion to revoke the person's life membership will be considered at the meeting 
together with the time, date and place for the meeting. The motion or background to the 
motion should convey as much information as necessary for a reasonable person to make 
an informed decision.  

The life member is entitled to attend the meeting and speak, should they wish to. 

The person’s life membership will not be revoked unless at least 75 per cent of the ordinary 
members who are at the meeting vote in favour of the motion. The 75 per cent majority is a 
safeguard to ensure that this is not done on the whim but rather, the decision of a clear 
majority of members.  

 

3.7 Termination of Membership (Constitution clause 5.5) 
A brigade may terminate a person's membership of the brigade by passing a motion asking the district 
manager to remove the person’s name from the brigade register. The procedure that must be followed 
is set out in clause 5.5 of the Constitution.  
 
21 days notice of the meeting must be given to all members, including the member(s) that are the 
subject of the motion. 
 
The decision to terminate a person's membership is a decision that is not to be taken lightly. For this 
reason, appropriate safeguards and appeal mechanisms have been incorporated into the process.  
 
References 

› Service Standard 1.1.21 Stand Down / Removal from membership & Notification of Criminal 
Convictions  

› Clause 7 Rural Fires Regulation 2013  
 

 

Action   

If the brigade wishes to ask the district manager to remove a person's name from the 
brigade register, written notification with copies of brigade minutes and meeting 
notification are to be sent to the district manager.notice. 

 

 

Safeguard  

If a brigade wishes to revoke a person’s membership, every member of the brigade must be 
sent a notice in accordance with clause 11 of the Constitution. This notice will advise them 
that a motion to revoke the person's  membership will be considered at the meeting together 
with the time, date and place for the meeting. The motion or background to the motion 
should convey as much information as necessary for a reasonable person to make an 
informed decision.  

The member is entitled to attend the meeting and speak, if they wish to do so. 

The person’s membership will not be revoked unless at least 75 per cent of the ordinary 
members who are at the meeting vote in favour of the motion. The 75 per cent majority is a 
safeguard to ensure that this is not done on the whim of a few but rather, the decision of a 
clear majority of members. 

 

 

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15478&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15478&PortalId=0&DownloadMethod=attachment
http://www.legislation.nsw.gov.au/#/view/regulation/2013/488/part2/sec7
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3.8 Dual Membership (Constitution clause 5.6)  
 
A person may be a member of more than one brigade provided they meet the requirements for dual 
membership set out in Service Standard 2.1.6 Joining the RFS as a Volunteer Member (Including 
Transfer Applications). A dual member may be appointed as a field officer of one or more rural fire 
brigades.   
 

 

Caution 

Before applying for dual membership, the member must read and consider the requirements 
in Service Standard 2.1.6.  

Before submitting an application for dual membership the member should discuss it with the 
district manager(s) involved. 

The district manager(s) involved must ensure that a person with dual membership who is 
also a field officer is made aware of possible conflicts of interest and limits on the exercise 
of their powers in each brigade.   
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4 Meetings of Members (Constitution clause 6) 
 
The Constitution specifies how meetings of the brigade are called and conducted.  
 

4.1 Annual General Meeting of the Brigade (Constitution clauses 6.1.1 – 
6.1.9) 

The captain and district manager set the date for the Annual General Meeting (AGM). To ensure the 
best possible attendance at the AGM, the captain and district manager liaise with the president and 
executive when setting a date.  
 
In determining the date, several factors are taken into consideration, including brigade financial year 
end and the most suitable time for the majority of members to attend. Once the date of the AGM has 
been agreed on, the secretary must provide 21 days notice to all members of the date, time, place and 
agenda in accordance with clause 11 of the Constitution. 
 
At the AGM, members must: 

› receive and consider a report (written or verbal) by the captain on the brigade’s activities in the 
12 months following the last AGM; 

› receive and consider a statement of the brigades financial accounts and a report from the treasurer;  

› receive and consider a copy of the auditor’s report;  

› elect field officers for the coming 12 month period unless a longer term of office applies;  

› elect administrative officers for the coming 12 month period unless a longer term of office applies;  

› appoint an auditor for the coming year; 

› decide on an annual brigade subscription (if the brigade wishes to collect a subscription); and 

› deal with any other matters that have been placed on the agenda provided to the members in the 
meeting notice.  

 
The minutes should include the same items as the AGM agenda. The minutes of the meeting should 
identify both the mover and seconder of each motion, as well as the outcome of any vote on the matter. 
 
Good practice would also have reference numbers on all agenda items and motions/actions. Typically 
the AGM only deals with the matters raised above, if other business matters need attention it is custom 
to have a general meeting that follows the AGM, whereby other matters can be determined or actioned.  
 
It is also good practice that the brigade minutes will reflect the watermark ‘DRAFT’ on the document 
pending endorsement at the next AGM meeting. Once endorsed, the AGM chair person should approve 
and sign the minutes. At which point, the watermark is removed. 
 
An example of a completed agenda and minutes are found in Appendix B  
 

 

Action   

Brigade AGM meeting agendas must include each of the items listed above. Additional 
items can be added as required. 

Minutes of the AGM must be adopted, as amended, at the next AGM and signed by the 
chair of the meeting that approved the minutes as a true and accurate records of the AGM.  
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Action   

A copy of the treasurer’s report and the auditor’s report that is provided to to the members 
at the AGM must be sent to the district manager within seven days of the AGM. 

 

 

Brigade Rule 

The quorum for the AGM has been set at a minimum 15 per cent of the brigade’s ordinary 
members calculated at the time of the meeting. The brigade may create a brigade rule to 
increase this percentage.   

In calculating the quorum for the AGM only ordinary members who are at the meeting 
(including those attending by way of technology) can be counted, unless a brigade rule 
allows for ordinary members who are present by proxy to be counted.  

 

 

Caution 

At the AGM all positions are declared vacant unless a brigade rule has extended the time of 
a potential position. 

Field officers elected at the AGM do not take office until they are appointed by the distrcit 
manager. 

Administrative officers take office at the end of the meeting at which they are elected. 

 

 

Safeguard  

Provided 21 days notice has been given in accordance with the requirements of the 
Constitution, the fact that a member failed to receive that notice will not affect the validity of 
the AGM.   

 

 

Safeguard  

The brigade captain, president and secretary are responsible for ensuring that all members 
have been advised before the meeting of their entitlement or otherwise to vote at the 
election.   

Any disputes should be raised or changes made prior to the AGM. The district manager will 
determine any dispute in relation to the entitlement to vote.  

 
4.2 Chairing a Meeting of the Brigade (Constitution clause 6.3) 

 
Normally, the president chairs all brigade meetings. If the president is not at the meeting or does not 
wish to chair the meeting the ordinary members in attendance must elect another person to chair the 
meeting. It may be customary for the next highest ranked member chair the meeting, for example the 
captain, then senior deputy captain etc. However, this is for the meeting to determine. The meeting may 
elect a person who is not a member of the RFS to chair the meeting.  
 
A member of the brigade who is chairing a meeting may vote on any motion and, if the vote is tied, 
break the deadlock by voting again. By convention, if there is a tied vote, the chair will normally vote in 
a way which maintains the status quo where possible, to allow further discussion to take place at the 
next meeting. 
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Action   

To assist brigade presidents in undertaking their role as chair person, a number of 
resources are made available in appendix B Brigade Meeting Management. 

 

 

Caution 

If the person who is chairing the meeting is not a member of the brigade, they may only vote 
to break a deadlock and not on the motion itself. In most cases it is regular convention to 
break the deadlock in a way that maintains the status quo. 
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4.3 Minutes of Meetings and Other Brigade Records (Constitution 
clause 6.5) 

 
The minutes of meetings and other brigade records are important RFS documents and must be kept 
safley for future reference.   
 
All brigade records including minutes, agendas, nominations, appointments, resolutions, 
recommendations and correspondence must be kept for a minimum of five years. Brigades are often 
very proud of their history and keep records longer to be able to review past officials and milestones. 
 
Financial records, including all records of income and expenditure etc must be held for at least seven 
years. Additional informaiton on records management are found in Appendix B & C.  
 
Any member of the brigade may inspect and take copies of the minutes of any meeting or any other 
brigade record upon reasonable notice to the brigade secretary or treasurer.  
 
The brigade minutes (including draft and finalised) for all AGM, general meetings and executive 
committee meetings must be stored on the MyRFS website in the first instance. Where access to 
MyRFS is difficult due to connectivity or other issues, the brigade may make an alternative arrangement 
to store the documents. The district manager needs to be satisfied that any such arrangement complies 
with the intent of the Handbook. (See Appendix B)  
 
Best practice would also allocate reference numbers to each agenda item and motion or decision. A 
follow up or action list should be included. (See example minutes). 
 
 

 

Action   

Brigade meeting minutes, agendas and notices must be stored on the brigade section of the 
MyRFS website. 

 

 

Safeguard  

Additional items can be added and, if an item is not applicable, it can be deleted from the 
agenda (excluding Work, Health and Safety agenda items). The intent is to ensure the 
brigade considers all matters relevant to its operation and that the members have an 
opportunity to discuss those issues. 

 

 Action 

The Work, Health and Saftey item cannot be ommitted as this assists a brigade in meeting its 
important Work, Health and Safety obligations. It is essential that minutes that address Work, 
Health and Safety items are sent to the district manager as soon as practicable.  

 
 

http://www.myrfs.nsw.gov.au/
http://www.myrfs.nsw.gov.au/
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Caution 

Brigade records, including all minutes of brigade general and executive meeting, are 
records of the NSW Government. As such, a member of the public may be entitled to 
access to those records under the provisions of the Government Information (Public 
Access) Act (GIPA) (previously referred to as Freedom of Information legislation). The RFS 
is also entitled to access the records.  In some cases the RFS may have to produce brigade 
records in answer to a warrant or subpoena. 

If any person, other than a brigade member, seeks access to the brigade’s records, the 
brigade must contact the district manager who will advise on the course of action to be 
taken. 

 

4.4 Use of Technology (Constitution clause 6.4) 
A brigade can hold meetings without having all the members in physical attendance. When a brigade 
member uses this provision they are deemed to be in attendance and must be counted in deciding if a 
quorum is present.   
 
Clause 6.4.1 of the Constitution can be utilised for any meeting of the brigade, including AGMs, general 
meetings and executive committee meetings where the member is entitled to be in attendance. 
 
The executive committee may also use technology to determine if an action or thing can be approved 
by the use of a ‘circular motion’. That is, an email or the like can be circulated to all members of the 
executive committee. Providing all members agree/approve, the action can be undertaken. The circular 
motion should then be taken before a properly constituted meeting as a motion to be ratified at that 
meeting. The circular motion should not be used to circumvent proper meeting processes but is a way 
that urgent business can be conducted. 
 

 

Caution 

A member who makes use of this provision may use any form of technology, provided that 
every person participating in the meeting can hear what is said by every other person 
participating in the meeting. If a member utilising technology to attend a meeting can no 
longer be heard or ‘drops out’, then they are no longer deemed to be a participant in the 
meeting. 

If the briagde has determined that a secret ballot is to be used for elections, the member 
using techology to attend the meeting can: 

›  text their vote to the returning officer or chair; 

›  utilise a proxy at the meeting to vote on their behalf;   

›  vote in an open manner over the tecnology; or  

›  refrain from voting (abstain). 
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5 Office Bearers (Constitution clause 7) 
 

5.1 Tenure of Office (Constitution clause 7.1.1) 
 
The term of office for field and administrative officers is normally one year, unless varied to a maximum 
of three years by a brigade rule.   
 
The brigade may make a brigade rule to establish seperate terms for any field or administrative officers, 
eg captain three years, senior deputy captain two years, deputy captain one year. A member may stand 
for re-election at the end of their term. 
 

 

Caution 

The extension of the term of office for field or administrative officers does not remove the 
requirement for the brigade to hold an AGM. 

If the term for the election for field officers has been determined to be longer than one year, 
the brigade does not have to have the election of field and administrative officers as an 
agenda item until that period has elasped. 

 

 

Brigade Rule 

The brigade may make a brigade rule to extend the term of office of field and administrative 
officers to a maximum of three years.  

The brigade may make a brigade rule to set seperate terms for any field or administrative 
officers. 

 

6 Election of Field and Administrative Officers  
 

6.1 Qualification for nomination (Constitution clause 7.1.3) 
 
A member is not eligible (qualified) for nomination for election as a field officer unless the member has 
achieved the minimum level of competency set by Service Standard 2.1.4 Appointment of Field and 
Group Officers. Service Standard 6.1.2 Qualifications for RFS Members allows the district manager to 
waive the requirement for certain qualifications to hold office however, the district manager must have a 
plan to ensure future compliance with the Service Standard. 
 
A member who is qualified for election may be elected as both a field and administrative officer.  
 
A member who is qualified for election may be elected as both president and captain. Where the same 
person occupies both positions, any function or duty imposed on those positions by the Constitution or 
the Service Standards must be discharged by that person. Whilst a person can be appointed to more 
than one administrative position, they should not normally take on more than two administrative 
positions. 
 
A person cannot be appointed to more than one field officer position within the same brigade, ie captain 
and deputy captain. A person is only able hold a field officer postion in more than one brigade within the 
same district with the approval of the district manager. Service Standard 2.1.6 requires approval by 
both district managers when officer appointment is sought between two separate districts. 
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6.2 Nomination Process (Constitution clause 7.1.2) 
 
Nominations for the election of field or administrative officers may be made at the meeting at which the 
election is to take place. If the nominee is not present at the meeting, he or she must have agreed to 
the nomination prior to the meeting taking place. However, the brigade may make a brigade rule which 
specifies how nominations will be conducted within the brigade.  
 
The acceptance of a position by an absent member should be recorded in the minutes together with the 
name of the person making that statement. Ideally, a member who is unable to attend the meeting and 
wishes to stand for election should provide written advice (text message/email etc) to that effect. In the 
event of a dispute, the returnng officer will determine the validity of the nomination.  
 
Reference 

› Service Standard 2.1.4 Appointment of Field and Group Officers  

› Service Standard 6.1.2 Qualifications for RFS Members  

› Service Standard 2.1.6 Joining the NSW RFS as a Volunteer Member  
 

 

Brigade Rule 

The brigade may create a brigade rule that defines the procedure to be followed for the 
nomination of field and administrative officers.   

 

6.3 Election Process (Constitution clauses 7.1.4-7.1.12) 
 
The election of field and administrative officers is an essential part of brigade management.  
 
A brigade must elect the following field and administrative officers, when it is required (ie annually or as 
required by brigade rule that provides for a longer term of office): 

› captain;  

› senior deputy captain; 

› deputy captain(s) [as required by brigade]; 

› president; 

› secretary; 

› treasurer; and  

› additional administrative officers [as required by brigade rule]  
 
The brigade must determine the number of deputy captains it wishes to elect. This is typically made by 
way of motion at the AGM before the election or at a regular general meeting before the AGM. 
   
Brigades may also establish as many additional administrative officer positions as it sees fit. 
 
The election of officers must be by secret ballot unless the brigade has created a brigade rule to allow 
for an open ballot.   
 
Unless the brigade has made a brigade rule to determine who may vote in an election for a field and/or 
administrative officer, all ordinary members are entitled to vote. A probationary member who has been 
appointed as a field officer or elected as an administrative officer in the brigade is also entitled to vote.  
 
If there is a dispute over a member’s eligibility to vote, the district manager will determine the matter. 
Ideally all ‘eligibility to vote’ matters should be resolved well before the meeting and any matters in 
dispute referred to the district manager for determination at least seven days prior to the meeting. If an 
eligibility to vote issue arises at the meeting and the district manager is not present, the election should 

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15501&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15554&PortalId=0&DownloadMethod=attachment
https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15503&PortalId=0&DownloadMethod=attachment
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be deferred. The issue must then be referred to the district manager for determination.  
 
If the brigade has junior members, it must elect a junior co-ordinator as an administrative officer. The 
junior co-ordinator must be formally appointed by the distrcit manager after decision by the ordinary 
members.  (See Youth Participation Manual) 
 
If the brigade has been specifically established to cater for junior members, for example a cadet 
brigade, the field and administrative officers must be adult overruling members and (they can be dual 
members).  
 
The junior members can then elect the following administrative positions: 

› junior (cadet) leaders; and 

› any other junior position required. 
 
The junior brigade can be part of a wider support brigade structure.  
 
Elections must be conducted using the ‘first past the post’ method unless the brigade has made a 
brigade rule specifying an alternative method of election. The ‘first past the post’ method is described 
below. 
 

 

Brigade Rule 

The brigade may make a brigade rule that establishes as many administrative positions that 
the brigade sees fit, for example station officer, training officer, publicity officer etc.    

 

6.4 The Ballot (Constitution clause 7.1.5) 
 
The ballot must be conducted by secret ballot, unless the brigade has made a brigade rule to allow the 
ballot to be conducted by an open ballot, (e.g. such as a show of hands). 
 

6.5 Proxy (Constitution clause 7.1.6) 
 
A member who is unable to attend the meeting may appoint another ordinary member to vote on his or 
her behalf by advising the secretary or returning officer of the name of that other member prior to the 
commencement of the meeting.  
 
The name of the person who will exercise the proxy must be given to the secretary or returning officer 
in writing before the meeting at which the election will be held starts. Ideally, the member who is absent 
should advise the secretary of the name of their proxy well before the meeting.   
 
A member may not vote on behalf of more than two other members. 
 

6.6 Ballot Tie (Constitution clause 7.1.8) 
 
In the event that a ballot results in a tie, the ballot is to be conducted again with all of the candidates.  
 
The second ballot to resolve a tie must be conducted by secret ballot.  
 
If after conducting a second ballot there is a second tie, the names of the candidates who tied are 
placed in a container and a draw made. The name drawn from the container is declared the winner and 
elected. 
 
 

https://www.myrfs.nsw.gov.au/InfoAbout/Membership/YouthParticipationintheNSWRFS/YouthParticipationManual.aspx
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6.7 Voting Methods 
 

First past the post (simple majority voting) 
The first past the post voting system, more correctly known as simple majority voting, is the most 
popular voting system employed throughout the democratic world.  
 
Simple majority voting requires voters to place a tick, cross or write the name of the candidate and only 
the name of the candidate they support. All such votes are counted as formal. 
 
The winning candidate is the candidate that receives the most votes. This is also known as a plurality. 
There is no requirement to secure an absolute majority, merely a simple majority.  
 

The advantages to simple majority voting are: 

› it is easy and quick to count; 

› it is easy to understand and apply; and   

› informal voting is negligible. 
 

The disadvantage to simple majority voting is that it allows a person who the majority of members do 

not want to be elected to win with less than the total number of votes cast in favour of all of the other 

candidates. 

 
Example:  
Kickatinalong Brigade has a total membership of 30 members of which 25 are members ordinary, and 
hold an election for captain at their AGM.  
 
Jim, Bob and Bill are all nominated and agree to stand for captain. The returning officer group captain 
Smith, handed out pieces of paper for the 25 ordinary members to vote. At the time of the constitution 
roll out, Kickatinalong Brigade had decided not to create a brigade rule to establish voting criteria and 
opted to allow all member ordinary right to vote.  
 
Group Captain Smith collects the papers tallies them up as follows: 
 

 
 
In this example, Bob would be declared the winner as he has secured the most votes simple majority.  
 
Preferential Method 

Candidates are ranked by each voter in order of the voter's preference.  
 
Every candidate must be allocated a preference. If a voter has not marked all the squares, as 
instructed, then the vote is determined as informal.  
 
The numbers of first preferences cast for each candidate are counted.   
 
If no candidate receives more than half of the votes cast, the candidate with the lowest number of first 
preferences is eliminated and the second preferences on each of their ballots are distributed to the 
remaining candidates. 
 
This process is continued until a candidate receives a majority – 50% plus 1 – of the votes cast cast, at 
which point that candidate is declared elected.    
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Advantages of preferential voting: 

› preferential voting is designed to ensure the election of the candidate who is most representative of 
the wishes of a brigade; 

› to be successful a candidate must be supported by the majority (that is, more than half) of the voters; 
and 

› this system is considered fairer than a non-preferential (first past the post) system under which the 
candidate with the most votes is elected, even though he or she may have support from less than 
half the voters. 
 

Disadvantages of preferential voting: 

› the results and counting is somewhat more complex than first past the post; 

› requires more administrative work and security of ballots, counting and results; and 

› can be seen as complex by some members.  
 

Borda Method 

Borda voting is a form of preferential voting. It can be used to fill multiple positions with one ballot and,  
in doing so, determine the order of seniority. 
 
One of the features of Borda voting is that it is designed to secure more consensual outcomes , in that 
the lower preferences of voters have a higher weight than in some other forms of preferential voting.  
 
Candidates are ranked by each voter in order of the voter's preference.  
 
Every candidate must be allocated a preference. If a voter has not marked all the squares, as 
instructed, then the vote is determined as informal.  
 
In simple terms, if there were seven candidates for five deputy captain vacancies, each voter would 
mark their ballot papers 1, 2, 3, 4, 5, 6 and 7 (with 1 for the most preferred candidate and 7 for the least 
preferred).   
 
When those votes are counted, a vote of 1 (the voter's first preference) carries a weighting of 7, a vote 
of 2 (the voter's second preference) carries a weighting of 6 and so on.  All weighted votes are counted 
and the candidate with the highest tally is elected first and would be the most senior of the deputy 
captains. The candidate with the second highest total becomes the second elected and so on until all 
positions are filled. 
 
The Borda method can also be used where there is only one position to be filled - for example for the 
positions of captain or senior deputy captain. However, it would only be required where there were 
more than two members nominated for the same position. 
 
The Borda voting method can easily be administered using a spread sheet with a simple table. The 
returning officer would simply enter the candidates' names and then enter the preferences recorded by 
each voter. The spread sheet would then automatically calculate the weightings and determine the 
result. 
 
Advantages of the Borda system 

› it is another type of preferential method voting that is designed to produce the election of the 
candidate who is proportionally the most representative of the brigade; and 

› this system is considered fairer than a non-preferential (first past the post) system under which the 
candidate with the most votes is elected, even though he or she may have support from less than 
half the voters. 
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Disadvantages of the Borda method 

› it is a more complex system than traditional preferential voting, utilising a number system; 

› a person with a simple majority 50%+1 is not necessarily elected, unless they are also preferred by 
the voters; 

› it requires more administrative work and security of ballots, counting and results; and 

› is more complex, especially with multiple nominations and lots of voters which can lead to more 
informal votes 
 

 

Caution 

The Service Standard 6.1.2 – Qualifications of RFS Members sets the mimimum 
requirements for field officer positions, which can be varied by the district manager, to allow 
felxibility.   

The captain and senior deputy captain ideally have qualified as crew leader safety as they 
will likely ‘command a small incident, strike team or small sector of a larger incident’ see 
appendix 1 of Service Standard 6.1.2 for further details. 

 

 

Brigade Rule 

Every ordinary member is entitled to vote in the election for field and administrative officers 
unless specific criteria for entitlement to vote have been specified by a brigade rule.   

 

6.8 Seniority of Deputy Captains (Constitution clauses 7.1.16-7.1.17) 
 
It is critical that there not be any confusion or doubt as to who is in charge at an incident or other 
activity. Accordingly, the brigade must decide the order of seniority of its deputy captains. 
 
The seniority of deputy captains does not override the principles of Incident Control Systems nor 
prevent a deputy captain from acting as the incident controller or officer in charge of the brigade when 
other officers are in attendance and the more senior officer has agreed to that arrangement.  
 
In reality brigades that do not currently determine the seniority of their deputy captains are already 
ordering their deputies by seniority. This can be reflected in call sign selection or an unwritten 
understanding within the brigade of seniority in membership, typically based on length of service and 
experience of a particular deputy. This requirement simply formalises these customs and practices so 
as to ensure certainty.  
 
If used, the Borda election method will automotically determine the ranking of the deputy captains.   
 

 

Action   
The brigade must determine the seniority of its deputy captains.   

 

 

Brigade Rule 

The brigade must make a brigade rule to determine the order of seniority of deputy 
captains.    

 
 

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15554&PortalId=0&DownloadMethod=attachment
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Safeguard  

If the brigade does not make a brigade rule to determine the seniority of its deputy captains, 
the district manager must determine the order, having consulted with the captain.  

 

6.9 Notification of Election Results  
 

Following an election, the secretary must notify the district manager in writing of the names of the 
members elected to field and administrative positions within seven days of the election. The district 
office determines how the written notification is provided. In the event that no local procedure is in place 
however, a letter or email to the district manager will suffice.  
 
The district manager must confirm in writing (or otherwise) the appointment of brigade field and 
administrative officers within 14 days of notification.   
 
Reference 

› Service Standard 2.1.4 Appointment of Field and Group Officers  

› Rural Fires Act 1997 
 

 

Action   

Written advice must be provided to the district manager within seven days of the AGM of the 
names of all office bearers (administration and field) to ensure MyRFS and authority cards 
are updated. 

 

 

Caution 

Field officers elected by the brigade do not take office until appointed by the district manager 
in accordance with Service Standard 2.1.4.  

Administrative officers take office at the conclusion of the meeting at which they are elected. 

 

 

Caution 

The authority card issued by the RFS evidences a field officer's authority to exercise certain 
functions under the Act.   

The production of the authority cards is normally done in a batched lo t after all brigades 
have completed their elections.  

 

 

Safeguard  

The district manager may revoke or suspend the appointment of a person as a field officer in 
accordance with the provisions of Service Standard 2.1.4.   

 

 
 

 

 
 

 

 

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15501&PortalId=0&DownloadMethod=attachment
http://www.legislation.nsw.gov.au/#/view/act/1997/65


 
 

NSW RURAL FIRE SERVICE  33 of 81 

6.10 Vacant Positions (Constitution clause 7.2.1) 
 
A field or administrative officer position becomes vacant if: 

› the member resigns from the position; 

› the person ceases to be a member of the RFS; 

› the person ceases to be a member of the brigade; 

› the appropriate disciplinary authority suspends the person from membership of the brigade; 

› the person is stood down in accordance with Service Standard 1.1.21;  

› in the case of an administrative officer, the person is removed from the administrative position in 
accordance with clause 7.2.2 of the Constitution; or 

› in the case of a field officer the person is removed from their position in accordance with Service 
Standards or with clause 7.2.2 of the Constitution and Service Standard 2.1.4.  

 

 

Caution 

The removal of a field or administrative officer as described in the Constitution and in Service 
Standard 1.1.21 – and the subsequent vacancy – takes effect once the process has been 
completed and any appeals have been resolved.   

In the case of a member who has been stood down, the removal takes effect immediately. 

Interim arrangements can be put in place by the brigade until the matter is finalised. 

 
In the event of a field or administrative vacancy arising, the brigade must decide as soon as possible 
whether to hold a new election to fill the vacancy or leave the position vacant until the next AGM.  
 
If the brigade decides to fill the position before the next AGM, an election should be held at the next 
general meeting with the normal notice provided to the members.   
 
The executive committee cannot fill a casual vacancy as all members have the right to participate in this 
process. 
 
If the brigade decides to leave a field officer position, other than captain, vacant until the next AGM, the 
remaining officers each ‘step up’ to the next position.  
 
If the brigade decides to leave an administrative position vacant until the next AGM, the remaining 
administrative officers must decide who will carry out the duties of the vacant administrative position. 
The other administration officers can decide to either share the role in the interim, give the role to 
another administrative officer or give the role to another brigade member. 
 
Any election to fill a casual vacancy must be conducted in accordance with the provisions of the 
constitution and any relevant brigade rule.  
 
If the captain’s position becomes vacant and the brigade is not willing to hold an election to fill the that 
position the district manager may appoint a suitably qualified member of the RFS as captain until the 
next AGM or some shorter period.  
 
When determining who to appoint as captain the district manager must consult with the brigade in the 
first instance and will normally appoint someone from within the brigade. However, circumstances may 
exist whereby the person comes from a different brigade. 
 
If the brigade decides to fill a vacancy by holding an election this must take place at a general meeting.  
The president, secretary or other persons nominated by them must advise each member of the date, 
time, place of the general meeting and the fact that the election will be conducted at the meeting. 
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6.11 Failure of the Brigade to Elect Officers (Constitution clause 7.3.1) 
 
If the brigade fails to: 
 

a. hold an AGM; or 
b. elect any or sufficient field or administrative officers such that the brigade is, the opinion of the 

district manager, unable to function safely or efficiently.  
 

The district manager may appoint one or more suitably qualified members of the RFS to the vacant 
position.  

 
Junior (cadet) members and their administrative positions like ‘cadet captain’ do not fall under this 
provision as they are not field officers under the Act.  
 

 

Safeguard  

Before making such an appointment the district manager will consult with the brigade and 
senior leadership team wherever possible. 

 
From time to time issues arise that may require the brigade to consider removing a field or 
administrative officer from office.  The process that must be followed is set out in the Constitution.  
 
This can only occur if each member of the brigade is given 21 days notice of : 

a. the fact that a motion to remove the officer from the position will be considered at a general 
meeting;  

b. the wording of the motion; and 
c. the date, time and place of the general meeting at which the motion will be considered. 

 
If the position is a field officer position, the officer can only be removed with the the concurrence of the 
district manager.  
 

 

Caution 

Junior member (cadet) positions are administrative positions only and have no field officer 
powers or authority under the Act. Therefore if a junior (cadet) position becomes vacant or 
the person is removed, the brigade should follow the process outlined in the Constitution 
and this Handbook. The only exception is that junior members can vote for junior 
administrative positions. 

 

 

Safeguard  

The officer who is the subject of the motion must be allowed to attend the meeting and 
speak if he or she wishes to do so. If the officer provides a written response to the motion, it 
should be read or provided to the members at the meeting. 

To be successful, at least 75 per cent of the members who are at the meeting and eligible to 
vote on the motion must vote in favour of the motion. 
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7 The Executive Committee (Constitution clauses 8.1 – 8.3) 
 
The executive committee manages the brigade in all other matters than in relation to operational 
activities. 
 
The executive committee must manage the brigade in accordance with any directions or conditions 
adopted at a general meeting of the brigade (including an AGM).  
 
The executive committee meets as often as needed or as otherwise determined by the brigade 
members at a general meeting.  
 
The president or secretary can call a meeting of the executive committee at any time. The secretary or 
other persons authorised by the president must tell the members of the executive committee of the 
date, time and location of the meeting in accordance with the provisions within the Constitution for 
notice.  
 
The executive committee does not deal with operational matters. Operational matters cannot be easily 
defined but include pre planning, preparing for, responding to and recovery from all incidents/events. 
Operational matters are the domain of the field officers. 
 

7.1 Membership of Executive Committee 
 
The members of the brigade’s executive committee comprise of the captain and administrative officers 
referred to in clause 7.1.20 (a) to (c) of the Constitution. 
 
The brigade may make a brigade rule to increase the number of executive committee members. 
 

7.2 Quorum for Meetings of the Executive Committee 
 
The quorum for a meeting of the executive committee is three members or 25 per cent of the executive 
committee, calculated at the time of the meeting, (whichever is the greater). The brigade may make a 
brigade rule to increase this percentage.   
 
In the calculation of the quorum, only members of the executive committee who are at the meeting can 
be counted. A member of the executive committee may attend the meeting using technology and is 
then counted for determining if a query is present. 

 

7.3 Executive Committee Meeting Minutes  
 
Minutes of the executive committee meeting must be presented to the next general meeting, including 
the AGM of the brigade.   
 
The intention is that the executive committee works on behalf of the brigade and is therefore 
accountable to the brigade. Presenting executive committee minutes to the brigade at a general 
meeting ensures transparency and accountability. 
 
Executive minutes must be made available to all members of the brigade. The executive committee 
may however remove a reference to any confidential discussion or decision in the copy of its minutes 
that are presented to the annual general meeting or a general meeting 
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Brigade Rule 

The brigade may make a brigade rule increasing the membership of the executive 
committee to include other administrative officers, field officers or other ordinary members 
who are not officers.  

The quorum for an executive meeting is three members or 25 per cent of the executive 
committee calculated at the time of the meeting, whichever is the greater. The brigade may 
make a brigade rule to increase this percentage however, it cannot reduce the quorum 
percentage below 25 per cent.     

 

 

Safeguard  

The executive committee is responsible for the day to day running of the brigade subject to 
the direction of the general meetings of the brigade. The requirement to produce meeting 
minutes of the executive ensures transparency and accountability of the executive 
committee.   
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8 Finance (Constitution clause 9) 
 

8.1 Not for Profit (Constitution clause 9.1) 
 
The assets and income of the brigade may only be used to carry out its aims and no part may be 
distributed directly or indirectly to the members except as bona fide compensation or reimbursement for 
expenses incurred on behalf of the brigade or services rendered to the brigade.  
 
Brigade members must only use its funds for the purpose for which they were raised or received.  
Accordingly, the purpose for which funds have been raised or received must be clear at the time the 
funds are received. Thus, the brigade must ensure that any funds that are donated to the brigade are 
only utilised for the purposes in which it was donated. This should be clearly articulated when  
donations are received. 
 

8.2 Bank Accounts 
 
The brigade must make a number of decisions regarding its bank accounts - for example, how many 
will it operate and how will they be operated. 
 
The term bank account includes accounts maintained at building societies and credit unions. 
   
In general terms the brigade should usually operate two bank accounts: 

› a general/working account; and  

› a social account.   
 
If the brigade has established a Public Fund, it must have a separate bank account specifically for that 
purpose and which is not used for any other purpose. 
 
The general / working account is used for any income or revenue that has been received from 
membership subscriptions, the local council or from fund raising activities (other than tax derivative 
donations). It would typically cover expenses incurred in running and operating the brigade which, 
without limiting the expenditure, would include things like fuel, postage, phone costs, stationary, 
equipment maintenance, insurance, utility costs and other normal brigade expenses. Funds from the 
general/working account can also be spent on equipment or protective clothing for use by members - 
e.g. wet weather gear, torches etc. It can also be used for providing meals or refreshments for brigade 
members during operational or training activities - e.g. lunch at a hazard reduction or meals during a 
fire. 
 
The brigade may also maintain a separate social account for the deposit of monies contributed for use 
by the members, family and the community. 
 
The social account revenue can be derived from member’s social subscriptions, donations, vending 
machines or fundraising where it is clearly stated that the funds will be used to benefit the members 
undertaking their roles within a brigade.   
 
It the funds held by the brigade are relatively small, say under $1,000, it is possible for the brigade to 
have a single bank account (working and social account combined) but there must be a manual split 
and reconciliation of the funds related to each account.   
 
Funds from the working account cannot be transferred into the social account. 
 
The brigade may direct funds into the social account if those funds were collected or contributed for the 
sole purpose of conducting social events for the brigade members and their families and to assist the 
community.  
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Brigades may also seek to use funds from the social account to make donations to other worthy 
causes, such as Coffee4Kids, or other charities and worthy community activities, e.g Relay for Life.    
 
Brigades may also use funds from the social account to purchase items like flowers for a funeral, 
sympathy / get well or bereavement cards. These amounts must be approved in line with the 
expectation of the constitution. This expenditure is supporting the aims of the brigade by building a 
team spirit or culture and supporting members in times of personal difficulty or in calculating important 
events like the birth of a child so as to assist them in serving the brigade and the broader community. 
 

8.3 Annual Brigade Subscription (Constitution clause 9.3) 
 
The brigade must decide at each AGM if it will collect an annual subscription and the amount of any 
subscription. Any subscription that the brigade decides to collect is due 30 days following the annual 
general meeting.  
 
The brigade does not have to set and collect an annual subscription. It is a choice for the brigade to 
make at each AGM.   
 
It should also determine what part, if any, of any subscription will be directed into the working (general) 
and /or the social account. This should be determined on the likely expenditure from those accounts 
and existing balances. 
 

In the event of non-payment of the brigade’s annual subscription, the following steps should be 
considered: 

› the member should be given at least two reminders – as per notice requirements; 

› at least 60 days should have elapsed since the AGM; 

› the brigade should attempt, to the best of its ability, to get the subscription paid; and 

› in any appropriate circumstances, for example member illness or other mitigating factors, the 
executive committee should consider waiving collection.  
 

If after all reasonable attempts have been made to collect the subscription, the executive committee 
can consider initiating the process to remove the member from the brigade using Service Standard 
1.1.21 Stand Down/Removal from Membership & Notification of Criminal Charges & Convictions. 
 

 

Caution 

When considering a request from the brigade to remove a member for non-payment of their 
subscription, the district manager should ensure that efforts have been made to collect the 
sunbscription from the member. 

 

8.4 Management of Brigade Funds (Constitution clause 9.4) 
 
Monies received by the brigade must be banked as soon as practicable. The intention is that funds are 
deposited into the bank account at the first available opportunity. As a benchmark, this should be no 
longer than seven working days after being received. The brigade may make exceptions to this 
benchmark in appropriate circumstances (eg remote location) in which case the treasurer must ensure 
the safe custody of the funds and if necessary enlist another member to deposit the funds. 
 
All brigade expenditure must be authorised by a resolution of an AGM or a general meeting of the 
brigade. The intention is that all the brigade members have input into how the brigade expends its 
funds. 
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The brigade may adopt a resolution at the AGM or a general meeting of the brigade authorising the 
executive committee to approve brigade expenditure, subject to any conditions or limits set out in the 
resolution, provided that all such expenditure is subsequently reported to a brigade general meeting. 
Where authority to approve expenditure has been delegated to the executive committee, it must still be 
reported to a general meeting for the brigade to review and endorse that decision. 
 
The brigade must ensure that it maintains control of its funds. It cannot delegate total control of the 
funds to others within the brigade with no accountability to the brigade as a whole. The executive 
committee, as an example should not be allowed control of brigade funds with accounts only being 
presented once each year at the AGM. Rather, it is expected that the brigade be kept informed by the 
presentation of regular financial reports and reports on any delegated expenditure.  
 
All cheques or other authorities to pay monies out of the brigade's accounts, including any electronic 
payments or transfers, must be signed or otherwise authorised by: 

› any two of the treasurer, president, captain and secretary; or 

› at least two administrative or field officers in accordance with a brigade rule. 
 

Bad Debts 
In the event of a bad debt being incurred to the brigade, then the district manager should be advised of 
the circumstances and the efforts that the brigade has made to recover the funds (and evidence of 
such). The district manager will then make a determination as to whether to pursue the debt, seek to 
write off the debt or any other management option that they may determine.  
 
Brigade Financial Year (Constitution clause 9.5) 
The brigade’s financial year runs from 1 April to 31 March each year. This timeframe will suit the 
majority of brigades as it would be unusual to hold an AGM in the middle of the fire season. 
 
Auditor (Constitution clause 9.6) 

The auditor plays a vital role in ensuring that the brigade’s funds, which are public monies , are 
accounted for in a manner that ensures the public has confidence in the way and manner that they are 
utilised.  
 
The brigade has a duty to ensure that its financial affairs, including its financial records, are open and 
transparent. The brigade also has a responsibility to its members to ensure that its financial records are 
kept in a manner that upholds its good name and protects public monies 
 
The brigade must appoint an auditor at the AGM.   
 
The auditor must not be a member of the brigade. This will ensure that someone independent of the 
brigade is reviewing its financial records and providing an independent report to the members.   
 
This requirement does not prevent a member of another brigade being appointed as auditor.   
 
A person can be reappointed as the auditor if they are willing to continue to serve as the auditor.  
 
The qualifications required of the auditor depend on the value of the brigade's income and assets, 
including cash and other reserves.  The RFS has adopted the NSW Fair Trading guidance on co-
operatives and associations, (although brigades do not need to register with that agency as they are 
established under the Act), as a good practice guide when establishing these rules. 
 
The qualifications set out below are the minimum that are required for each tier. Brigades are 
encouraged to appoint an accountant to conduct the audit wherever possible.  
 
 



 
 

NSW RURAL FIRE SERVICE  40 of 81 

Brigades with income of under $5,000 per annum and assets of less than $10,000  
The auditor must be a person with at least a general understanding of financial reports and bank 
statements who has the ability to keep a simple set of books.   
 
Brigades with income of between $5,000 and $50,000 per annum and assets of less than $50,000   
The auditor must be a person who either has: 

› some formal business or accounting qualifications. (For example, a Certificate IV in Business and 
who has experience running or operating a small business): or 

› experience working as a bookkeeper, in a bank or in a similar role.  
 
Brigades with income of between $50,000 and $250,000 per annum and assets of less than 
$500,000 
The auditor must be a member of and hold a current practising certificate issued by either CPA 
Australia, the Institute of Chartered Accountants in Australia or the Institute of Public Accountants. 
 
Brigades with income over $250,000 per annum or assets over $500,000  
The auditor must be a registered company auditor.   
 
The brigade’s income includes money or the value of any non-monetary gifts that are received from any 
source. This includes: 

› bank or other interest; 

› dividends; 

› subscriptions; 

› donations; 

› the gross proceeds of any fund raising activities; 

› payments or other remuneration for any work undertaken or services provided by the brigade; and 

› reimbursements or other payments that are received by the brigade from the local council – for 
example for phone calls or other operational expenses. 

 
In calculating the brigades annual income and assets it must aggregate all funds held in any working 
account, social account, and public fund. 
 
If a member of the RFS Deductible Gift Recipient (DGR) Central Fund, there is no need to audit the 
funds contained within such DGR account as this is conducted centrally by the RFS DGR Central Fund 
Trustees. 
 
It does not include the value of goods and services provided to the brigade by the local council or the 
RFS. For example, plant and equipment, fuel, vehicle and equipment servicing; station repairs and 
maintenance, insurance or electricity. 
 
In calculating the brigade's total income and assets, the brigade’s assets include: 

› cash held in a bank account; 

› petty cash; 

› other investments – e.g. term deposits, debentures or shares; and 

› minor plant and equipment that has been purchased by or donated to the brigade – for example, 
lawn mowers, extra chain saws, computers, mobile phones, TVs, fridges, microwaves or other 
furniture or equipment in the station.  

 
Brigade assets do not include: 

› the brigade station; 

› vehicles or boats that have been provided by the local council or the RFS; or  
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› firefighting or other equipment provided by the local council or the RFS. 
 
 

 

Action   

1. The brigade must determine if it will collect an annual subscription, as well as the 
amount of that subscription. 

2. The brigade must appoint an auditor at the AGM.  

3. The auditor must conduct an audit of the brigade’s financial records at the end of 
each financial year and provide a written report to the treasurer to be provided to the 
members at the AGM.  

4. A copy of the treasurer’s statement and the auditors report presented to the AGM 
must be sent to the District Manager within seven days of the AGM.   

 

 

Caution 

When the brigade provides compensation to a member for services rendered to the brigade, 
it is important to follow the guidelines in regards to financial transactions described in 
Appendix C of this Handbook. 

 

Reference 

› Service Standard 1.1.16 Fundraising Activities 

› Associations Incorporation Act 2009 

› Associations Incorporation Regulation 2010  

› www.onegov.nsw.gov.au/New/categories/charities-not-for-profit  

› www.fairtrading.nsw.gov.au/ftw/Cooperatives_and_associations/Charitable_fundraising.page 
  

 

  

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=15473&PortalId=0&DownloadMethod=attachment
http://www.legislation.nsw.gov.au/#/view/act/2009/7
http://www.legislation.nsw.gov.au/regulations/2010-238.pdf
https://www.onegov.nsw.gov.au/New/categories/charities-not-for-profit
http://www.fairtrading.nsw.gov.au/ftw/Cooperatives_and_associations/Charitable_fundraising.page
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9 Volunteer Fire and Emergency Public Fund (Constitution clause 10) 
 

Note – these provisions only apply if the brigade wishes to accept tax deductible donations in 
its own and has DGR status. 
 
Please also refer to Service Standard 1.1.14 Management of DGR status for RFS Brigades. 
 
The Volunteer Fire and Emergency Public Fund (public fund) is a separate account established by the 
brigade if it wishes to solicit and receive tax deductible donations.  
 
This provision will not of course apply if the brigade: 

› has not established a public fund; or 

› is participating in the NSW Rural Fire Service & Brigades Donations Fund (central public fund). 

 
However, the clause will remain in the Constitution in case the brigade wishes to establish a public fund 
in the future.  
 
The Australian Taxation Office (ATO) has approved the Constitution on YY/UU/MMMM as complying 
with the relevant legislation. Accordingly, individual brigades are not required to submit their 
Constitution to the ATO for further approval. 
 
The brigade can still receive gifts of money or property that will not be deductible contributions (as 
described in item 7 and 8 of the Table in section 30-15 of the Income Tax Assessment Act 1997, 
regardless of whether it has a public fund. 
 

9.1 Public Fund Management Committee 
 
As per Clause 10.8 of the constitution, the treasurer must be a member of the management committee 
and will be deemed to be a member when appointed as the treasurer. 
 
A responsible person is somebody who satisfies the ATO rules by having a degree of responsibility to 
the community as a whole. Examples include teachers, accountants or pharmacists. An officer in the 
RFS, (including group officers) will be considered as a responsible person by the ATO. 

Their role is to protect the public interest and ensure the fund meets the requirements necessary to 
operate as a public fund. 

As such, it is considered appropriate that the following brigade officers serve as a member of the Public 
Fund Management Committee; 

› Captain; and 

› president (if a single person has a dual role of captain/president, then the senior deputy captain). 
 
These officers will be deemed to be members of the Public Fund Management Committee when 
elected to those positions. 
 

 

Caution 

The ATO is ultimately responsible for determining whether a person is a ‘responsible 
person’. If you have concerns with meeting this requirement, you can contact the ATO to 
discuss the circumstances of your brigade on 1300 130 248. 

 

https://www.legislation.gov.au/Details/C2016C01061
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Caution 

In relation to the public fund, the provisions in the Constitution only apply to brigades which 
establish a Volunteer Fire and Emergency Public Fund for the receipt of tax deductable gift 
or donations. 

 

 

Safeguard  

The provisions relating to the public fund and the information in the Handbook have been 
developed to ensure the brigade operates legally within a very complex taxation legislative 
regime. 

 
References 

› Service Standard 2.1.14 Management of DGR Status for RFS Brigades 
 

  

https://www.myrfs.nsw.gov.au/DesktopModules/Bring2mind/DMX/Download.aspx?EntryId=16775&PortalId=0&DownloadMethod=attachment
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10 Miscellaneous  
 

10.1 Notices (Constitution clause 11) 
 
Any notice of meeting, agenda or other document which must be provided to a member may be:  

› delivered to the member personally; 

› posted by prepaid letter addressed to the last known place of residence, business or post office box 
number of the member; 

› sent by email or to an email address specified by the member, in correspondence to otherwise, as 
an address to which emails to the member may be sent; or  

› sent by facsimile transmission to a number specified by the member, in correspondence or 
otherwise, as a number to which facsimile transmissions to the member may be sent.  

 

 

Brigade Rule 

The brigade may make a brigade rule that varies the method by which members may be 
given notice of meetings, provided that any other method of giving notice gives not less than 
the required notice as specified in the constitution. 

 

 

Caution 

Members must notify the brigade of the most effective method of receiving notices that must 
be one of the methods outlined above or in the brigade rule.   

The brigade then has the obligation to reasonably meet the expectation of the members in 
providing the notice in that fashion. 

 

10.2 Brigades Rules (Constitution clause 12) 
 
The brigade may make a brigade rule in relation to the specific clauses in the Constitution that provide 
for the making of a brigade rule. The brigade cannot make brigade rules in relation to the other parts of 
the Constitution. 
 
Brigade rules must be consistent with the provisions of the: 

› Constitution; 

› Brigade Handbook;  

› Service Standards; and  

› any relevant district standard operating procedures (SOP). 
 

 

Action   

A copy of any motion to make or amend a brigade rule must be sent to each member in 
writing by a method specified in clause 11.1 of the Constitution, at least 21 days before the 
meeting at which the motion will be considered.  

A copy of the new or amended brigade rule must be sent to the district manager within 
seven days of the motion being passed.  

Brigade rules do not come into effect until approved by the district manager and posted on 
MyRFS by the district manager or a person authorised by the district manager.  

The district manager must cause a brigade rule to be posted to MyRFS within 21 days of 
the date on which they approve the rule.  
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Caution 

A brigade rule may only be made, repealed or amended if not less than 75 per cent of the 
ordinary members who are at the meeting vote in favour of the motion. 

 

 

Safeguard  

A brigade rule that appears on MyRFS is deemed to have been properly made in 
accordance with the constitution and not to have been amended or repealed. This ensures 
all members of the brigade have full access to the current version of the constitution and 
brigade rules.     

In the event that the brigade can demonstrate to the district manager that it does not have 
access to My RFS, the district manager will still post the items on the brigade’s behalf. 
However, if a brigade want a copy, the district manager, or his/her delegate, will supply 
members with the current brigade rules. 

The brigade should follow up the district manager if any of the reasonable time frames have 
not been met. However, until the brigade rules are approved and posted they cannot come 
into effect. 

 

Brigade Rule  
 
Brigade rule templates have been developed and may be used in the manner described for the 
following parts of the constitution: 
 
Rule No Title Constitution 

Clause 

1.  Establish categories of associate members 5.3.12 

2.  Establish Life Membership criteria 5.4.2 

3.  Transfer of Life Membership Awards when brigades merge 5.4.6 

4.  Quorum for AGM  6.1.5 

5.  Additional administrative officer's reports at AGM 6.1.9 (c) 

6.  Quorum for general meetings 6.2.6  

7.  Term of office for field and administrative officers 7.1.1 

8.  Process for nomination of field and administrative officers 7.1.2 (b) 

9.  Election by open ballot 7.1.5 

10.  Criteria for ordinary members to vote for field officers 7.1.15  

11.  Seniority of deputy captains 7.1.16 

12.  Additional administrative officer positions 7.1.21 

13.  Criteria for ordinary members to vote for administrative officers 7.1.13 

14.  Additional executive committee members 8.1.2 
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15.  Quorum for executive committee meetings 8.3.4 

16.  Officers authorised to sign/authorise payments out of brigade accounts 9.4.4 (b) 

17.  Variation of method for giving notice 11.3 

 
10.3 Brigade Standing Orders (Constitution clause 13) 

 
The brigade may make brigade standing orders provided that they are consistent with the provisions of 
the: 

› Constitution; 

› Brigade Handbook;  

› Service Standards; and  

› any relevant district SOP. 
 
A standing order may assist brigades in setting out the manner and way that many day to day tasks are 
put into effect.   
 
Examples include:  

› maintenance rosters;  

› on call or standby arrangements; 

› protocols arround the station, including custody of keys and acess to equipment; 

› protocols for business use of equipment; and 

› creation and operation of operations workgroup (or other workgroup types). 
 

A standing order template must be used to to describe the issue and procedure/protocol.  
 

 

Action   

A copy of any motion to make or amend a brigade standing order must be sent to each 
member in writing by a method specified in clause 11.1 of the Constitution at least 21 days 
before the meeting at which the motion will be considered.   

 

 

Caution 

A brigade standing order may only be made, repealed or amended if not less than 50 per 
cent of the ordinary members who are at the meeting vote in favour of the motion.  

 

 

Caution 

In the transition from the old Constitution to the new Constitution the brigade must ensure it 
reviews any existing standing orders or brigade rules to ensure compliance with the new 
constitution. If in any doubt, please refer to the district manager.  
Any previuos rules or standing orders (however described) will be deemed to have lapsed if 
not adopted in accordance with the provisions of the new Constitution. 
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Safeguard  

If in the opinion of the district manager a brigade standing order is not appropriate, for any 
reason, he or she may direct the brigade to amend, alter or rescind that brigade standing 
order.   

 

11 Disciplinary Action (Constitution clause 14) 
 
Disciplinary action may be taken against an officer or a member of the brigade by a disciplinary panel 
established in accordance with the provisions of Service Standard 1.1.2 - Discipline or discipline 
delegate. 
 
Further information in relation to brigade grievance and discipline procedures can be found in the 
Service Standards.   
 
References 

› Service Standard 1.1.2 Discipline  

› Service Standard 1.1.3 Grievances 

› Service Standard 1.1.7 Code of Conduct 

› Service Standard 1.1.21 Stand Down and Removal from Membership  

› Clause 9 Rural Fires Regulation 2013 
 

12 Interpretation and Review of the Constitution (Constitution clause 15) 
 
Issues relating to the interpretation of the Constitution or a brigade rule which arise at any meeting of 
the brigade or the executive committee must be decided in the first instance by the chair person of the 
meeting.  
 
If a motion of a dissent in the ruling of the chair person is carried, the matter must be adjourned and the 
question referred to the district manager for determination.   
 
The district manager should be provided with the dissent motion and all other documentation, within 
seven days of the meeting. The district manager will have 21 days to make a ruling on the dissent 
motion and advise the brigade. The brigade can then take appropriate action to bring the matter before 
a meeting, in line with normal meeting procedures and notices. 
 
Brigades must review the Constitution annually and submit any proposals or suggested amendment in 
accordance with SOP 2.1.2-1 of the Service Standard. 
 
Any review request must have been put through a meeting of the brigade and considered and adopted 
by the members. The review must be submitted on the form provided in SOP2.1.1 Constitution Review 
Request Form. 
 

 

Caution 

A brigade, after reviewing the Constitution does not have to make a proposal or submission. 
It is only if the brigade finds something that, in its opionion needs to be brought to the 
attention of the Brigade Constitution Review Committee. 
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13 Disbandment (Constitution clause 16) 
 

 

Caution 

Prior to any decision to disband the brigade or close the public fund, the brigade should 
consider which procedure to follow: 

a. If the brigade does not have a public fund (as per Clause 10) it must follow the 

procedure in option 1 of this section; or  

b. if the brigade has a public fund (as per Clause 10) then it must follow the procedure 

in option 2 of this section. 

If in doubt, seek advice of the district manager. 

 
Option 1 – No public fund (as per Clause 10) 

If the brigade does not have a public fund and is considering closure or disbandment of the brigade, the 
brigade must: 

› follow the procedure outlined in Service Standard 2.1.1 Formation and Disbandment of Brigades and 
Groups of Brigades, and associated SOPs. 

 
Option 2 – Brigade has a public fund (as per Clause 10) 

If the brigade has a public fund and is considering closure of the fund or disbandment of the brigade, 

the brigade must: 

› follow the procedure as outlined in Service Standard 2.1.1 Formation and Disbandment of Brigades 
and Groups of Brigades, and associated SOPs, as well as clauses 16.4 to 16.8 of the Constitution. 

 
The Public Fund Management Committee must also be consulted and provide recommendations as to 
the transfer of the funds in the public fund account. 
 
These recommendations from the Public Fund Management Committee must go before a general 
meeting for the brigade to consider. 
 
If the brigade is disbanded and/or the public fund associated with the brigade is wound up; or if the 
brigade loses its endorsement to operate the public fund the following steps must be taken. 
 

› Any property remaining after the payment of all the expenses and liabilities and/or any surplus 
assets of the public fund must be transferred to one or more rural fire brigades or funds, authorities, 
or institutions with similar aims and purposes to those of the brigade, that are deductable gift 
recipients. 

› In deciding which entity with similar aims and purposes that are DGR status to which the remaining 
property should be transferred, the brigade must take into account the requirements of any relevant 
Service Standards, namely 2.1.1 Formation & Disbandment of Brigades and Group of Brigades and 
2.1.14 Management of Deductible Gift Recipient Status for RFS Brigades. 

› If at the time of disbandment, no rural fire brigade is endorsed by the Commissioner of Taxation as a 
deductable gift recipient, any property remaining must be transferred to another fund, authority or 
institution that is endorsed as a deductable gift recipient.  

› Where a brigade has merged with another rural fire brigade, any monies or other assets (property) 
held by the brigade other than in the public fund must be transferred to the new or continuing 
brigade.  

› If the brigade is disbanded other than by way of a merger and the brigade has not chosen a 
beneficiary, the district manager must decide which brigade or brigades should receive any 
remaining funds or assets.  
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Action   

A copy of any motion to disband or wind up the public fund must be sent to each member in 
writing by a method specified in clause 11.1 of the Constitution at least 21 days before the 
meeting at which the motion will be considered.   

The motion to disband or wind up the public fund, if agreed by the brigade by not less that 
75 per cent of the members elegible to vote, must be made to the district manager for 
consideration, within seven days of the meeting. 
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14 Appendices 
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14.1 Appendix A - Membership 
 
 
 
Topics Covered  
 

Managing Brigade Membership  

› Membership Types  

› Membership Sub Types Explained  

› Operational  

› Operational Support  

› Administration  

› Reserve  

› Cadet  

› Community Fire Unit  

› Social  

› Auxiliary 

› Patron / Honorary  

› Membership Management  

› How to monitor and manage the Brigade Register  

› District Support Brigade & Multiple Support Group Structure  

› Flexible Membership  

› Why have flexible membership 

› Your Brigades relationship with the community  

› Your Brigade environment to successful membership  

› Recruitment  
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14.2 Managing Brigade Membership  
 

Managing the brigade membership is an important part to maintaining a healthy and vibrant brigade.  
Status in particular membership status is very important to some members and if managed well can be 
in itself a motivation tool.  
 

14.3 Membership Types 
 
The Brigade Constitution defines the following four membership classifications: 

› probationary; 

› ordinary; 

› associate; and 

› junior. 
 
All members should be consulted regarding their classifications to ensure it reflects their understanding 
of the role they have or aspire to within the in the brigade. Movement between classifications should be 
done in accordance with the Constitution provisions and is generally undertaken at a general meeting of 
the brigade.   
 
The RFS has developed membership sub types that further assist in the management of brigade 
members and typically represent the main function of the member within the brigade. The sub types 
can never capture all aspects of the functions and duties and is to be read so as to provide the best fit.  
 
A default sub type has been prescribed so that if no indication is provided the sub type can be still 
entered by the NSW RFS. The sub type should reflect the probable function they aspire to when first 
joining your brigade. 
 
The table below shows the four membership classifications, with the only sub types applicable. Not all 
membership sub types have to be used and typically most ordinary members will fit into sub types of 
operational, operational support or administrative. 
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Brigade Classification and Sub Types 

 

Membership  Classification Sub Types 

Probationary Operational* 

 
Operational Support  

 
Administration  

 
Reserve  

 
Cadet (Cadet RFB Only)  

 
Community Fire Unit + 

Ordinary Operational* 

  Operational Support  

  Administration  

 Reserve  

 Cadet (Cadet RFB Only) 

 Community Fire Unit + 

 Associate Social* 

  Auxiliary 

  Reserve 

  Community Fire Unit 

Junior  Cadet* 

  Operational Support 
 
*Denotes the default subtype to be used if none prescribed.  
+ Community Fire Unit is listed within Probationary and Ordinary where the Brigde seeks to have CFU members 

as part of the main brigade membership as opposed to associate.  
 

The movement between membership types has been described in the handbook in Chapter 3 (pg 11 -
19) 
 
Movement between sub types, within a member classification should only occur with the permission of 
the member. If contact with the member is not possible, the brigade should be able to provide to the 
district manager evidence that reasonable attempts have been made to contact the member and the 
reason for the change. The district manager or their delegate shall then write to the member to confirm 
the sub type change. 
 
The membership sub types are fixed for each member classification. For example, an Ordinary member 
cannot have a sub type of Social, as that sub type is only applicable to Associate members. 
 
As per Brigade Rule 11,(constitution clause 7.1.15 & 7.1.23)  sub types may also assist in the eligibility 
to vote for field and administrative officers. An example could be that the brigade determines that 
ordinary members, sub type ‘Reserve’ cannot vote for field and administrative officers. Further 
information has been described in the handbook in Chapter 5 (pg 27 – 31) 
 

14.4 Membership Sub Types Explained  
 

14.4.1 Operational 

› Members that have predominately fire fighting qualifications and/or recognised experience, and/or; 
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› Members that have obtained the minimal qualifications for their majority role in the brigade, as set 
out in the Service Standard 6.1.2 Qualifications for RFS members. 

› Includes members who are fire fighters and members who fulfil specialist roles or support roles. 

› Members who have been bestowed this membership sub type by resolution of brigade general 
meeting.  
 

Examples include; Firefighter, Air Base Operations, Field Communications, Catering and other 
members who fulfil a role that typically requires PPE to undertake the tasks allocated. 
 

14.4.2 Operational Support 

› Members who do not require fire fighting qualifications and/or recognised experience but fulfil equally 
important non fire fighting roles; 

› Members that have obtained the minimal qualifications for their majority role in the brigade, as set 
out in the Service Standard 6.1.2 Qualifications for RFS members. 

› Members who have been bestowed this membership sub type by resolution of brigade general 
meeting.  
 

Examples include Catering, Communications, Community Engagement, Chaplaincy and Junior 
Members PPE and/or uniform may be issued but not typically required to undertake the tasks allocated. 
 

14.4.3 Administration 

› Other important roles where PPE is not required and members do not participate in operations or in-
field activities 

› Members who have been bestowed this membership sub type by resolution of brigade general 
meeting.  

 
Examples include Brigade Administration Roles, Fundraising and Social Secretaries. PPE is not 
required but uniforms may be issued or acquired. 
 
 

 

Caution 

Where an Operational or Operational Support role also undertaken with any administrative 
role the higher subtype takes precedence. 
E.g. Operational Fire fighter performing the task of Brigade secretary then the Membership 
sub type of Operational will be applied.  

 

14.4.4 Reserve  

› A member whose participation is infrequent but they may still be available for operational or 
operational support roles during major incidents.   

› Members who for whatever reason cannot participate to their previous levels may ask to change this 
sub type to reserve.  It can also be used if members require a ‘leave of absence’ from the brigade. 

› Members that have obtained the minimal qualifications for their majority role in the brigade, as set 
out in the Service Standard 6.1.2 Qualifications for RFS members. 
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Caution 

A Reserve membership sub type is applied when a member seeks to take a lesser role or 
leave of absence from the brigade. A member cannot start at a reserve status but rather be 
placed in reserve following request by the member concerned or upon determination by the 
brigade at a brigade meeting.  
 
E.g. Bob is a Member Ordinary, Operational member of a rural brigade in regional NSW. 
Bob was accepted to the University of Sydney to study medicine for 5 years. Rather than 
resign from the brigade Bob takes a reserve status to allow continued membership and 
ability to assist with call outs when he returns periodically during university holidays.  

 

14.4.5 Cadet 

› A member of a dedicated Cadet Brigade who is aged 12 years to 18 years of age 

› Members that have obtained the minimal qualifications for their majority role in the brigade, as set 
out in the Service Standard 6.1.2 Qualifications for RFS members. 

› PPE and/or uniform may be issued 
 

14.4.6 Community Fire Unit 

› A Community Fire Unit (CFU) member. 

› A member who has obtained the minimal qualifications for their role, or otherwise specified within 
Service Standards relevant to Community Fire Units.  

› CFU PPE is required. 
 

14.4.7 Social 

› Involved only on a social basis and may contribute to brigade fundraising and promotion. 

› PPE is not required and members do not participate in operations or in-field activities  

› Members that have obtained the minimal qualifications for their majority role in the brigade, as set 
out in the Service Standard 6.1.2 Qualifications for RFS members. 

› Examples include fundraising, ticket selling, social activity planning & hosting 
 

14.4.8 Auxiliary 

› Involved only on an auxiliary basis and maybe called upon to assist in non-firefighting roles on a very 
ad hoc and likely infrequent basis. 

› PPE is not required and members do not participate in operations or in-field activities  

› Members that have obtained the minimal qualifications for their majority role in the brigade, as set 
out in the Service Standard 6.1.2 Qualifications for RFS members. 

› Examples may include assist assistance at catering, promotions, transport and occasional 
fundraising & ticket selling.   

› The difference between Social and Auxiliary is basically the time given to the brigade, with Social 
being more active than an auxiliary member. 

 
The following items are not a membership classification, nor a membership sub type. 
 

14.4.9 Patron/Honorary 

› They are not a member of a brigade 

› A ceremonial award only. 

› Conferred to people who are respected by the Brigade and wider community. 

› No PPE or uniform are to be provided and they cannot participate in any Brigade activities. 
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› They can be provided with some form of recognition from the brigade (Certificate, plaque etc) to 
show this honour that the brigade has bestowed. 

› The brigade may keep a separate register of this type of award recipients. 
 
 

14.5 Membership Management 
 

14.5.1 How to monitor and manage the Brigade Register 
 
The NSW RFS provides to brigades an electronic portal to manage their brigade registers and 
membership details of its members .All brigades should have access, through MyRFS to the 
membership register. If not, access can be gained through the local district office. 
The membership management provision within MyRFS allows for such features as: 

› Reports can be run on the various membership classifications and subtypes. 

› The membership classifications should be reviewed by the brigade on at least an annual basis and 
ideally prior to the AGM to ensure that the rights to votes/quorum etc are not problematic due to an 
incorrect classification or subtype. 
 

 

 

Caution 

Member’s classification and sub type should not be amended without the consent of 
the members concerned and only after a process that allows for the member to 
provide their view on the change.  

 
 

14.6 District Support Brigade & Multiple Support Group Structure  
 
Every District should consider if the various units, like Communications, Catering, Juniors etc should be 
constituted as a separate rural fire brigade (and therefore have a separate constitution) or as part of a 
district support brigade structure that incorporates the management of each of these units under one 
constitution. (constitution clause 17) 
 

14.6.1 Option 1:  (Stand Alone RFB with individual constitution)  
 
 
 
 
 
 
 
 
Each support function is created as a Rural Fire Brigade in its own right with indiv idual brigade 
constitutions. Each RFB has its own officer structure and operates separately to any other support 
brigade in existence within the district. 
 
 
 
 
 
 

Communications 

RFB   

Remote  
Area  
Fire fighting  

RFB  

Catering RFB

  

Bulk Water 

RFB 
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14.6.1.1 Option 2: (Single Support Brigade multiple sub groups)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In this option an overarching support brigade is established with individual sub groups formed within the 
support brigade.  
 
The District Manager may after having consulted with the members of the support brigade allow each 
sub group to operate as separate entities. In this case the District Manager shall appoint respective 
Captains, Senior Deputies and as many deputy captains as the group requires. The District Manager 
shall also determine the order of seniority of deputies.  
 
Each sub group shall have the following officers: 

› Senior Deputy Captain (this position is the senior operational leader of the sub group)  

› Deputy Captain (as many as needed)  

› Executive Officer (this position acts as a vice president for the sub group)  
 
Each sub group may also have other administrative officers as outlined within the constitution as would 
be the case for a normal operational brigade. (e.g sub group secretary, treasurer etc) It is important to 
note under Option 2 the support brigade is a whole comprising of the sub groups, as such only one 
Captain or President can preside.  
 
Careful consideration should be given to how the junior members are dealt with, with the 
recommendation that these are hosted by a district support brigade.   
 
All existing support type brigades and the District Manager will need to consider the best possible 
structure to host them, especially with the new model constitution.   
 
Cadet brigades within schools will need to talk to the district manager as all cadets will need to be 
members of the RFS and well as any teachers/leaders that may not be already. Therefore they all need 
to consider the flexibility of the constitution, membership types and subtypes and the ability to have 
additional administrative positions.  All people associated with these units must be members of the RFS 
and a brigade – with a standard constitution. 
  

Communications 
RFB   
 
XO 
SDC 
Multiple DC  
 

Remote  
Area  
Fire fighting  

RFB  

Catering RFB
  

Bulk Water 
RFB 

Support RFB    
Captain  
President   
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14.7 Flexible Membership 
 

The aim of flexible membership is to provide a better, more engaged and balanced system of 
membership, whereby our communities become better protected against fires and other emergencies. 

The flexible membership model is a set of inter-related initiatives, intended to evolve and improve over 
time. The model suggests the next steps our organisation might seek to take to better protect our 
communities in the future. 

The key aims of flexible membership are: 

› to attract a wider variety and greater number of valuable members; 

› to retain the right people more effectively; 

› to provide many and varied pathways of involvement and advancement within the service; 

› to better reflect the profile of our communities; and 

› to place equal value on all membership roles. 
 
Flexible membership can be adapted to accommodate the distinct characteristics and needs of 
individual brigades and districts. The best model for flexible membership is one that encourages 
innovation and creativity across all levels of the RFS and is supported by an improved training system 
which enables these innovations to be shared across the whole organisation. 

Firefighting has always tended to hold ‘centre-stage’ in the NSW RFS. There is no question that 
firefighting can be dangerous and often firefighters attend incidents at all hours of the day and night. 
While not diminishing their role in any way, other roles within the NSW RFS also need to be equally 
valued and promoted.  
 
Members should never feel they are ‘second-rate’ if they are not firefighters. Achieving this is not 
merely about changing the ‘image’ of other roles, but about accurately reflecting the real value of all 
roles within the NSW RFS. 
 
Part of this involves a re-centering of the organisation away from ‘firefighting’ to ‘fire protection and 
emergency management’. Activities like hazard management, development control, member training, 
community education, community engagement, communications, catering, pre-incident planning, 
logistics and a host of other functions play vital roles in protecting the community from fire.  
 
Flexible membership opens up even more options, but it will be inhibited if people (consciously or 
otherwise) promote the notion that ‘only firefighting really matters’. 
 
 
 
 

14.7.1 Why have flexible membership 

A recognition about the need for flexible membership has been growing in the NSW RFS for some time. 

Without it, many believe the organisation will slowly become less relevant, lose members and perhaps 

even wither away in places.  

 

Flexible membership is seen as a key way in which the NSW RFS can be transformed so it retains all of 

its current vibrancy while developing new and interesting options for its members to serve the 

community even better. 
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14.7.2 Your Brigades relationship with the Community 

Reflect on your brigade’s relationship with the broader community. Is your brigade well-known and held 

in high regard? If yes, it will probably be much easier to engage and involve community members. 

If your brigade is somewhat detached from the broader community suggestions on how to improve 

community engagement might include: 

› Holding an information day, BBQ or some other informal event where community groups can meet 
your members, learn about the brigade and its different roles. 

› Asking other community groups for the opportunity to meet and talk with their members about things 
like fire prevention and suppression. 

› Participating in the NSW RFS Open Day. 
 

14.7.3 Your Brigade environment to successful membership  

Is your brigade environment welcoming to new members?  One of the most common reasons people 

leave the NSW RFS is ‘brigade politics’ and disharmony so it is important to try and minimise this  type 

of behaviour. 

Even if your brigade environment is harmonious, remember that it can sometimes be difficult for a 

newcomer to feel welcome in a group that has worked, socialised and known each other for a long 

time.  Ultimately, we need to remember there are lots of different organisations looking for volunteers; if 

a new member is made to feel unwelcome, they will simply choose to volunteer their time with another 

organisation. 

 

14.7.4 Recruitment 

Think about the roles that are needed in your brigade’s area before embarking on any type of 

recruitment drive, this will help clarify the requirements of your area 

Examples: 

› If your brigade is looking for Community Education Officers you might like to approach members of 
the community that work in the education or training industry.  

› If you have discrete aboriginal communities in your area, consider how you might appoach and 
engage members of that community.  The NSW RFS Online Aboriginal Resource Kit might be a 
useful tool in this regard. 

 

Additional information on flexible membership as well as brigade recruitment and retention can 

be found by clicking here, or contacting your local District Office for a copy of the NSW RFS 
Volunteer Recruitment and Retention Kit.  
 
  

https://www.myrfs.nsw.gov.au/InfoAbout/Membership/AboriginalCulturalAwareness.aspx
file:///C:/Users/jasonh/Downloads/Flexible%20Membership%20Model.pdf
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15 APPENDIX B - MEETINGS  
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16 Managing Brigade Meetings 
 

Volunteers typically do not join the RFS to attend meetings but rather to get involved in the key aims of 
the brigade and undertake services to the community for their protection.  
 
Volunteer members cannot be required to attend a meeting, like salaried members can, so it needs to 
be worth their while to participate. Brigade meetings should be focused, entertaining and productive to 
maximise participation and the meeting effectiveness 
 
Every brigade is different and there is no one size fits all approach to conducting meetings. This 
handbook seeks to assist brigades by providing best practice and advice.  
 
A brigade meeting is a forum for: 

› giving information to members; 

› members to have input into the direction of their brigade; 

› members to discuss issues with their elected officers; 

› office holders to report their activities to members; and 

› members to elect their office bearers. 
 
Other reasons for holding a meeting could include: 

› to gain the agreement of the group and make a decision; 

› to work out a problem; 

› to discuss a strategy or work plan (fire or other brigade activity); or  

› to make a decision about a new membership application or other matter related to membership. 
 
 

16.1 Types of Brigade Meetings 
 
Different types of meetings of brigade members or officers will be required from time to time to enable 
the operations and business activities of the brigade to be planned and managed, thus supporting the 
effective and coordinated delivery of services to the community. Formal (and usually regular or 
scheduled) meetings include the Annual General Meeting (AGM) and a General/Special General 
Meeting (GM). 
 
Other events and brigade gatherings may be: 

› brigade operational exercises; 

› training days/event; 

› operational workshops; 

› operational meetings; 

› meetings of the brigade executive; or 

› meetings with NSW RFS District Management. 
 

16.2 Timings of Meetings  
 
Timing of your brigade meeting should be selected to ensure the most number of required members are 
able to attend. Think about the time allocated to each agenda item so that the discussion: 

› is able to address the item; 

› does not waste the time of the participants; and  

› does not impact other items on the agenda 
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The AGM should be planned with plenty of lead time to allow the brigade:  

› to meet requirements for election of officers; 

› to coordinate with the district office for the production of ID cards and posting of brigade officer 
details to MyRFS; and 

› ensure continuity of service to the community 
 

16.3 Notice of Meetings and Notice of Motion 
 
A notice of meeting is a written notice that a meeting is going to take place at a specified time. A notice 
of motion is a notice, given by a member of the organisation that proposes some decision or action be 
discussed and voted on at the meeting.  
 
The Constitution specifies minimum timeframes that brigade members need to be provided to ensure 
that the meeting held is constitutional. For AGM’s this is outlined in clause 6.1.3 of the Constitution and 
consists of a 21 day notice period. For general meetings this notice period is reduced to seven days 
(clause 6.2.3) 
 
To assist with reducing the burden of notifications for regular meeting of the brigade, (except the AGM) 
the brigade may create a brigade rule to give bulk notifications. For example a brigade may provide 
notice in the form of an annual calendar with standard agenda as long as the date time and place 
remains constant. (e.g. Third Monday of the month, commencing 1800 Hrs at Brigade Station) It is 
courtesy then to just simply send a reminder seven days before the meeting. Reminders can be sent to 
brigade members by any means agreed to by the brigade.  
 

16.4 Meeting Papers  
 
Brigade meeting papers (e.g. previous minutes, notice of motions, financial reports etc) may be 
distributed as printed copies or by electronic means. Where it is appropriate and accepted by the 
brigade and individual members, consider the use of options such as: 

› email; 

› closed groups on social media; 

› text messages on mobile phones; and  

› the brigade web site. 
 

It is important to ensure compliance to the Constitution that whatever method selected for the 
distribution of the papers is selected that all brigade members have access to such medium.  
 

16.5 Calling a Special Meeting  
 

The brigade Constitution allows for the calling of a special meeting of the brigade in addition to any 
agreed regular meeting program. There are two ways in which a special meeting can be called:  

› the president or secretary may call a general meeting of the brigade at any time; or  

› the secretary must call a general meeting of the brigade within 21 days after been asked to do so by 
no less than five members.  
 

Notwithstanding the two triggers to call a special general meeting above, the required notice must still 
be given to the membership with an agenda and any motion to be discussed.  
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16.6 Operational Workshops / Meetings 
 

The captain can call an operational workshop at any time, provided the necessary notice is given to the 
members.  The operational workshop shall be predominantly about ensuring that the brigade can 
prepare, respond and recover from operational incidents.   
 
Typically the workshop will be about procedures, protocols, training and exercising and information 
sharing – the workshop shall not make decision (unless they are operational directions from the 
captain) on behalf of the brigade. Any matter that needs to be bought before the brigade should be 
done so at the next meeting in the normal fashion.  
 
The intention is that the captain, as the operational head of the brigade, should be able to ensure that 
the brigade can undertake its operational responsibilities and functions. An operational workshop / 
meeting is not a constitutional meeting.  
 
Notice of such workshop / meeting should be at least seven days unless an operational imperative 
requires a shorter timeframe. However, the intention is that all members are given the same opportunity 
to attend and the operational meeting is not called to exclude certain ordinary members.  
 

16.7 Roles of Brigade Officers at Meetings  
 
Brigade officers play an important role in the conduct of any brigade meeting, however on this occasion 
the administration office holders of president, secretary and treasurer play especially important roles. 
 

16.7.1 Brigade President  
 
The brigade president is principally responsible for the oversight of the day to day administrative 
running of the brigade. During meetings the president resides as the chair person. When conducting 
meetings of the brigade the president also performs the following tasks: 

› approves the agenda and any meeting notices; 

› keeps order and ensures the meeting is conducted in a professional and courteous manner; 

› signs a copy of the minutes once confirmed by the meeting to be a true and accurate record;  

› may vote on any motion and in the event of a tied vote; vote a second time to break the deadlock; 

› facilitates and chairs all brigade meetings; 

› act as facilitator for brigade activities and represent the brigade member views;  

› ensure all planning, budgeting and finance is in accordance with the wishes of the membership’ 

› facilitate issues management, dispute resolution and grievance management in accordance with 
relevant standards;  

› provides leadership and guidance to other administrative office holders within the brigade, and 

› works closely with the brigade Captain to work as a team to deliver rural fire services to the 
community  

 
 
16.7.2 Brigade Secretary 
 
The brigade secretary forms part of a brigades executive team. This position is responsible for ensuring 
meetings are effectively organised and minuted, maintaining brigade records, managing incoming and 
outgoing correspondence, and bringing matters to the attention of the brigade and brigade executive. 
The secretary is a key link between the RFS, local district office and the brigade.  
The brigade secretary typical duties include: 

› organising and scheduling brigade meetings, including preparation of meeting agendas, venues and 
issuing notifications; 
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› taking minutes of meetings and maintaining copies for records; 

› liaison with the local district office in regard to incoming and outgoing correspondence; 

› calling for and management of nominations for any AGM in accordance with the constitution; and  

› ensuring that the brigade’s membership register is correct and assisting brigade members in keeping 
their membership records up to date 
 

16.7.3 Brigade Treasurer  
 
The brigade treasurer forms part of the brigade executive team. The brigade treasurer oversees all 
aspects of the brigade’s financial management, working closely with other members of the executive 
team and the brigade membership.  
 
The typical duties of the brigade treasurer include: 

› monitor brigades finances and accounts carefully; 

› manage the brigade bank accounts in conjunction with the other executive members and in 
accordance with the constitution;  

› coordinate and report on any Taxation requirements such as GST or DGR requirements;  

› maintain an accurate brigade ledger ensuring to record all incoming and outgoing income and 
expenditure; 

› report regularly at brigade meetings the financial position of the brigade; 

› oversee and ensure receipts issued for all received funds including donations; 

› produce annually the financial reports of the brigade and submit to the AGM; and   

› arrange and have conducted the annual financial audit of the brigades accounts  
 
Further information on the role guidelines of brigade officers can be found within Section 4 of 
the NSW RFS Volunteer recruitment and retention kit.  
 
 

16.8 Brigade Templates for Agendas, Minutes, Reports. 
 

The One RFS Tool Kit gives NSW RFS members consistency in communications and engagement 

activities and materials. It includes a suite of templates and useful resources to assist our members and 
ultimately benefit the broader community. It also aligns with corporate messaging and branding. 

Members can just drop their information in a consistent RFS template without needing to work out the 
design. Members can also share and use approved content in their communications and engagement 
activities. 

The toolkit includes formats for agenda’s, minutes, file notes, reports and much more. 

Also included in this Handbook is some populated agenda’s, minutes (General and AGM), ready to use. 

› https://www.myrfs.nsw.gov.au/Resources/OneNSWRFSToolKit.aspx 
 
 
 
 
 
 
 
 
 

https://www.myrfs.nsw.gov.au/Resources/OneNSWRFSToolKit.aspx
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16.8.1 Standard Brigade Meeting Agenda  
 

The NSW RFS has prepared a standard meeting agenda for brigades to use. The standard agenda 
shown here satisfies the requirements of 6.5.2 of the constitution. Compliance with this requirement 
ensures the brigade is in keeping with the requirements of the Work Health Safety legislation. Brigades 
may add to the standard agenda but should not remove any of the items listed.  
 
A completed example of the standard agenda for a general meeting is seen in Figure 11.5.1A 
A completed example of the standard agenda for a AGM is seen in Figure 11.5.1B 
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FIGURE 11.5.1A  

GEORGE RURAL FIRE BRIGADE 

GENERAL MEETING 

NOTICE/AGENDA 

Meeting: General meeting No 3/2016 

Convened by: President or Secretary <insert name of that officer> 

Attendees: All brigade members – as per attached list 

Location: George Station – 121 Kogarah St, Saintsville NSW 2010 

Date and time: 6.pm, 20 April 2016 

Apologies: N Provan, B Beath, C Young 

Minutes by: Secretary B Blogs  

 

17 General Meeting Notice /Agenda Example  
 
Table 1: Agenda items 

No. Agenda item Responsible Time 

1 Meeting Opened Chairperson  

2 Apologies Chairperson  

3 
Confirmation of previous minutes.  

- Meeting No 2/2016 (March 2016) 
Chairperson  

4 
Business arising from previous minutes  

- Meeting No 2/2016 (March 2016) 
Chairperson  

5 Correspondence In / Out  Chairperson  

6 Executive Committee Minutes (if applicable) Captain  

7 Business Arising out of Executive Committee Report President  

8 Captains Report Captain  

9 Treasurers Report Treasurer  

10 Other Officer Reports    

11 

Work, Health & Safety 

- Risk Register Review 

- Work, Health & Safety Report 

- Work, Health & Safety Issues 

Captain  

12 General Business items   

12a) Membership Acceptance    

12b) Member Ship Status Changes    

12c) Other Business    

13 Next meeting details Chairperson  

14 Meeting Closed Chairperson  

Notes;  
Notice to members of general meeting is at least 7 days, Annual General Meetings is at least 21 days. 
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FIGURE 11.5.1B 

GEORGE RURAL FIRE BRIGADE 

ANNUAL GENERAL BRIGADE MEETING 

NOTICE/AGENDA 

Meeting: Annual General Meeting 2016 

Convened by: President Mr Blogs  

Attendees: Brigade Members as per attached sign on register  

Location: George Station – 121 Kograh St, Saintsville NSW 2010 

Date and time: 1800 30 March 2016  

Apologies: J Smith, C Young  

Minutes by: Secretary B Blogs  

 

18 Annual General Meeting Notice / Agenda Example  
 
Table 2: Agenda items 

No. Agenda item Responsible Time 

1 Meeting Opened Chairperson  

2 
Determination if Quorum achieved (15% of Ordinary 
members) and meeting can proceed. 

Chairperson  

3 
Declaration of members who have proxy votes (max of 
two). 

Secretary  

4 Apologies Chairperson  

5 
Confirmation of previous AGM minutes.  

- Meeting No & Date 
Chairperson  

6 
Business arising from previous AGM minutes  

- Meeting No & Date 
Chairperson  

7 Captains Report Captain  

8 

Treasurers Report 

5a) - Financial Statement 

5b) - Auditors Report 

Treasurer  

9 Administrative Officer Reports  Various   

10 Appointment of returning officer for election Chairperson  

11 Election of Captain Returning Officer  

12 Election of Senior Deputy Captain Returning Officer  

13 Election on the No of Deputy Captains positions  Returning Officer  

14 Election of Deputy Captains Returning Officer  

15 Determination of Seniority of Deputy Captains  Returning Officer  

16 Election of President Returning Officer  

17 Election of Secretary Returning Officer  

18 Election of Treasurer Returning Officer  

19 Election of Other Administrative Positions Returning Officer  
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20 Appointment of Brigade Auditor Returning Officer  

21 Set a Brigade subscription fee Returning Officer  

22 

Other AGM Business 

<E.g Vote on any Life Member Award nominations 

Brigade Rule Amendments> 

Chairperson  

23 
Review of Constitution – as per Clause 14.2. 

<insert specific issue for discussion> 
Chairperson  

24 Next meeting details Chairperson  

25 Meeting Closed Chairperson  
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18.1 Conducting a Brigade Meeting  
 
The following are tips and tricks for conducting a brigade meeting. These tips are provided to assist 
brigades where needed, if your current way to run your brigade meetings works and the members are 
happy then feel free to continue.  
  

18.1.1 Tips for Chairing the Meeting 
 
Brigade meetings should seek to be conducted and facilitated by the chair person in a manner which: 

› ensures an orderly progression of discussion; 

› ensures that business is handled consistently;  

› enables all members to participate equally; and 

› protects the brigade and its members from abuse or mistreatment. 
 

18.1.2 Recommended Meeting Etiquette 
 

› Meetings will, subject to the presence of a quorum, start at the time set out on the notice, and will, 
subject to the discretion of the meeting, continue until all business on the agenda is disposed of. 

› If no quorum is present within 30 minutes of the starting time set out on the notice, the meeting will 
lapse, and, subject to any resolution previously passed in accordance with the Constitution, the 
president shall fix the time of the next meeting in accordance with the Constitution.  

› All business on the agenda of the lapsed meeting will be included on the agenda of the next meeting 
and will take precedence over new business. 

› Any member desiring to speak at brigade meetings must raise their hand and when called upon by 
the chair, will address the chair. If two or more members rise simultaneously, the chair will call upon 
the member who first caught the eye of the chair. 

 

18.1.3 Managing the Flow and Control of the Meeting 
 
Once the meeting has begun, it is the responsibility of the chair to keep it moving and focused.  
Here are some general tips for accomplishing this: 

› start on time, even if people are late. If you wait until the last person arrives, you train people to be 
late; 

› briefly state what the meeting is about; 

› if you have passed out an agenda, be sure everyone follows it so that you accomplish your 
objectives; 

› if discussion is not productive or is slow on a topic and a decision is not being made, interject and 
say something like, "For the sake of the meeting, we need to make a decision or take the discuss ion 
offline”; 

› if it is apparent that something cannot be resolved, determine what will be necessary to resolve it in 
the future and agree the actions required; 

› be firm if the discussion gets sidetracked and suggest that the matters not relevant to the subject be 
discussed at another time; 

› summarise any actions and confirm the agreement of the people responsible; 

› schedule the next meeting at the end of the current one (if required); and  

› thank the members for their attendance and participation. 
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18.1.4 Disturbances at Meetings 
 
A chair person can minimise the chance of disturbances by:  

› opening the meeting by reminding people that each will be given the opportunity to speak;  

› introducing good humour into proceedings to reduce tensions;  

› giving attention to the seating arrangement; and  

› reminding the meeting of the need to comply with the previously agreed schedule.  
 
Adherence to good meeting procedures will generally hold off most disturbances, however there are 
some avenues open to deal with disturbances when they eventuate remedies available include:  

› placating the person, for example, by indicating that they can speak later etc;  

› ordering a short adjournment; 

› “naming” the individual (that is have their name recorded in the minutes); and  

› seeking a motion that the person either not be heard or be removed from the meeting.  
 
Naming is a useful tool if the Chair is well supported by other officer bearers.  If the Chair names an 
offending individual, another office bearer or member would generally request the offending member to 
apologise. If such an apology is not forthcoming, then the officer may move for the removal of the 
member for either the duration of the meeting or for the period of the matter being under debate.  
 
18.1.5 Motions 

 

18.1.6 Notice of Motion 
This is the opportunity for members to lodge any matters they want debated at the next meeting.  
No debate will be entered into. The secretary simply notes it in the minutes as an item to be placed on 
the agenda for the next meeting. 

 

18.1.6.1 Moving a Motion  

Motions are the mechanisms by which the brigade formalises its decisions. A motion:  

› should commence with "That";  

› should be specific and unambiguous;  

› should not be worded in the first person;  

› where possible, should not contain more than one sentence;  

› may incorporate an explanation by way of preamble; and  

› may be in the negative.  
 
Once a motion is adopted it is known as a resolution.  A resolution may instruct members or officers of 
the brigade to carry out certain tasks, or it may set policy for the future operation of the brigade, or it 
may express the brigade’s opinion on a matter.  
 
The chair person should ensure that all motions are worded clearly and can be legally carried out by the 
brigade. The chair person may rule a motion out of order if the resolution is improper, illegal or contrary 
to the Act, Regulation, Constitution, Service Standards or District SOPs. The chair person should 
immediately seek a seconder for the motion, once the member moving the motion has spoken.  If no 
seconder comes forward, then the motion is ruled to “have lapsed for want of a seconder”.  
 
The chair person cannot propose or second a motion. If the mover or seconder of a motion seeks to 
withdraw, this can be done with the concurrence of the meeting.  
 
In a right of reply, the chair person should take great care to ensure that the mover raises no new 
matters. An effort to do so can be ruled out of order.  
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Prior to voting on the motion, it may be altered, providing both the proposer and seconder agree to do 
so.  
 
Any member who has not already participated in the debate may at any time, whether another speaker 
has the floor or not, move, "That the question now be put. ..” which if accepted by the chair person, will 
be put forward without any further amendment or debate.  
 
The chair person does have the discretion to accept or refuse the motion. The chair is also entitled to 
move "That the question now be put. .. " In either case, the mover of such motion will retain the right of 
reply. If an amendment is being considered by the chair, the closure motion will be deemed to close the 
debate on the amendment only. 
 

18.1.7 Debating a motion 

› The chair person will, as far as practicable, call on speakers for and against a motion or amendment 
alternately. 

› When an amendment is before the chair, discussion will be confined to that amendment. No further 
amendment will be proposed until the amendment before the chair has been disposed of. 

 

18.1.8 Order of Debate 
When a motion and amendments are moved, the following order should be followed when conducting 
the debate. If no amendment or only one amendment has been moved, simply delete the redundant 
steps. 
 

1. Mover of motion 
2. Seconder of motion 
3. Other speakers to the first amendment 

› Mover of first amendment 

› Seconder of first amendment 

› Other speakers to first amendment 

› Voting on first amendment 
4. Further speakers to the second amendment 
5. Mover of second amendment 
6. Seconder of second amendment 
7. Other speakers to second amendment 
8. Voting on second amendment 
9. Last amendments 
10. Mover of last amendment 
11. Seconder of last amendment 
12. Other speakers to last amendment 
13. Voting on last amendment 

 

18.1.9 Recision Motions 
 
A recision motion is the mechanism by which a brigade can overturn decisions of previous meetings. 
 
A recision motion would typically be worded: "That the resolution 'That the brigade spends $500 on a 
new hose roller' carried at the April general meeting, be rescinded".  
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18.1.10 Points of Order 
 
A point of order occurs when a member draws the attention of the chair to what they perceive as an 
irregularity in the course of the meeting. The point of order may address things such as the lack of a 
quorum, that a time limit has expired, or may be more involved with opinion such as that the speaker's 
remarks are irrelevant. 
 
It is important to note that contradictions, personal explanations, etc are not points of order, while 
breaches of the meetings conventions are. The point of order should be raised at the time of the alleged 
breach or issue. 
 
Any member may raise a point of order, which will take precedence over all other business, and which 
will be open to discussion. The point should be raised at the time the alleged irregularity occurred. An 
explanation or contradiction will not constitute a point of order.  
 
The point of order is raised by the member stating "Point of Order".  
 
Other speakers should cease at this time as the point of order takes precedence. The point of order is 
open to discussion before the chair rules on the matter, with speakers giving reason only as to why the 
point of order should be upheld or overruled. 
 
 Points of order should be recorded in the minutes along with how the chair ruled on them. 
The chair has complete discretion in ruling on a point of order while operating within the meeting 
regulations. Where issues still arise then the matter should be taken offline and referred to the District 
Manager or their delegate.  

 

18.2 Brigade Minutes and Minute Taking Techniques  
 
Minute taking and minute records are an important part of record keeping and maintaining a historical 
record for the brigade. The following is provided as a guide to assist brigade secretaries in taking and 
maintaining meeting minutes. An example general meeting minute can be seen in Figure 13.1 
 

18.2.1 Attendance Sheets  
 
As soon as everyone is in attendance distribute an attendance sheet that can be attached to the 
minutes as a record of those members attending the meeting. An attendance sheet can be a prepared 
template or simply a blank sheet of paper. 
 

18.2.2 Using the Minute Template (it’s there to help you)  
 
The RFS has developed a standard meeting template that brigades can use to record their meetings. If 
you follow the template you are ensured to capture the relevant information such as who moved and 
seconded any motion, any action items or reports provided to the brigade by its officers.  
 
Where written reports are supplied you can simply make reference to the written report and attach the 
document to the minutes.  
 

18.2.3 Recording Motions of the Meeting  
 
When recording a motion of the meeting this should be verbatim as it was put to the meeting by the 
motion proposer.  E.g. “I move we authorise the brigade treasurer to spend up to $1000 to purchase a 
new fridge for the station”. If the motion is amended then any amendment must to be recorded verbatim 
to allow the meeting to appreciate what has changed. Be sure to record the names of the members who 
moved and seconded the motion.  
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18.3 Meeting Discussion  
 
Generally meeting discussion is not recorded verbatim, but rather a series of points or short paragraphs 
that reflect the discussion and any outcome at the time. When discussion results in a motion then the 
motion is recorded as outlined above.  
 
E.g. Discussion was held in to the state of the Cat 1 following return to station recently having attended 
a number of fire calls. The Captain reminded all that is was the officer in charge of the appliance 
responsibility to ensure that the Cat 1 is stowed in an acceptable manner and re stocked. The Captain 
will send an email to all Deputies to remind them of this requirement.  
 
 

18.4 Meeting Minute Confirmation  
 
Meeting minutes are prepared following the meeting for confirmation at the next. As good practice 
minutes can be distributed to brigade members prior to the next meeting as to allow them opportunity to 
raise any matters that need clarification or amendment. This process allows the secretary to prepare for 
the next meeting make relevant changes and bring these to the attention of the meeting prior to 
confirmation of accuracy.  
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FIGURE 13.1 

GEORGE RURAL FIRE BRIGADE  

GENERAL MEETING MINUTES 

Meeting: General Meeting 2/2016 

Convened by: President  

Attendees: See attached attendance list  

Location: George RFB Station  

Date and time: 1800 30 March 2016  

Apologies: C Yorke, B Blogs  

Minutes by: Secretary J Smith  

  

19 General Meeting Agenda & Completed Minutes Example 
 

Ref 

No. 
Agenda item Responsible Time 

1 Meeting Opened Chairperson 1800 

 
 

2 Apologies Chairperson 

 C Yorke, B Blogs  

Moved by J Smith  Seconded By R Smith  

Result of motion Accepted  

 

3 Confirmation of previous minutes 30 April 2016 Chairperson 

 Minutes of 30 April 2016 accepted as a true and accurate record  

Moved by J Smith  Seconded By R Smith  

Result of motion Accepted  

 

4 Business arising from previous minutes 30 April 2016   

Ref No Item Description Actioned By Due Date Status 

3 

Sending of the Cat 1 for service in 
March. 

 

Captain  15 March  Complete  

Moved by B Knoble  Seconded By W Smith  

Result of motion Accepted  

 

5 Correspondence Chairperson Name 

Ref No Item Description Actioned By Due Date Status 

1 

Email from District Manager thanking 
brigade for taking Cat 1 to service 
centre. 

 

Secretary  n/a n/a 

2 Letter from ATO in regard to GST BAS  Secretary  1 April  Open  
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Moved by W Smith  Seconded By B Knoble  

Result of motion Accepted  

 
 

6 Executive Committee minutes 2 April 2016  

 
Minutes accepted as a true and accurate record 

Minutes attached  
 

Moved by D Dags  Seconded By W Smith  

Result of motion Accepted  

 
 

7 Business arising out of Executive Committee minutes Chairperson Name 

Ref No Item Description Actioned By Due Date Status 

 
NIL 

 
   

     

Moved by  Seconded By  

Result of motion  

 

8 Captains Report Captains Name 

 
(Captains report read aloud and attached to the minutes)  

Captains report noted 
 

Moved by D Dags Seconded By J Smith  

Result of motion Accepted  

 

9 Treasurers Report Treasurers Name 

 
(Treasurers report read aloud and attached to the minutes)  

Treasurers report noted 
 

Moved by J Smith  Seconded By W Smith  

Result of motion Accepted  

 

10 Training Officers Report  

 

› First Aid Course in May need to nominate 3 members  

› Chainsaw Course finished with 2 members certified  

› Rural Fire Driving this weekend will be using the brigade trucks 

Treasurers report noted 

 

Moved by J Smith  Seconded By D Blogs  

Result of motion Accepted  
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11 Work Health & Safety Report  

 

› Members were advised that a defect had been found with the chain 
brake on the chainsaw. This has been reported to the district office 
that will send the saw for repair.  

› Members were advised that snakes were seen in the vicinity of the 
brigade station and to approach with caution.  

WH& S report noted 

 

Moved by J Smith  Seconded By D Blogs  

Result of motion Accepted  

Ref No Item Description Actioned By Due Date Status 

 Risk Register Review    

 WH&S Issues    

1 Snakes  Captain   
Reported to 
FCC 

Moved by  Seconded By  

Result of motion  

 

12 Business Items Chairperson Name 

Ref No Item Description Actioned By Due Date Status 

12a) 

Payment of Brigade phone account to 
value of $100 

Payment of Brigade water account  to 
the value of $50 

Payment of Harvey Norman for TV 
stand to vlue of $500  

 

Treasurer   Approved  

Moved by J Smith  Seconded By S Smith  

Result of motion Accepted  

12b) 
Acceptance of James Blogs from 
Probationary Membership to Ordinary 
Membership Operational Status.  

Secretary   Approved  

Moved by J Smith  Seconded By W Smith  

Result of motion Accepted  

 

Next Meeting & 
Ref 

Date Start time Finish time Location 

4/2016 
30 April 
16 

1800  Brigade Station  
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 Agenda item Responsible Time 

14 Meeting Closed Chairperson <insert time> 

These Brigade minutes have been accepted as a true and accurate record on <insert date of 
subsequent meeting> 

Signed By Secretary Signed by President 

                                                                /    /                                                                             /    / 

 
 

Appendix 1 
 
Table 3: Action items 

Meeting Ref. 
No 

Item description Owner Due date Status 

     

     

 
Table 4: Documents referred to in the meeting 

Document title Author Version Date 

Captains Report     

Treasures Report     
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19.1 Records Management 
 
Maintaining brigade records such as meeting minutes and other documents is an important part to 
maintaining the history of the brigade and ensuring compliance to records legislation such as the State 
Records Act, and Government Information Public Access (GIPA) Act 2009.  
 
Members of a brigade have the right to access and view records such as meeting minutes and financial 
records.  Also the district manager, and other State and Federal entities such as the Australian Taxation 
Office (ATO) have rights to access and view brigade records. Information that must be restricted is 
limited to such records that contain personal and private information of the members.  
 
The brigade may from time to time be called upon by the district manager to produce certain records; 
this is in addition to the normal documents typically supplied to the local district. In such instanced the 
RFS may have received a GIPA application or a legal subpoena to produce certain documents or 
information. Having a good document storage system will assist the brigade when the need arises to 
search for information.  
 

19.1.1 Record Storage  
 
To satisfy the requirement of clause 6.5.1 of the Constitution, brigades are required to keep the 
following brigade documents as outlined below:  
 

Document Type  Storage Requirement  
Meeting Minutes  

› general meeting  

› executive meeting  

› annual general meeting   

MyRFS; 
 
OR where a brigade can demonstrate inability to use MyRFS in a 
manner approved by the district manager. 

All correspondence to and from 
the brigade  

In an electronic or paper based medium as approved by the district 
manager.  
 
In approving the district manager must give consideration to the 
storage location of such records e.g. Brigade Station or Off Site.  

Financial Records  

› bank statements  

› receipt books  

› invoices  

› tax documents  

In an electronic or paper based medium as approved by the district 
manager.  
 
In approving the District Manager must give consideration to the 
storage location of such records e.g. Brigade Station or Off Site.  

 
 

19.1.2 Record Retention Times  
 
It is not possible for a brigade to keep all records for ever and will at some point in time have a need to 
review the documents on hand and destroy those records that are no longer required.  
 
The table below is an extract from the record keeping rules issued by NSW State Records that should 
be applied by brigades in determining if a document needs to be retained longer or destroyed.  
 
Remember records form part of a brigades history and just because the document retention time has 
expired doesn’t mean that a brigade must destroy the record. If the record has historical value you are 
encouraged to retain it.  
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Document Retention and Disposal Guide  
 
Source; https://www.records.nsw.gov.au/recordkeeping/rules/retention-and-disposal-authorities/general-retention-and-disposal-

authorities/administrative-records-ga28/part-1-the-general-retention-and-disposal-authority/7.0.0-financial-management#7.1.0-accounting 

1.0.7 Records relating operational matters and issues concerning the 

administrative or general functions of the Brigade.  

Records include: 

 records of the establishment of any committees, its terms 

of reference, minutes  etc 

 records of nomination, appointment, resignation or 

termination of members 

 agenda and minutes 

 advice and briefing papers 

 submissions and reports 

 recommendations and resolutions 

 correspondence arising from business discussed or 

resolutions passed. 

 

Note: Retention period is a minimum only and organisations 

should carefully consider whether the nature of these records 

would require a longer retention period. 

Retain minimum of 5 

years after action 

completed, then destroy 
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APPENDIX C – FINANCIAL MATTERS  
 
 

 

Introduction     
Brigade Bank Accounts  
Chart of Accounts     

Managing Brigade Income   
Issue of Receipts     

Managing Brigade Expenditure 
Paying for Goods and Services    
Recording Expenditure     

Financial Reports     
Examples of Official Documentation    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

NSW RURAL FIRE SERVICE  81 of 81 

Financial Matters Appendix currently under development   


