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POLICIES

Reporting absence from duty

This instruction rescinds In Orders 1968/29, Sick leave, In Orders 1969/2, Sick leave - Station Officers, In Orders 1982/31, Lateness for duty, Absent without leave, and Members absent from roll call.
1.
Application

This instruction applies to permanent firefighters and officers.

Retained firefighters are covered by the Retained firefighters attendance protocol.  Administrative and technical support staff are covered by Section 6.2-3 of the NSW Government Personnel handbook.
2.
Notification of absence

If you are going to be late for duty, or if you are unable to report for duty, you must notify your supervisor, or arrange for your supervisor to be notified, as soon as possible of the reason for your absence.

You must notify your supervisor before the start of shift, preferably as soon as you realise you will be unable to report for duty.

If prior notice is not possible, you must notify your supervisor by telephone at the first opportunity on the day of absence.

3.
Supervisors’ responsibilities

If a member of your staff is absent, and they have not notified you of their absence, try to contact them by telephone to find out why they are absent.

If you cannot contact them, record them as being absent without leave and notify your Duty Commander or Manager.  If you have concerns for their welfare, contact your Zone Commander, Human Resources Manager or the Manager Operational Personnel.

When a staff member returns to duty after being absent without leave, contact them personally and check whether there are any underlying problems with which the NSWFB could assist, eg through the Employee Assistance Program, Chaplains, etc, noting that you must not request any specific information related to the nature of a firefighter’s illness or medical history.

Request a written explanation of their absence and discuss their options in relation to taking leave to cover their absence.  If they cannot show reasonable cause for their absence, they must take leave without pay.  Also remind them that sick leave or personal/carer’s leave must be supported by the required documentation.

Ensure that SAM is adjusted accordingly and your Duty Commander or Manager is notified of the outcome.  Forward the documentation through your chain of command to the Manager Operational Personnel.

Contact Officer:
Chief Superintendent Mal Connellan, Assistant Director Operational Personnel, (02) 9265 2869

File Reference:
NFB/03144

_____________________

Personal/carer’s leave

This instruction rescinds In Orders 2001/23, Personal/carer’s leave - Retained Firefighters, and In Orders 2001/24, Personal/carer’s leave - Permanent Firefighters.

1.
Application

This policy applies to permanent and retained firefighters and officers applying for personal/carer’s leave under Clause 22 of the Crown Employees (NSW Fire Brigades Permanent Firefighting Staff) Award 2008 or Clause 15 of the Crown Employees (NSW Fire Brigades Retained Firefighting Staff) Award 2008.

2.
Purpose of personal/carer’s leave

The purpose of personal/carer’s leave is to enable a primary carer to provide care and support to a spouse, partner, child or relative who is a member of the same household, as defined by the relevant award, when they are ill.

You cannot use personal/carer’s leave for childcare.  It is only applicable where you are caring for a family member who is ill and you are the primary carer.  For example, if your spouse or partner is away and you have to stay home to take care of your children, if they are not ill you are not entitled to use personal/carer’s leave, however you may apply to take other forms of available leave.

3.
Notice

If you are going to be late for duty, or if you are unable to report for duty, you must notify your supervisor, or arrange for your supervisor to be notified, as soon as possible of the reason for your absence.

You must provide the name of the person requiring care, their relationship to you, the reasons for taking the leave and the estimated length of absence.

You must notify your supervisor before the start of shift, preferably as soon as you realise you will be unable to report for duty.

If prior notice is not possible, you must notify your supervisor by telephone at the first opportunity on the day of absence.

4.
Supporting documentation

You must provide either a medical certificate issued by a registered medical practitioner or a statutory declaration as supporting documentation for every case of personal/carer’s leave.

In the statutory declaration, you must clearly identify exactly who was ill and required your care and support.  You are not required to state the nature of the family member’s illness on either the medical certificate or statutory declaration.

Note:
A person who wilfully makes a false statement in a statutory declaration is guilty of an offence (see In Orders 2004/6, Statutory declarations).

Contact Officer:
Chief Superintendent Mal Connellan, Assistant Director Operational Personnel, (02) 9265 2869

File Reference:
CHO/02054

_____________________________

Off duty injuries

This instruction rescinds In Orders 1997/15, Off duty injuries.

1.
Application

This instruction applies to all permanent and retained firefighters and officers.

2.
Staff member responsibilities

If you have been on sick leave because of an off duty injury that is not subject to NMC provisions, you must submit a medical certificate that states the nature of the injury.

Submit the medical certificate in accordance with Section 3 of the instruction on Sick leave and personal/carer’s leave documentation below.

Contact Officer:
Chief Superintendent Mal Connellan, Assistant Director Operational Personnel, (02) 9265 2869

File Reference:
NFB/03144

_____________________________

Sick leave and personal/carer’s leave documentation

This instruction rescinds Consolidated In Orders, page 190, Resumption of duty following sick leave, and In Orders 1994/27 and 1990/17, Medical certificates, and In Orders1996/7, Sick leave absences without a medical certificate.
1.
Application

This policy applies to all permanent and retained firefighters and officers submitting medical certificates for sick leave, or medical certificates/statutory declarations for personal/carer’s leave or workers compensation matters.

2.
Certificates

A medical certificate issued by a registered medical practitioner is required as supporting documentation when a firefighter is absent on sick leave except in the circumstances outlined in Section 4, Sick leave without a medical certificate.  The medical certificate must indicate the nature of the illness or incapacity and its estimated duration.

3.
Process

To ensure confidentiality, medical certificates and statutory declarations should be submitted, with a Sick leave facsimile/coversheet, directly to the Health and Safety Branch nurses through the secure fax number (02) 9265 2681.

You must fill in all the relevant details on the front of the fax header and sign it.

The Station Commander or supervisor must also fill out their details on the fax header before it is faxed to the Health and Safety Branch.

Firefighters should retain the medical certificate/statutory declaration and fax header for their personal records.

4.
Sick leave without a medical certificate

Permanent firefighters and officers may take sick leave without providing a medical certificate in accordance with Clause 23.8 of the Crown Employees (NSW Fire Brigades Permanent Firefighting Staff) Award 2008.
These absences are known as unsupported sick leave absences and are subject to the following provisions:

23.8.1
Such absences may not exceed 3 separate occasions in any calendar year, where an ‘occasion’ shall be a shift or part of a shift (or in the case of Executive Officers, 3 separate days in any calendar year); and

23.8.2
Such absences may not be taken on consecutive days;

23.8.3
Such absences may not be taken on public holidays; and

23.8.4
Such absences may not be taken in relation to any matter that may be covered by workers’ compensation.

Unsupported sick leave absences can only be taken for an ordinary illness or off duty injury because our workers’ compensation insurer requires medical certificates for any workers’ compensation claim.

As far as is possible, you must tell your Station Commander or supervisor if you are taking an unsupported sick leave absence.

It is recognised that the situation could change depending on the circumstances.  For example, you might notify your Station Commander or supervisor that you will be taking an unsupported sick leave absence for one shift, but then have to take two or more consecutive shifts, in which case you will have to provide a medical certificate.  Conversely, you might anticipate having to take leave for several shifts, but are only absent for one shift or part of a shift and choose to take it as an unsupported sick leave absence.

If you take an unsupported sick leave absence, you must still complete a Sick leave facsimile/coversheet, tick the NMC box on the sheet (ie No Medical Certificate) and submit it in accordance with Section 3 above, even though no certificate is being supplied.

Station Commanders must also record the letters NMC in the Remarks column of the Permanent Staff Sick Leave Record in the Station Register.

5.
Failure to provide required sick leave documentation

Failure to provide timely notice of absence and the required supporting documentation will result in a breach of this policy and In Orders 2008/24, Attendance management permanent firefighters policy. Sick leave and personal/carer’s leave taken without the supporting documentation will be considered leave without pay.

Contact Officer:
Chief Superintendent Mal Connellan, Assistant Director Operational Personnel, (02) 9265 2869

File Reference:
NFB/03144

_______________________

Dental certificates

This instruction rescinds In Orders 1983/19, Sick leave (dental certificates).

Permanent and retained firefighters and officers may submit a dental certificate instead of a medical certificate for sick leave taken within 48 hours of the dental treatment.

The certificate must clearly state the date and time before which you should not resume duty.

If you are not fit for duty within 48 hours, you must provide a certificate from a registered medical practitioner to support the additional sick leave.

Contact Officer:
Chief Superintendent Mal Connellan, Assistant Director Operational Personnel, (02) 9265 2869

File Reference:
NFB/03144

PROCEDURE

Name badges protocol and supply

Introduction

Two types of name badges are now available:

Type 1
Pin type badge suitable for wearing with shirts and pullovers

Type 2
Slide type badge suitable for wearing with the new polar fleece jacket.

Each badge type is available in either red or blue depending on the rank of the requesting officer (red for Inspector and above).

Application

Name badges are part of NSWFB uniform. The pin type badge is to be worn above the right side shirt pocket, or applied to the pullover in the same location.

The polar fleece jacket badge has been designed to slide into the window pocket on the right breast area of the jacket.

The inscription on the name badges is now standardised to allow for the name and either the position or rank only to be depicted on the badge, for example:

JOHN SMITH

TRAINING MANAGER

or

JOHN SMITH

INSPECTOR

Requests to vary the standard layout must be submitted for approval to the Assistant Director Operational Logistics before placing an order.

Where an official position title is lengthy, the details of the position title may be extended to a third and final line. No name badge can be requested or issued where the detail of the text extends to more than three lines, as this defeats the purpose of the name badge, ie to be clear enough to identify the officer from a reasonable distance in public.

Supply

Name badges are available from Crusader Industries Pty Ltd, and the products have been listed on ESCAT.
Shirt Name Badges

Information:
Issued to all firefighters and non-operational staff

Rules

Charge Against:
512205

Order Method:
ISTV Zone Office, Zone Office order on SAP

Order Instructions:
Use Supplier Part Number

Order Authorisation:
Station Commander and above or Supervisor

	Type
	Supplier
	S/Part No
	UOI
	Cat No

	Name Badge Blue 
Pin Type Only
	CRU
	NBFBP BLUE
	Each
	02408

	Name Badge Red
Pin Type Only
	CRU
	NBFBP RED
	Each
	02410


Polar Fleece Badges

Information:
Issued to all firefighters and non-operational staff

Rules

Charge Against:
512205

Order Method:
ISTV Zone Office, Zone Office order on SAP

Order Instructions:
Use Supplier Part Number

Order Authorisation:
Station Commander and above or Supervisor

	Type
	Supplier
	S/Part No
	UOI
	
Cat No

	Name Badge Blue
Polar Fleece
	CRU
	NBFBNP BLUE
	Each
	07582

	Name Badge Red
Polar Fleece
	CRU
	NBFBNP RED
	Each
	07583


Contact Officers:
Chief Superintendent Gerry Byrne, Assistant Director Operational Logistics, (02) 9742 7136, or Andrew Biggs, Supply Officer, 
(02) 9742 7443

File Reference
SUP/00244

TRAINING

Firefighter contact details for OTEN

In a recent email broadcast by OTEN to enrolled firefighters, approximately one-third of the emails (60) were undeliverable due to incorrect email addresses.

The majority of OTEN training delivery and resource distribution is now online.  It is your responsibility to keep your personal details current.  This is one of the OTEN terms of enrolment to which you have agreed.

If you are currently enrolled with OTEN, please access your student account and check your contact details. Update any items which are out of date. 

Contact Officer:
Nick Anasson, Acting Deputy Manager Professional Development Unit, 
(02) 9318 4331

File Reference:
NFB/00227

GENERAL

Submission of AIRS and CARS Reports for 2009/10 Annual Report

The NSW Fire Brigades’ Annual Report to Parliament includes statistics on response and community safety activities delivered by each fire station. This information is compiled from AIRS and CARS reports submitted by stations, and indicates to Government and the community the NSWFB’s workload and its performance.

To make sure that your station responses are correctly reported in the Annual Report, AIRS Incident Reports, including Attendance Reports, and CARS Reports for the 2009/10 financial year should be entered on computer no later than 23 July 2010.

Reports submitted after that date cannot be included in the 2009/10 Annual Report. Any station with AIRS and CARS reports not submitted by the nominated date will be shown as having performed fewer than its actual number of activities.

Contact Officer:
Nick Nicolopoulos, Manager Strategic Information Unit, 
(02) 9265 2962

File Reference:
NFB/07386

___________________________

Camden Fire Station - change of telephone number

The telephone number for 248 Camden Fire Station has changed.  The new telephone number is (02) 4658 1688.

All other details remain the same.

Contact Officer:
Acting Superintendent Philip Lindsay, Acting Zone Commander Metropolitan South 3, (02) 9824 6256

File Reference:
STN/00248B

PERMANENT FIREFIGHTERS NOTICES

Appointments

The following appointment is subject to the provisions of the Government and Related Employees Appeal Tribunal Act 1980.  In some cases appointments may not be appealable.  The 21 day period for any appeal commences on the date of this In Order.

	Position


	No.
	Name
	Date of Decision

	Station Commander, Lithgow
	5571
	N Ford
	18 June 2010


Recruit Firefighters

The following Recruit Firefighters were appointed to the NSW Fire Brigades on 2 July 2010:

520779
N Cassidy

520937
S Brooks

521302
C Jobson

521360
J Williamson

900706
B Gaylard

900708
A Snape

900709
M Davies

900710
C Rochford

900711
S Muul

900712
A Reeson

900713
D Yager

900714
J Penny

900715
W Seymon

900716
I McDougall

900717
A Barnard

900718
D Jones

900719
M Frost

900720
M Bird

900721
A Bell

900722
D Rizzo 

Reappointment

7697 D Turner was reappointed to the NSW Fire Brigades at the rank of Qualified Firefighter on 25 June 2010.

Promotions

Station Officer Level 1 to Station Officer Level 2
4 July 2010

7608
I Dupen

8708
M Van Den Bout

7792
C Forster

7849
K Taylor

7771
Z Mehanna

7725
R Donohoe

6035
S Bear

7741
A Bickle

7790
G Conrick

7689
D Inskip

7775
B Shearer

7742
R Bramich

7817
R Lightfoot

7794
M Gibson

7813
T Leben

7679
M Vallance

7825
R Mason

7651
A Grimwood

7848
G Symonds

7779
D Agland

7828
R Moore

Firefighter Level 2 to Qualified Firefighter
6 July 2010

9216
A Gough

9217
D Williams

9218
B Buckingham

9219
A Young

9221
R Sullivan

9222
R Bailey

9223
A Bird

9224
M Kennedy

9225
J Kelly

9226
R Lawton

9227
P Broomfield

9228
B Agland

9229
S Kokkin

9230
P Taylor

9231
G Scott

9232
B Bevitt

9233
R Toms

9234
S Adams

Resignation

8821
Qualified Firefighter
A Gibson
24 June 2010

Retirements

4395
Station Officer
J Garner
8 July 2010

5996
Station Officer
J Arnolds
1 July 2010

6026
Station Officer
P Dippert
1 July 2010

7944
Senior Firefighter
V Selja
1 July 2010

RETAINED FIREFIGHTERS NOTICES

New members appointed to Brigades

900743
R Brien
Inverell
24 June 2010

900744
S Saunders
Inverell
24 June 2010

900745
N Colver
Tea Gardens
25 June 2010

900746
T Morton
Inverell
28 June 2010

900750
J Cowley
Inverell
29 June 2010

900747
R Cairnduff
Mittagong
30 June 2010

900741
A Cox
Tumbarumba
1 July 2010

900742
M Williams
Balranald
1 July 2010

900753
Y McLean
Unanderra
1 July 2010

900755
J French
Walgett
2 July 2010

900752
R Van Der Meer
Bowral
5 July 2010

900754
A Gordon
Kurri Kurri
5 July 2010

900757
R Mozzell
Inverell   
6 July 2010

Relinquishment of Rank

256052
RetF H Montgomery
Cobar
Deputy Captain
16 May 2010

Appointed to Ranks

461010
RetF G Grace
Thirroul
Deputy Captain
7 January 2010

521653
RetF L Scerri
Coraki
Deputy Captain
11 June 2010

These appointments are subject to the provisions of the Government and Related Employees Appeal Tribunal Act 1980.  The 21 day period for appeal commences from the date of this In Order.

Appointed as Engine Keepers

521245
RetF A Forbes
Bowral
14 June 2010

455025
RetF M Pilton
Telarah
1 July 2010

521014
RetF S Perry
Abermain
1 July 2010

These appointments are subject to the provisions of the Government and Related Employees Appeal Tribunal Act 1980.  The 21 day period for appeal commences from the date of this In Order.

Transfers

900302
RetF L Sweeney
Budgewoi         to
Wyoming
30 May 2010

521638
RetF J Whiteman
Swansea
Wyong
19 June 2010

521447
RetF D Piper
Singleton
Merewether
19 June 2010

900215
RetF T Swan
Brewarrina
Nambucca Heads
22 June 2010

900290 
RetF G Dodds
Riverstone
Coffs Harbour
26 June 2010

254066
RetF T Gill
Taree
Cessnock 
1 July 2010

Resignations

210027
RetF S Hamilton
Balgownie
16 April 2010

900053
RetF D Hamilton
Wyong
26 May 2010

520027
RetF I Buchanan
Uralla
30 May 2010

521017
RetF S Enright
Telarah
31 May 2010

521831
RetF M Enright
Telarah
31 May 2010

521793 
RetF M Eggleton
Wyong
7 June 2010

520888
RetF D Bagnell
Macksville
9 June 2010

900546
RetF R Freeman
Grafton
16 June 2010

900270
RetF T Condran
Urunga
17 June 2010

521046
RetF C Hartmann
Sawtell
17 June 2010

522117
RetF K Pascoe
Swansea
19 June 2010

522082
RetF M Cummings
Swansea
21 June 2010

520275
RetF J Lowe
Lismore
24 June 2010

900006
Ret F N Russell
Lambton
25 June 2010

522166
RetF A Churchill
Goulburn
26 June 2010

522010
RetF R Jeans
Camden
30 June 2010

521120
RetF T Wade
Wagga Wagga
30 June 2010

522046
RetF N Pearson
Moruya
30 June 2010

522328
RetF G Fairclough
Minmi
30 June 2010

340018
RetF J Hansen
Umina
30 June 2010

381036
RetF A Heffernan
Moree
30 June 2010

520937
RetF S Brooks
Umina
1 July 2010

521302
RetF C Jobson
Telarah
1 July 2010

520779
RetF N Cassidy
Wyoming
1 July 2010

521360 
RetF J Williamson
Orange
1 July 2010

900673
RetF C Davis 
Unanderra
1 July 2010

Correction

The notice of resignation of 521431 RetF G Pike in In Orders 2010/11 should have read:

521431 RetF G Pike
Moruya
1 June 2010

Transferred to Honorary List

210027
RetF S Hamilton
Balgownie
17 April 2010

340018
RetF J Hansen
Umina
1 July 2010


Greg Mullins AFSM


Commissioner


9 July 2010
9 July 2010
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