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POLICIES
Attendance management permanent firefighters’ policy
 
This instruction rescinds In Orders 1992/13 and 1992/30, Management Protocol for Absenteeism.
 
It results from a decision of a Full Bench of the Industrial Relations Commission.
Purpose
 
The purpose of this policy is to promote the health and well being of permanent firefighters by maximising attendance and effectively managing absences when they occur.
Policy statement
 
Managing attendance and reducing absenteeism are important goals for the NSW Fire Brigades: they form part of the Department’s commitment to the health, safety and well being of firefighters.  The NSW Fire Brigades has implemented a comprehensive range of preventative and support initiatives to maximise firefighter attendance.
 
Sick leave is provided for firefighters who are unable to attend work due to incapacity caused by ordinary illness or off duty injury, or to provide primary care and support (carer’s leave) for a person who is incapacitated due to illness or injury.
 
The granting of sick leave to firefighters is designed for the following purposes:
 
        foster recuperation;
 
        assist in rehabilitation;
 
        facilitate a timely return to work, consistent with medical advice; and,
 
        protect the health, safety and welfare of all people at work.
 
Sick leave is to be used in times of genuine illness or off duty injury.  It is not an alternative form of leave to be used at the discretion of the individual firefighter. Other leave types, such as consolidated leave, annual leave, long service leave and part change of shift arrangements, are available and can be used in circumstances where the use of sick leave is not appropriate.
Application
 
This policy applies to permanent firefighters up to and including the rank of Chief Superintendent.  This policy does not cover absences related to worker compensation matters.
Definition/key terms
 
	Term
	Definition

	Firefighter
	Firefighter refers to all permanent firefighters from Level 1 firefighter to Chief Superintendent

	Supervisor
	The firefighter’s immediate line manager

	Support Officer
	An officer nominated by the Executive Officer

	Executive Officer
	Superintendent  or above


 
Responsibilities
 
	Title
	Responsibilities

	Firefighters
	           Make every effort to maintain personal health and fitness.
           Cooperate with the NSW Fire Brigades in its efforts to ensure the health, safety and welfare of all people at work.
           Comply with the intent and provisions of this policy.
           Use sick leave entitlements only for their intended purposes.
           Notify supervisor of intent to take sick leave as early as possible.
           Provide and submit promptly supporting documentation appropriate to the category of sick leave taken.
           Make all reasonable efforts for a safe return to work as soon as possible, consistent with medical advice.

	Supervisors
	           Make every effort to maintain personal health and fitness.
           Cooperate with the NSW Fire Brigades in its efforts to ensure the health, safety and welfare of all people at work.
           Comply with the intent and provisions of this policy.
           Promote a positive workplace culture in response to sickness absence.
           Act as a role model by complying with the provisions of this policy.
           Advise firefighters of the intent and provisions of this policy.
           Ensure, as far as possible, that sick leave is used for its intended purposes.
           Instigate and maintain regular contact with firefighters who are absent on sick leave.
           Encourage firefighters to return to work as soon as possible, consistent with medical advice, by promoting available support services.

	Executive Officers
	           Fulfil their roles as firefighters and supervisors as outlined above.
           Develop, implement and monitor strategies for absence management.

	Directors
	           Champion attendance maximisation in their directorate by proactively fulfilling their obligations in relation to this policy.
           Regularly report to the Corporate Executive Group (CEG) on Directorate performance in managing absenteeism.


Maximising attendance
Preventative actions
 
The NSW Fire Brigades has implemented a comprehensive range of support initiatives to maximise firefighter attendance. These include health (medical) and fitness assessment services, rehabilitation case management and program implementation, health and lifestyle counselling, critical incident support, peers support, employee assistance programs and the services of the Chaplain.
Reporting absences
Reporting sick
 
A firefighter may be unable to report for duty due to incapacity caused by ordinary illness or off duty injury or because they are required to provide primary care and support for a dependent person (as defined in the Award) who is incapacitated due to illness or injury. In these circumstances the firefighter shall, as soon as possible, inform the supervisor in charge of the work location to which the firefighter is attached, or to which the firefighter is due to report, of such inability to report for duty. Such information must be provided prior to the commencement of the firefighter’s shift, preferably as soon as the firefighter realises that he/she will be unable to attend for duty.
Medical certificates
 
A medical certificate issued by a registered medical practitioner is required as supporting documentation when a firefighter is absent on sick leave. The medical certificate shall indicate the nature of the illness or incapacity and the estimated duration of the same.
 
Firefighters are entitled to unsupported sick leave absences where no medical certificate is required, subject to the following provisions.
 
        Absences may not exceed three separate occasions in any calendar year.
 
        Absences must not be taken on consecutive days.
 
        Absences may not be taken on public holidays.
 
        Absences may not be taken in relation to any matter that may be covered by workers compensation.
Personal/carer’s leave documents
 
Either a medical certificate issued by a registered medical practitioner or a Statutory Declaration is required as supporting documentation for all instances of personal/carer’s leave.
Failure to provide required sick leave documentation
 
Failure to provide timely notice of absence and the supporting documentation will result in a breach of this policy. Sick leave and personal/carer’s leave without the supporting documentation will be considered leave without pay.
Managing absences
Resumption of duty following illness or off duty injury
 
A firefighter is responsible for immediately advising the supervisor of his/her return to work after a period of sick leave and for ensuring the prompt submission of the required medical certificate/statutory declaration.
 
A firefighter who has been absent from duty due to incapacity caused by ordinary illness or off duty injury for a period of twenty-eight (28) or more calendar days must receive medical clearance by a Brigades Medical Officer or delegated medical officer before returning to duty. The supervisor at the work location where the firefighter is reporting must ensure that this clearance has been obtained before allowing the firefighter to resume pre-injury/illness duties.
 
Firefighters are not permitted to resume duties in a suitable (alternate) duties position unless it has been arranged through the firefighter’s Return to Work Case Manager (Health and Safety Branch). It is the responsibility of the supervisor, at the work location, to ensure that the authorised return to work plan has been developed before allowing the firefighter to resume work in a suitable duties position.
Reports and triggers
 
To assist Executive Officers in the management of sick leave absences, the NSW Fire Brigades has developed a system to record and analyse sick leave data (SLaNT). Executive Officers have a responsibility to generate reports from SLaNT, monitor absenteeism and take corrective action as outlined in this policy.  This screening process will eliminate those firefighters who are immediately recognisable as utilising sick leave for its intended purpose.
 
The sick leave management reports will highlight firefighters:
 
        Who have reached threshold levels of sick leave absence (currently set at 50 hours within any thirteen (13) week period, or 96 hours in any twenty six (26) weeks);
 
        Who have incurred greater than the threshold number of occurrences (currently four (4) separate occurrences within any thirteen (13) week period);
 
        With regular patterns of sick leave (eg weekends, same day of week, pre or post annual leave rosters, or pre or post public holidays); or
 
        Who have repeat occurrences of failure to provide the required supporting documentation.
Management process
 
Firefighters have a responsibility for managing their health and fitness and this is supported by NSWFB health promotion programs.  Where firefighter sick leave activates the triggers below, the NSWFB will initiate the following processes.
 
	Trigger
	Action
	Responsible Officers

	Failure to submit required documentation or incomplete documentation
	Formal correspondence
(‘Failure to supply correct documentation’ letter)
	Executive Officer

	Hours threshold reached
	Informal interview
(within 2 weeks of the threshold being reached)
	Supervisor and Supervisor’s Supervisor

	Occurrence threshold reached
	Informal interview
(within 2 weeks of the threshold being reached)
	Supervisor and Supervisor’s Supervisor

	Patterns identified
	Informal interview
(within 2 weeks of the patterns being identified)
	Supervisor and Supervisor’s Supervisor

	Repeated non compliance over any 6 month period
	Formal interview
(within 2 weeks of the non compliance being identified)
	Executive Officer and Support Officer

	Any further non compliance
	Disciplinary action  commenced
	Relevant Director


Informal interview 
 
When an informal interview is required, the following will apply:
 
        The interview will be conducted with the firefighter and the responsible officers.
 
        While the interview is informal and confidential, the firefighter may choose to have another person present (eg union delegate or colleague) but this person is an observer and must not act as an advocate.
 
        The responsible officers will outline the reasons for the meeting.
 
        The firefighter will be offered the opportunity to discuss the matter to determine whether or not anything may be done to minimise the absences and/or to provide assistance.
 
        The responsible officers will discuss work attendance responsibilities and with the firefighter generate practical solutions to maximise attendance.
 
        The responsible officers will record the occurrence of the meeting and document identified expectations and any agreed outcomes.  The firefighter will be given a copy of the documentation and be required to formally acknowledge receipt. The original will be placed on the firefighter’s personal file.
 
The responsible officers may, after considering the circumstances, escalate the matter to a formal interview irrespective of whether or not the 6 month trigger has been reached.  If the matter is to be escalated to a formal interview, the firefighter will be informed in writing one month prior to the formal interview being held.
Formal interview
 
When a formal interview is required, the following will apply:
 
        The firefighter will be advised in writing that a formal interview is to be conducted with the firefighter and the responsible officers.
 
        The firefighter may choose to have another person present (eg union delegate or colleague).
 
        The responsible officers will outline the reasons for the meeting.
 
        The responsible officers and the firefighter will discuss the matter to determine whether or not anything may be done to maximise attendance.
 
        The responsible officers will advise of the consequences of recurrent unsupported, inappropriate or unsatisfactory use of sick leave.
 
        The responsible officers may, considering the circumstances recommend remedial action or refer immediately to the Director for further action.
 
        The responsible officers will record the occurrence of the meeting and document identified expectations and any agreed outcomes.  The firefighter will be given a copy of the documentation and be required to formally acknowledge receipt. The original will be placed on the firefighter’s personal file.
Failure to comply
 
Failure to comply with this policy may lead to:
 
        a loss or restriction of non medical certificate provisions; and/or,
 
        deduction of pay as outlined in subclause 23.7.5 of the Award; and/or
 
        not being considered for overtime.
 
If concerns are raised about a firefighter’s attendance record prior to the firefighter being transferred to a regional location, then the firefighter’s attendance record will be monitored for 12 months from the date of transfer notification.  Failure to comply with the provisions of this policy may lead to the transfer being annulled and the firefighter being returned to the GSA.

 
In the event that action is taken to remove a firefighter’s entitlement to take unsupported sick leave and the employee thereafter maintains satisfactory attendance for a period of at least twenty four months, the entitlement to unsupported sick leave shall be restored and if satisfactory attendance is maintained for at least forty eight months, the loss of entitlement cannot be raised in any future Attendance Management process.
 
Failure to comply with this policy may also lead to disciplinary action as outlined in the Fire Brigades Regulation 2008.

Performance review
 
On a six-monthly basis, Executive Officers will report to their Assistant Director/Area Commander on absence management intervention activities.  Assistant Directors/Area Commanders will provide reports to CEG through their Directors.
 
Directors are required to report to CEG on the remedial strategies implemented and the effectiveness of these strategies in managing absenteeism.
Disputes
 
In the event of a dispute as to the taking of any such disciplinary action, then provided the Union notifies a dispute within 7 days, the issue as to any proposed disciplinary action will be dealt with by the Industrial Relations Commission and during that process no disciplinary action in regards to sick leave will operate unless otherwise ordered by the Commission.
Additional resources
 
Associated documents:
 
Crown Employees (NSW Fire Brigades Firefighting Staff) Award 2008
 
Fire Brigades Regulation 2008
 
NSW Fire Brigades Code of Conduct
Further information
 
For more information on this policy contact your local Human Resources Manager or the Assistant Director Operational Personnel. 
 
Contact Officer:
Acting Chief Superintendent Mal Connellan, Acting Assistant Director Operational Personnel, (02) 9265 2869

File Reference:
CHO/00558/5 and NFB/03144/1

 
__________________________
 
Sponsorship policy
1.
Introduction
 
A new Sponsorship policy has been published on the intranet.  It rescinds the previous policy and guidelines dated June 2003
2.
What is sponsorship?
 
Sponsorship, as defined by the ICAC, is a contribution in money or kind, generally by the corporate and government sectors, in support of a NSWFB community related activity, in return for agreed benefits. 
 
Sponsorship does not include the selling of advertising space, joint ventures, consultancies, gifts or donations where the reciprocal benefit provided by the NSWFB does not extend beyond some modest acknowledgment. 
3.
Why we have a sponsorship policy
 
The NSWFB actively seeks financial and/or in-kind sponsorship from commercial organisations, government agencies and associations to support community safety programs that engage and educate the public about fire related risks.
 
The purpose of the Sponsorship policy is to offer best practice guidance for NSWFB staff and volunteers in understanding, implementing and delivering the processes of sponsorship. These guidelines help ensure that sponsorship activities align with NSWFB corporate objectives and that the NSWFB makes consistent and appropriate approaches to sponsors.
 
The policy clarifies the basis upon which the NSWFB pursues and manages sponsorships.  It discusses commercial advantages, selection criteria and sound sponsorship management practices that NSWFB needs to observe.  It aims to ensure that probity is maintained in the selection and appointment of sponsors and in managing sponsorship agreements.
4.
Enquiries
 
All sponsorship enquiries should be referred to Christopher Fish, Sponsorship and Marketing Manager, Community Engagement and Development Unit, at Greenacre.
 
Contact Officer:
Christopher Fish, Sponsorship and Marketing Manager, 
(02) 9742 7358

File Reference:
CHO/00243 and NFB/02578

 
_______________________
 
Delegations Manual update
1.
Changes to the Delegations Manual
 
The Delegations Manual has been updated to incorporate:
 
        the Fire Brigades Regulation 2008
 
        the 2008 Permanent and Retained Firefighters’ Awards
 
        the establishment of the Lessons Learned Centre
 
        the restructure of the Commissioner’s Unit
 
        delegations for new Structural Fire Safety Unit staff
 
        delegations for the Senior Manager Accounting Operations and Financial Systems, and
 
        additional financial delegations for the Assistant Director Championships.
2.
Availability
 
The latest version of the Delegations Manual is available on Station Portal.
 
In line with the Information distribution policy in In Orders 2004/21, the Delegations Manual is no longer distributed in hard copy.  Users should always check the electronic version on the Intranet for up to date information.
3.
Further information
 
For enquiries about the policies and procedures relating to a delegation, contact your supervisor.  If questions remain, the manager of the section responsible for the policy or procedure should be contacted.  For example, personnel issues are handled by Human Resources Managers and the Assistant Director Operational Personnel.  Finance issues are the responsibility of Finance Managers.
 
Contact Officer:
Anne Pickles, Manager Information Coordination, (02) 9265 2971

File Reference:
NFB/00170

 
 
 
GENERAL
Churchill Fellowships
 
The Winston Churchill Memorial Trust was established in 1965 to recognise and perpetuate the memory of Sir Winston Churchill by the award of Churchill Fellowships.
 
The Fellowships provide the opportunity, by way of financial support, to enable Australians from all walks of life to undertake overseas study, or an investigative project, of a kind that is not fully available in Australia.  Churchill Fellowships cover overseas travel for about 4-8 weeks. Fares, fees and a living allowance are paid.  The average value of a Churchill Fellowship is about $25 000. In addition the NSW Fire Brigades will grant leave on full pay during the period of overseas travel.
 
There are no prescribed qualifications, academic or otherwise. Selection is based on the merit of the research project, combined with the applicant’s past achievements or a demonstrated ability for future achievement. To be successful, a proposed research project must be able to demonstrate a benefit to the wider Australian community, not just an internal benefit to the fire service.
 
Upon completion of travel a Fellow is required to submit an extensive report of findings to both the Winston Churchill Memorial Trust and the NSWFB.
 
Applications opened on 1 November 2008 for Year 2009 Fellowships, with travel commencing from 1 September 2009, and are welcome from all areas of the NSWFB, including firefighters, administrative and trade staff, and Community Fire Unit members.
 
Information and application forms can be downloaded from the website www.churchilltrust.com.au, or obtained by telephoning 1800 777 231 or (02) 6247 8333.
 
Applications including references close on 28 February 2009.
 
Interested staff are invited to contact Superintendent Ian Krimmer, Staff Officer, to discuss a proposed research project or assistance with the application process. 
 
Contact Officer:
Superintendent Ian Krimmer, Staff Officer to the Commissioner,
(02) 9265 2811

File Reference:
CHO/00847

 
____________________________________
 
Regional South 3 Zone Office - change of address
 
The address for Regional South 3 Zone Office has changed.  The new address is:
 
Regional South 3 Zone Office
NSW Fire Brigades
Wagga Wagga Government Office Block
Ground Floor
45 Johnston Street
WAGGA WAGGA  NSW  2650
 
Telephone:
(02) 6921 5322
Facsimile:
(02) 6921 1197
 
Contact Officer:
Superintendent Colin Holmes, Zone Commander Regional South 3, (02) 6921 5322

File Reference:
PRP/00757C

 
_________________________
 
Dunheved Fire Station – change of address
 
The new No 78 Dunheved Fire Station became operational on 21 October 2008.  The new address details are as follows:
 
Address:
Dunheved Fire Station

NSW Fire Brigades

Unit 4, 38-40 Plasser Crescent

NORTH ST MARYS  NSW  2760
 
Telephone:
(02) 9623 1213
Facsimile:
(02) 9833 1453
 
Contact Officer:
Superintendent Alex Scott, Zone Commander Metropolitan West 1, 
(02) 9622 8071

File Reference:
WST/00078B

PERMANENT FIREFIGHTERS NOTICES
Vacancies
Senior Instructor Country, Regional South 1
 
Applications are invited from operational personnel for the position of Senior Instructor Country, Regional South 1, Operational Support Level 2, at Batemans Bay.
 
An information package should be obtained before submitting an application.  Applicants must address all the selection criteria.
 
Inquiries:
Inspector Lindsay West, A/Emergency Management Coordinator, (02) 9895 4636
 
Information packages:
Jennifer Evans, (02) 9318 4399
 
Applications to:
Manager Operational Personnel, NSW Fire Brigades, 
PO Box A249, Sydney South NSW 1232
 
Closing date:
19 December 2008
 
File Reference:
NFB/00708
 
Station Commander and Relieving Station Officer positions, Dubbo
 
Applications are invited from officers holding the rank of Station Officer for the positions of Station Commander and Relieving Station Officer, at 280 Station Dubbo.
 
An information package should be obtained before submitting an application. Applications must address all the selection criteria.
 
The successful applicant may apply for the conditions in Clause 29 of the Crown Employees (NSW Fire Brigades Permanent Firefighting Staff) Award 2008. Contact the Manager Operational Personnel for enquiries on Award conditions and any entitlement.
 
Inquiries:
Zone Commander Regional West 1, (02) 6882 9688
 
Information packages:
Karen Burow or Kerrie Pilon, (02) 6882 9688
 
Applications to:
Manager Operational Personnel, NSW Fire Brigades,
PO Box A249, Sydney South NSW 1232
 
Closing date:
19 December 2008
 
File reference:
WST/00280F
 
Appointments
 
The following appointments are subject to the provisions of the Government and Related Employees Appeal Tribunal Act 1980.  In some cases the maximum salary of the position may exceed the limit under which an appeal may be made to GREAT.  The 21 day period for appeal commences on the date of this In Order.

 
	 

 

Position

 
	 

 

No.
	 

 

Name
	 

 

Date of Decision

	Area Commander Metropolitan South
	6559
	T Farley
	24 October 2008

	Duty Commander Regional South 2
	6672
	G Jarrett
	23 October 2008

	Fire Safety Officer, OS2
	6000
	G Mole
	24 October 2008

	Instructor Recruit Training, OS2
	8440
	J Allan
	28 October 2008

	Instructor Recruit Training, OS2
	8439
	I Russell
	28 October 2008

	Duty Commander Metropolitan North 3
	5865
	E Mednis
	31 October 2008

	Duty Commander Regional South 3
	7332
	T Lenthall
	31 October 2008


 
Promotions
Superintendent to Chief Superintendent
 
6559
T Farley
24 October 2008

 
Station Officer to Inspector
31 October 2008
 
5865
E Mednis

7127
G Kingsland

6683
K Reeson

7581
C Bishop

6670
J McDonough

7332
T Lenthall

 
Firefighter Level 2 to Qualified Firefighter
28 October 2008
 
8931
L Taylor
8932
J Naughton
8933
B Cogle
8934
P Westwood
8935
M Smith
8936
R Smith
8937
S O’Brien
8938
D West
8939
S Newton
8940
S Bayliss
8941
S Breda
8942
C Thompson
8943
D Norman
8944
C Thompson
8945
D Meacham
8946
E Boggiss
8947
C Becus
8949
D Holman
 
Correction

 
The promotion of B Hogan from Firefighter Level 2 to Qualified Firefighter in In Orders 2006/27 should have read:
 
8629
B Hogan

31 October 2006

 
Retirements
 
3675
Superintendent
A McLeod
31 October 2008
3728
Station Officer
J Todd 
31 October 2008
 
 
 
RETAINED FIREFIGHTERS NOTICES
 
New members appointed to Brigades
 
K Hackett
Lightning Ridge
1 August 2008
A Viner
Gunnedah
22 October 2008
D Hatherly
Oberon
23 October 2008
R Alford
Gulgong
24 October 2008
R Hall
Kurri Kurri
24 October 2008
G Dodd
Merewether
25 October 2008
M Garrett
New Lambton
25 October 2008
D French
Charlestown
25 October 2008
J Zsiros
Bellbird
27 October 2008
G Reeder
Warragamba
28 October 2008
S Park
Bellingen
29 October 2008
 
Appointed to Ranks
 
RetF A Armitage
Woolgoolga
Deputy Captain
1 October 2008
RetF S Kennedy
Laurieton
Deputy Captain
1 October 2008
RetF T Marshall
Nambucca Heads
Captain
10 October 2008
RetF D Rolles
Tweed River
Deputy Captain
1 November 2008
RetF G Miller
Casino
Deputy Captain
1 November 2008
RetF D Brown
Cessnock
Deputy Captain
1 November 2008
 
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.
 
Transfer
 
RetF D Cowie
Woolgoolga         to
Glenbrook
23 August 2008
 
Resignations
 
RetF S Jones
Wingham
24 September 2008
RetF J Walton
Taree
10 October 2008
RetF T Matthews
Mortdale
16 October 2008
RetF D Matthews
Mortdale
16 October 2008
RetF M Wilson
Gloucester
17 October 2008
RetF S Peate
Tarro
28 October 2008
RetF S Hopton
Wallsend
31 October 2008
RetF B Kibble
Tarro
31 October 2008
 
 
 
 
 
 
 

Greg Mullins AFSM


Commissioner


7 November 2008
