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HONOURS
Commendations for Courageous Action
1.
Individual
 

For courageous action at a storm incident on 8 June 2007:
 


520242 Retained Firefighter Brian Jones
2.
Unit
 
10 Redfern Fire Brigade and 13 Alexandria Fire Brigade for meritorious service at an incident in Regent Street, Redfern, on 15 November 2007:
 

6056 Station Officer Kevin Conroy

7125 Station Officer Brendan Cox

6232 Qualified Firefighter Gregory Wettengel

7623 Qualified Firefighter Nicholas Baker

8029 Qualified Firefighter David Wilkie

8306 Qualified Firefighter Scott Thomas

8855 Qualified Firefighter Kurt Ingle

9178 Firefighter Kyle Mathiesen
Commendations for Meritorious Service
 

For meritorious service at an incident in William Place, North Rocks, on 15 December 2007:
 


8430 Qualified Firefighter Rowatt
 
For meritorious service in the development of the Visual Inventory Management System:
 

5629 Station Officer Christopher Sykes
 
For meritorious service in the development of training material for the revised Alarm Response Protocols Operational Guideline, outstanding contribution to community preparedness, prevention and engagement initiatives and the promotion of the Firefighter Championships:
 

8302 Senior Firefighter Grant Harper
 
For meritorious service in the development of ‘New South Fire Brigades Staff Members who served in the Great War 1914 to 1918’:
 

7188 Station Officer Ian Grimwood
 
For meritorious service in counter terrorism initiatives:
 

6255 Superintendent Steven Baker
Commendations to members of the community
 
Mr Robert Bosetti and Mr Allan Harms for their actions at a motor vehicle accident on the F3 Freeway, Kariong, on 24 March 2008.
 
Contact Officer:
Superintendent Doug Williams, Professional Standards and Conduct Officer, (02) 9265 2826

File Reference:
NFB/00682

 
 
 
POLICIES
Replacement of brigade reports by memorandums and emails
 
This instruction rescinds Section 3, Memorandums and brigade reports, and Section 5, Electronic mail, of In Orders 2006/27, headed Correspondence.

1.
Introduction
 
In the past, firefighters have used brigade reports to communicate up the chain of command, while communications down the chain of command and in administrative and support areas have been made by memorandum (memo) or email.
 
So that everyone in the NSWFB is using the same methods for internal communication, brigade reports are replaced by memos and emails from the date of this In Orders.  Memorandums do not require a cover sheet.
2.
When to use a memo or an email
 
You may use memos or emails to communicate internally.
 
You should use a memo instead of an email when:
 
        communicating information that needs a high level of security, ie that is classified X-in-Confidence, Protected, or Highly Protected, and you cannot be sure that an email will be handled securely by the recipient/s
 
        making a complaint under Clause 36 of the Fire Brigades Regulation 2003
 
        the communication requires a written signature (eg formal or binding correspondence)
 
        you want to give an internal communication more formality than an email
 
        communicating about sensitive personal issues where an email would not be appropriate
 
        you do not know the name of the person who occupies the position you need to communicate with
 
        you have received a specific instruction to do so.
 
If you are not sure whether to use a memo or an email, ask your supervisor.
3.
Memos and emails are official documents
 
Memos and work related emails are official documents.  They are ‘for the record’ and should be filed in accordance with the Records management policy and In Orders 1997/25, Electronic mail and messaging policy.
 
Note:
Memos or emails relating to individual permanent and retained firefighters must be managed in accordance with Clause 37 of the Crown Employees (NSW Fire Brigades Firefighting Staff) Award 2005 and Clause 21 of the Crown Employees (NSW Fire Brigades Retained Firefighting Staff) Award 2005.

4.
Writing memos
 
A template for memos is available in Word.  All staff should use the template when writing memos.
 
A Recommended practice for memorandums has been published on Station Portal.  The recommended practice covers:
 
        when to use a memo
        preparing to write your memo
        using the template
        using headings
        spelling, grammar, etc
        sign offs and approvals
        recordkeeping.
5.
Writing emails
 
Guidelines for using and writing emails are given in In Orders 1997/25, Electronic mail and messaging policy and Recommended practice for the use of electronic mail.

6.
Further information
 
For further information on using the Word template for memos, contact IT Training on (02) 9265 2813 or ITTraining.NSWFB@fire.nsw.gov.au. 
 
For further information on records management, contact the Information Management Unit on (02) 9265 2895.
 
For further information on the recommended practices for memos and emails, contact Anne Pickles, Manager Information Coordination, on (02) 9265 2971.
 
Contact Officer:
Assistant Commissioner Mark Brown, Director Regional Operations, (02) 9265 2702

File Reference:
CHO/01097

 
_________________________________
 
Replying to correspondence
 
This instruction rescinds In Orders 1995/14, Acknowledgement of reports and letters, and In Orders 1996/20, Acknowledgement of reports/suggestions.

1.
Introduction
 
All correspondence should be actioned as soon as possible.  This ensures that issues are dealt with promptly and the originators of the correspondence feel that they have been treated with respect.
2.
Letters
 
Letters should be answered within 14 calendar days of receipt.
 
If a matter will take longer than 14 days to resolve, send the correspondent a letter of acknowledgement indicating when a full reply can be expected and who the contact officer is for the issue.
 
Note:
Ministerial correspondence has specific deadlines. For advice, contact the Ministerial Liaison Officer at Head Office on (02) 9265 2921.
3.
Internal correspondence
 
Internal correspondence (memorandums, emails, etc) should be answered within 14 calendar days of receipt.  If the matter will take longer to resolve the correspondence should be:
 
        acknowledged within 14 calendar days of receipt
 
        answered within 28 calendar days from the date of acknowledgement.
 
If the correspondent is a firefighter, the provisions of Clause 36 of the Crown Employees (NSW Fire Brigades Firefighting Staff) Award 2005 and Clause 22 of the Crown Employees (NSW Fire Brigades Retained Firefighting Staff) Award 2005 apply, as follows:
 
1.
When an employee makes an application or a report in writing, to the proper officer, the employee shall be sent an acknowledgment of its receipt, noting the matter contained therein.

 
2.
The result of an application shall be communicated to the employee no later than fourteen days after a decision has been reached.  In cases where no decision has been reached within one month the reason for the delay shall be communicated in writing, to the employee.

 
3.
The provisions of this clause shall not apply in cases where other procedures are specifically stipulated (eg, in Standing Orders or In Orders).

 
Acknowledgements should include the name of the station or section, the subject of the correspondence, the date of receipt and a contact officer.
4.
While you are absent
 
If you are going to be absent from your station or section and unable to deal with your correspondence, it is your responsibility to make arrangements for your correspondence to be dealt with in your absence.
 
For assistance with redirecting your email, contact the IT Service Desk on (02) 9265 2833.
 
Contact Officer:
Anne Pickles, Manager Information Coordination, (02) 9265 9271

File Reference:
CHO/01097

 
 
 
PROCEDURE
Running sheets
 
This instruction amends In Orders 2007/16, Running sheets.

 
1.
It is the responsibility of all individuals using NSWFB vehicles to accurately complete all aspects of vehicle running sheets.
 
2.
It is mandatory to record and code all trips for the purpose of determining the NSWFB’s Fringe Benefits Tax (FBT) liability.
 
3.
Vehicle running sheets are subject to audit and it is essential that staff are specific and accurate in completing their entries.  Making a false declaration could result in disciplinary action and cost recovery.
 
4.
The NSWFB’s standard Motor vehicle running sheet, available on Station Portal, meets NSW Government and the Australian Taxation Office requirements. No other running sheets are to be used nor may the standard running sheet be modified.
 
5.
Running sheets must be checked for completeness by a delegate under section 7.2.3 of the Delegations Manual. Checking is to ensure that all necessary details have been completed to ensure compliance with audit requirements. 
 
6.
Supervisors should ensure that all running sheets for their area are correctly data entered, completed and forwarded to Greenacre Finance Branch on a 14 day basis.
 
7.
Drivers of vehicles that are supplied as part of a salary sacrifice arrangement (ie members of the NSWFB Senior Executive Service) are to provide a record of their usage by prior arrangement with the NSWFB.
 
Contact Officer:
David Hitchen, Manager Governance and Compliance, (02) 9742 7438

File Reference:
CHO/02275

 
 
 
GENERAL
Relocation of Metropolitan South Area Office and Metropolitan South 2 Zone Office
 
Following completion of the new offices at the rear of No 21 Station Kogarah, the Area Commander Metropolitan South and the Zone Commander Metropolitan South 2, along with Area Administrative Officer Rasema Osmanagic and Zone Administrative Officer Mary Barthelemy have relocated to these offices.
 
Street address: 
Rear Kogarah Fire Station
Corner of Kensington and Gray Sreets, Kogarah
 
Postal Address:
PO Box 1035, Kogarah NSW 1485
 
All other details for the above people will remain the same, ie.
 
Area Commander
Phone (02) 9588 2817
Zone Commander
Phone (02) 9588 2833
 
Firenet 
5914 (Note: This number is shared by both AC and ZC Offices)
Fax
(02) 9553 8600
 
The Duty Commander Metropolitan South 2 will return to the new office.
 
The Duty Commanders’ contact details are:
 
Telephone
(02) 9588 6230
Firenet
7419
Fax
(02) 9588 6247
New postal address
PO Box 1035, Kogarah NSW 1485
 
Due to very limited parking available at No 21 Station, visitors to these offices are reminded that we have obtained three reserved parking spaces on the street adjacent to the station. Drivers of ‘marked’ NSWFB vehicles are asked to utilise these spaces when available.
 
Contact Officer:
A/Superintendent Graham Chappell, A/Zone Commander Metropolitan South 2

File Reference:
NFB/00055

 
 
 
SENIOR EXECUTIVE SERVICE
Appointment of Director Strategy and Planning
 
Ms Dawn Easton has been appointed to the Senior Executive Service Level 3 position of Director Strategy and Planning and will commence in this position on 2 June 2008.
 
Contact Officer:
Brian White, Senior Human Resources Officer, (02) 9265 2871

File Reference:
NFB/01919

 
 
 
ADMINISTRATIVE AND TECHNICAL SUPPORT STAFF NOTICES
Vacancies
Senior Records Management Systems Specialist, Clerk Grade 9/10
 
Position No: 709002.  Clerk Grade 9/10, Information Technology Division, Sydney, Temporary full-time.  Total remuneration package valued to $96,295 pa including salary ($79,188 - $87,263), employer’s contribution to superannuation and leave loading.
 
Duties: Expert in the implementation of a new Electronic Document and Records Management System across the Brigades. Responsibility for leading, developing and implementing a records management program for the NSWFB, including reviewing existing processes.
 
Selection criteria: High level knowledge and experience in all aspects of records management.  Experience delivering records management best practice in NSW Government or other public sector environment.  Proven ability to motivate, lead and manage staff and experience developing and delivering training.  Excellent communication, influencing, negotiation and people management skills.  Proven experience managing projects, including meeting deadlines, and effectively managing conflicting priorities.  Demonstrated experience in EDRMS implementations.  .  Extensive knowledge of information management standards, laws and rules in NSW Government, eg State Records Act 1998.  Relevant tertiary qualifications, eg in records management or other information management discipline.
 
Note:  This is temporary appointment under Section 27 of the Public Sector Employment and Management Act 2002 for a period up to 24 months.
 
Enquiries:
Chief Superintendent Robert Murray, (02) 9265 2635, robert.murray@fire.nsw.gov.au
 
Information packages:
Melanie Anderson, (02) 9265 2674. melanie.anderson@fire.nsw.gov.au
 
Applications to:
Senior Recruitment Officer, NSW Fire Brigades, PO Box A249, Sydney South NSW 1232
 
Closing date:
16 May 2008
 
Administration Officer, Health and Safety, Clerk Grade 3/4 (2 positions)
 
Position Nos: 740518, 740519.  Clerk Grade 3/4, Health and Safety Branch, Sydney, Permanent full-time.   Total remuneration package valued to $62,570 pa including salary ($51784 - 56701$), employer’s contribution to superannuation and leave loading.
 
Duties: Responsible for providing effective, efficient and timely administrative and clerical support to the processes and staff of the Health and Safety Branch and acts as a general administrative resource for all areas of the Health and Safety Branch. 
 
Selection criteria: Demonstrated ability and experience in the provision of administrative support services, with the capacity to develop and maintain efficient administrative systems and procedures. Demonstrated ability to exercise initiative and make sound decisions in line with systems and procedures. Demonstrated experience with computerised information and records management systems and general office software/applications (Word, Excel). Knowledge of and experience in the coordination of financial/accounting practices. Ability to work independently and collaboratively in a team delivering service in a high volume work environment. Demonstrated high-level interpersonal and liaison skills; with the ability to deal tactfully and effectively with people at all levels. Demonstrated organisational and time management skills with the capacity to exercise a high level of discretion, diplomacy, confidentiality, initiative and the ability to meet stringent deadlines. Ability to coordinate time dependant activities that may require input from diverse work groups and locations.
 
Enquiries:
Kimberley Booth, (02) 9265 2621, kimberley.booth@fire.nsw.gov.au
 
Information packages:
Bev Davis, (02) 9265 2936, bev.davis@fire.nsw.gov.au
 
Applications to:
Personnel Services Co-ordinator, NSW Fire Brigades, 
PO Box A249, Sydney South NSW 1232
 
Closing date:
16 May 2008
 
PERMANENT FIREFIGHTERS NOTICES
Vacancies
Community Safety Coordinator
 
Applications are invited from operational personnel for the position of Community Safety Coordinator, Operational Support Level 3, at Greenacre.

 
An information package should be obtained before submitting an application.  Applications must address all the selection criteria.
 
Inquiries:
Superintendent Greg Wild, Manager Community Engagement and Development, (02) 9742 7405
 
Information packages:
May Levy, (02) 9742 7455
 
Applications to:
Manager Operational Personnel, NSW Fire Brigades, 
PO Box A249, Sydney South NSW 1232
 
Closing date:
20 June 2008
 
File reference:
OPS/00347
 
Senior Instructor Country, Regional South 2
 
Applications are invited from operational personnel for the position of Senior Instructor Country, Regional South 2, Operational Support Level 2, at Goulburn.
 
An information package should be obtained before submitting an application.  Applicants must address all the selection criteria.
 
Inquiries:
Station Officer John Collins, Manager Regional Training, 
(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:
20 June 2008
 
File Reference:
CHO/01896
Supervisor, Katoomba Communication Centre
 
In accordance with Clauses 28A.6.1.1 and 28.A.6.1.2 of the Crown Employees (NSW Fire Brigades Firefighting Staff) Award 2005 applications are invited from operational personnel holding the rank of Station Officer for Supervisor positions that may become available in the Katoomba Communication Centre.
 
(Staff applying under Clause 28A.6.1.1 will be afforded priority over staff applying under Clause 28A.6.1.2).
 
The appointment will be for a minimum period of two years.  
 
This position attracts an allowance of $299.06 per fortnight which is superable.

 
Appointment will involve an interview by a selection panel, a work assessment and successful completion of a training course by the selected application.  An application form included in the information pack is to be completed in full.
 
Inquiries:
Response Coordinator A, B, C or D, (02) 9318 4354
 
Information packages:
Jennifer Rabey, (02) 9318 4351
 
Applications to:
Manager Operational Personnel, NSW Fire Brigades, 
PO Box A249, Sydney South NSW 1232 
 
Closing date:
20 June 2008
 
File reference:
CHO/01558
 
Operator/ICV Driver, Sydney Communication Centre
 
Applications are invited from Firefighters holding the rank of Qualified Firefighter or Senior Firefighter for Operator/ICV positions that are or may become available in the Sydney Communication Centre.
 
The appointment will be for a minimum of two years.

 
Operators are responsible to the Supervisor for carrying out duties and tasks required to maintain a high standard of service in call taking, dispatching and notification of incidents and ICV operations.
 
The position attracts an allowance of $275.78 per fortnight which is superable.

 
Appointment will involve an interview by a selection panel, a work assessment and successful completion of a training course by the selected applicant.  An information package must be obtained before submitting an application.  An application form included in the information pack is to be completed in full.
 
An eligibility list will be created for a period of six months for vacancies which may occur during this period.
 
Inquiries:
Response Coordinator, A, B, C or D, (02) 9318 4354
 
Information packages:
Jennifer Rabey, (02) 9318 4351
 
Applications to:
Manager Operational Personnel, NSW Fire Brigades, 
PO Box A249, Sydney South NSW 1232
 
Closing date:
20 June 2008
 
File reference:
CHO/01862
 
_____________________________-
Promotions
Firefighter Level 1 to Firefighter Level 2
28 April 2008
 
9033
S Cresswell

9034
S King

9035
S Day

9036
M Smith

9037
J Clarke

9038
S Croft

9039
P Warianka

9040
P Vergan

9041
A Cross

9042
P Dunn

9043
P Hunt

9044
J Ward

9045
J Lonergan

9046
K Sullivan

9047
A Frank

9050
N Davis

9051
M Sullivan

9052
L Turner

 
Firefighter Level 2 to Qualified Firefighter 
29 April 2008
 
8791
S Scanlon

8792
N Myers

8794
T Betland

8795
N Gill

8796
A Cronin

8797
J Atchison

8798
D Kennedy

8799
J Copps

8800
S Middleton

8801
S Hayward

8805
P Sparks

8806
A Richards

8807
E Crean

8808
J Doran

8809
R Ferguson

8810
C Fehily

8811
J Hastie

8812
P Murray

8813
G Crabbe

8814
H Clouston

8816
B Donald

8817
S Hay

8818
M Maidment

8819
D Allen

8820
A Craig

8821
A Gibson

8822
B Dalton

8823
J Brander

8824
G Daly

8825
I Macguire

8826
J Boland

8827
G Faine

8828
R Gittoes

8829
R Kelsey

 
Retirements
 
5083
Senior Firefighter
S McLennan
8 May 2008
5535
Station Officer
F Martin
8 May 2008
 
Resignation
 
8343
Qualified Firefighter
K Quinlivan
25 April 2008
 
 
 
 
RETAINED FIREFIGHTERS NOTICES
 
New members appointed to Brigades
 
E Feuerstein
Camden
1 April 2008
A Fitzgerald
Camden
1 April 2008
B Phillips
Goulburn
1 April 2008
D Armour
Boorowa
16 April 2008
R Read
Bowral
16 April 2008
N Lindley
Moss Vale
16 April 2008
J Crannis
The Entrance
1 May 2008
 
Appointed to Ranks
 
DCapt C Jones
Cobar
Captain
24 April 2008
DCapt J Mickklesson
Laurieton
Captain
1 May 2008
DCapt P Laver
Merewether
Captain
1 May 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.
 
Appointed as Engine Keeper
 
RetF S O’Brien
Bowral
1 April 2008
 
This appointment is 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
 
RetF G Bollinger
Thirroul
to
Albion Park Rail
26 April 2008
RetF G Donnelly
New Lambton

Tarro
1 May 2008
 
Resignations
 
RetF A Ram
Kariong
17 March 2008
RetF V Johnston
Lightning Ridge
17 April 2008
RetF F Rossettin
Queanbeyan
5 April 2008
RetF T Gale
Bourke
8 April 2008
RetF A Modystack
Kingscliff
8 April 2008
RetF J Butler
Tenterfield
14 April 2008
RetF C Furneaux
Cessnock
20 April 2008
RetF P Muscat
Corowa
30 April 2008
RetF B Anderson
Charlestown
8 May 2008
 
Retirements
 
The resignation of RetF M Hickey in In Orders 2007/28 is amended to a retirement, as follows:
 
RetF M Hickey
Broken Hill South
3 December 2007
 
 
 
 
 
 
 

Greg Mullins AFSM


Commissioner


9 May 2008
