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1.1 Purpose

The purpose of the Bushcare Volunteer Manual is to:

• provide the framework and process for City 
support of Bushcare Volunteers;

• provide a safe working environment for Bushcare 
Volunteers undertaking authorised activities on 
land managed by the City;

• ensure that natural areas are managed to maintain 
and/or enhance their conservation, scientific and 
social values;

• provide a guide for preparing Bushcare Volunteer 
Annual Work Plans and Job Safety Analyses 
(JSA’s) for working in City natural areas; and

• ensure that the outcomes of Bushcare Annual 
Work Plans are consistent with the objectives of 
the City’s Environmental Management Framework.

The City of Armadale (the City) has a rich 
diversity of ecosystems including rivers, 
streams, wetlands, forests, heathlands, 
sedgelands and woodlands, each with its 
own array of plants and animals. The City’s 
environmental goal is to afford a high level 
of care to the natural environment, and its 
aim is to have a natural environment that is 
valued and conserved. 

Bushcare Volunteers make a valuable contribution 
to conservation of the natural environment. 
Volunteer groups have been contributing to 
bushland conservation in the City for over 50 years. 
Since 1999, the City has supported and facilitated 
the Bushcare and Environmental Working Group 
(BEWG), providing a forum for environment 
focussed community groups to share ideas 
and collaborate with each other, and the City’s 
Environment team and Council representatives.

Between 1999 and 2019, BEWG volunteers 
contributed to conservation by:

• providing over 125,000 hours of labour;

• undertaking over $4,000,000 worth of 
conservation activities within City reserves; and

• and planting over 800,000 seedlings.

The City of Armadale is committed to supporting 
Bushcare Volunteers to achieve agreed goals for 
the preservation and improvement of natural areas, 
through the provision of support, advice, and 
BEWG Grant funding.

The Bushcare Volunteer Manual outlines the 
processes and requirements for a mutually 
beneficial working relationship between Bushcare 
Volunteers and the City. It is important that the 
City and Bushcare Volunteers each recognise their 
roles and responsibilities in this relationship, and 
that safety, public liability and environmental best-
practice matters are understood and addressed 
where appropriate to do so.

1. Introduction
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The City has a dedicated Environment  
Team, and Bushcare Team, that are 
responsible for managing natural areas 
vested in the City. The City manages 
approximately 1,028 hectares of high  
priority remnant bushland, and natural  
and constructed wetlands, in over  
50 reserves. 

The key activities undertaken in the City’s natural 
areas include:

• conservation and maintenance of remnant 
bushland, wetlands and natural areas;

• implementation of bushland management plans;

• implementation of recreation strategies; and

• on-ground work such as revegetation, weed 
control, seed collection, fencing, flora and fauna 
monitoring, dieback management, trail and track 
maintenance, and general landscape management.

Despite these efforts, the City would find it difficult 
to meet the conservation expectations of the 
community without the cooperation of dedicated 
Bushcare Volunteers.

1.2 Bushcare Volunteers

Bushcare Volunteers include reserve 
custodians, individual volunteers, informal 
groups, and formal incorporated bodies.  
All share the desire to conserve and protect 
a natural area vested within the City.  
The level of involvement and type of activities 
undertaken by volunteers depends upon the 
particular needs of the reserve, as well as 
the interests and expertise of the individual 
or group.

Examples of Bushcare Volunteer activities are:

• weed control / removal;

• dieback injections;

• rubbish clean-up;

• planting of locally native species;

• guided nature walks;

• monitoring and recording of flora and fauna;

• seed collection;

• community education (talks and presentations);

• fire prevention;

• passive surveillance; and

• reporting of any issues that may be affecting a 
reserve.

1.2.1 What Is A Bushcare Volunteer?
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Some of the advantages of becoming a Bushcare Volunteer include:

• contributing to the preservation and conservation of natural areas;

• helping to restore a natural area in the local community;

• meeting new people who share a common interest;

• learning about local flora and fauna;

• getting active outdoors;

• raising community awareness of the values of natural areas; and

• providing input to the City’s natural area management strategies.

The City recognises the contribution Bushcare Volunteer’s make to protecting our local natural environment 
publicly and regularly via media releases such as Facebook posts and news articles. The City also facilitates the 
BEWG, which provides an opportunity for volunteers from different groups to collaborate and share ideas and 
lessons with each other, the City Environment Team, and a Council representative,

The City offers annual BEWG Grant funding to assist with the delivery of on-ground volunteer led projects and 
administrative expenses. The provision of Council funding demonstrates how highly the City values Bushcare 
Volunteers.

The City also provides training opportunities for Bushcare Volunteers free of charge, such as First Aid Training  
and Green Card Training.

Each year the City hosts two plenary sessions on behalf of BEWG. The plenary sessions are an opportunity to 
hear from presenters on a range of environmental topics of interest to BEWG and the wider community.

At the end of each year the City hosts the BEWG Thank You Bush Breakfast, which is a celebration of the fantastic 
achievements of Bushcare Volunteers throughout the year, and a chance for volunteers to relax and mingle.

1.2.2 Benefits Of Becoming A Bushcare Volunteer

Reserve Custodians are volunteers who take on a surveillance role for a local natural area. 
Reserve Custodians are highly valuable in alerting the City to issues that may be affecting a 
local natural area. 

Specifically, the role of a Reserve Custodian is to report any of the following to the City Environment Officer 
or City Bushcare Supervisor:

• illegal dumping of rubbish;

• weed infestation;

• destruction of flora and fauna;

• inappropriate use of the reserve, such as unauthorised vehicles;

• behaviour that may be to the detriment of the reserve; and

• hazards.

Reserve Custodians may also undertake any of the activities listed in Section 1.2.1, essentially taking on 
the role of Individual Volunteers, subject to the requirements detailed in Section 2.

1.2.3 Reserve Custodians
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Individuals can make a positive impact to a natural area by undertaking any of the activities 
listed in Section 1.2.1.

An Individual Volunteer works in his or her own time, and is eligible for assistance from the City. An Individual 
Volunteer can determine the activities most suited to the needs and objectives of their reserve, based on their 
abilities and available time, subject to the requirements detailed in Section 2.

1.2.4 Individual Volunteers

Bushcare volunteer groups (otherwise known as Friends Groups) are formed by volunteers 
who share an interest and passion to conserve and protect a particular natural area. Each 
group works in their own time, at their own pace, and are eligible for assistance from the 
City. Each group determines the activities most suited to the needs and objectives of their 
reserve based on their abilities and available time. Bushcare Volunteer groups may be 
unincorporated, or incorporated.

Unincorporated Groups
An unincorporated group is a small, informal group working together in a particular natural area to achieve 
positive environmental outcomes. An unincorporated group is not required to establish a committee or 
attend regular meetings, and does not take ownership of equipment or leases. An unincorporated group 
can be supported by the City or other volunteer groups when applying for grant funding.

Incorporated Groups
An incorporated ‘not for profit’ group is a legal entity separate from its members through which the group’s 
activities are conducted. A group is eligible for incorporation under the Associations Incorporation Act 2015 
if it has at least six members with voting rights and does not distribute funds to its members.

Incorporation has several advantages such as allowing groups to directly obtain grants, operate bank 
accounts, hold property, sign contracts, obtain insurance cover and provide some legal protection from 
unforeseen liabilities for members.

Some of the key legal obligations that apply to the management of an incorporated association include:

• establishing a constitution and committee;

• setting regular meetings; and

• preparing financial records according to the Associations Incorporation Act 2015.

Please note that all bushcare activities undertaken by members of incorporated groups on land owned by, 
or vested in the City must still be approved by the City Environment Officer prior to the commencement of 
activities.

Advice on becoming incorporated can be obtained from the Department of Mines, Industry Regulation and 
Safety – Consumer Protection – Charities and associations.

1.2.5 Bushcare Groups
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If you would like to become a Reserve 
Custodian, Individual Volunteer, or are part 
of a group of people who would like to 
establish a Bushcare Volunteer Group, the 
first step is to contact the City Environment 
Officer to find out whether there are already 
active volunteers in the reserve that you are 
interested in. If there is already a Reserve 
Custodian, Individual Volunteer or Bushcare 
Volunteer Group active in the reserve the 
City will put you in touch with the group or 
individual.

The City can also assist you if you would like to 
join a Bushcare Volunteer Group but do not have 
a specific reserve in mind by directing you to your 
nearest local Bushcare Volunteer Group. Similarly, if 
you would like to become a Reserve Custodian the 
City can help you to find your nearest local reserve 
that does not already have a custodian.

If there is no existing Reserve Custodian, Individual 
Volunteer or Bushcare Volunteer group for a 
specific reserve that you are interested in, then your 
registration will be encouraged.

The Environment Officer will provide support to 
help you get started, and useful information such 
as:

• who manages the reserve (City of Armadale, 
developers, a State Government department);

• the purpose of the reserve;

• whether there is a Management Plan for the 
reserve;

• what work is already being carried out in the 
reserve, and who is doing it;

• the bushland condition;

• any important environment values (such as 
Threatened flora and fauna, or Threatened 
Ecological Communities);

• any important heritage values; and

• the main threats to the reserve and opportunities 
to overcome them.

If the reserve proposed for adoption is owned or 
managed by an agency other than the City, the 
Environment Officer can help put Groups in touch 
with the relevant landholder.

The roles and responsibilities of Bushcare 
Volunteers are outlined in Section 2.

1.2.6 Becoming A Bushcare Volunteer
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To ensure a mutually beneficial working relationship between the City and Bushcare Volunteers, 
it is vital that two-way communication between the two parties is maintained.

The following section provides a framework outlining the roles and responsibilities of Bushcare 
Volunteers and the City, which are to be undertaken to maintain communication and support.

2. Roles and Responsibilities

By registering with the City, the City Environment Officer is able to assist in getting started.

To initiate the registration process, each Reserve Custodian, Individual Volunteer or Group must complete and 
submit a Bushcare Volunteer Partnership Agreement Form (see Section 6 — “Appendices”). When completed, 
this form will provide the City with information about the Reserve Custodian, Individual Volunteer or Group and 
the reserve proposed for adoption. It will also confirm that the Reserve Custodian, Individual Volunteer or Group 
has read, understood and accepted the requirements of the City of Armadale Bushcare Volunteer Manual.

2.1.1 Registration

As part of the registration process Groups are required to nominate a Group Coordinator. This person 
will be the main contact for the group and will liaise directly with the City Environment Officer.

The role of the Group Coordinator may include:

• completion of forms;

• maintenance of up-to-date records of the Group’s membership and the activities being undertaken;

• communication with the City Environment Officer on a regular basis, including reporting of any incidents, accidents 
or other issues; and

• dissemination of information from the City to members of the Group.

2.1.2 Liaison With The City Of Armadale

To be recognised as a Reserve Custodian, Individual Volunteer or Group, there are criteria that 
must be achieved (Table 1).

2.1 Bushcare Volunteers

Table 1: Bushcare Volunteer Criteria

Criteria
Reserve 

Custodian
Individual 
Volunteer

Volunteer Group 
(unincorporated)

Volunteer Group 
(incorporated)

Lodgement of a Bushcare Volunteer 
Partnership Agreement Form with the City

x x x x

Development of an Annual Work Plan,  
in consultation with the City

x x x

Membership greater than four people x x

Nomination of a Group Coordinator x x
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An Annual Work Plan is a form completed by 
an Individual Volunteer or Group that details 
Bushcare activities planned to be undertaken 
during the year, how these will be of benefit to 
the reserve, and how and when they will be 
undertaken.

The Annual Work Plan will be used by the City to:

• inform the City when activities are proposed to be 
undertaken on land owned by, or vested with the City;

• inform and support grant applications;

• identify opportunities to provide assistance to 
volunteers if required;

• schedule City planned works to enhance volunteer 
efforts;

• ensure that health and safety is appropriately 
addressed onsite;

• ensure that City operations such as weed spraying 
and maintenance works are not scheduled in 
reserves on days that volunteers are active; and

• ascertain that activities undertaken by eligible 
members of unincorporated groups are covered 
under the City’s insurance policy.

An Annual Work Plan must be completed by an 
Individual Volunteer or Group prior to commencement 
of any activities undertaken by Bushcare Volunteers 
on City land. An Annual Work Plan must also be 
completed for volunteers to be eligible to receive 
assistance from the City, and apply for City grant 
funding. A form is provided to assist volunteers 
in preparing this Work Plan (see section 6 — 
“Appendices”) and further assistance is available from 
the Environment Officer.

During February and March each year, Groups are 
required to commence planning activities for the 
following financial year. The Annual Work Plan will 
outline a calendar of activities that will be undertaken 
by the group. Planning works early for the following 
year ensures that the City can accommodate the 
activities and requirements of groups within annual 
budgets and works programs.

Outlined below is the process to be undertaken for the 
development of an Annual Work Plan:

1) Liaison with Environment Officer to discuss any 
scheduled works to be carried out by the City 
and proposals for works to be carried out by the 
Individual Volunteer or Group.

2) Development of the draft Annual Work Plan, which 
should detail:

• activities that the group or individual plans to 
undertake during the forward financial year. 
These could include conservation activities, group 
promotion or research;

• proposed dates of activities;

• resources required to complete the activities;

• Job Safety Analyses; and

• funds secured or intentions to apply for grant funding.

It is recommended that established groups discuss the 
development of the following year’s Annual Work Plan 
at their Annual General Meeting.

3) Lodgement of the Annual Work Plan with the City 
for approval. This ensures that activities within the 
Work Plans are included in the City’s future budgets 
and work schedules, and any necessary cross-
department communication can be undertaken. 
It also provides an opportunity for the City to 
determine if proposed activities undertaken by 
unincorporated groups are covered under the City’s 
insurance policy.

4) Planning Meeting — once the Annual Work Plan has 
been approved by the City, the Environment Officer 
will contact the Group Coordinator, or individual, to 
arrange a suitable time for a “planning meeting”. At 
this meeting, the Environment Officer will discuss the 
schedule of activities for the year and any requests 
for assistance.

The City’s Environment Officer is available to assist groups 
to complete the requirements of the Annual Work Plan.

In addition to initial planning meetings, the Environment 
Officer will meet with groups on request to discuss 
progress in implementing Annual Work Plans and to 
provide updates on City projects.

2.1.3 Annual Work Plans

Once the City has received the Bushcare Volunteer Registration Form, the Environment Officer will contact 
the Reserve Custodian, Individual Volunteer or Group Coordinator to discuss issues relating to the reserve 
proposed for adoption.

Reserve Custodian is a passive surveillance role and therefore this liaison can be undertaken over the 
phone, unless a site meeting is requested.

For Individual Volunteers and Groups a meeting and site visit will be scheduled and preferred activities 
for the reserve will be discussed. The main outcome of the meeting will be to set some key tasks so that 
Individual Volunteers or Groups can develop a Bushcare Volunteer Annual Work Plan.
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Whether working as an Individual Volunteer 
or as a Group, all volunteers are expected 
to behave in a safe and responsible manner 
while undertaking bushcare activities. 
As part of their duty of care, the Group 
Coordinator of any group must ensure that 
volunteers behave in a responsible manner. 

Any volunteer acting in an irresponsible or reckless 
manner should be asked to leave the activity by the 
Group Coordinator. The City should be informed of 
the incident in writing.

The following should be undertaken prior to, during 
and after each event to ensure a safe working 
environment:

• As much as possible, any risks should be 
identified and assessed when planning the 
event. An example JSA that addresses common 
Bushcare Volunteer activities is available on the 
City’s Environment web page or by request from 
the Environment Officer. Groups can use this 
JSA as a starting point and add any other safety 
considerations that may be relevant, or remove 
any that are not relevant to the group’s activities. 
The completed JSA should be reviewed and 
understood by the group or volunteer prior to 
each event. All hazards identified should be 
removed, or highlighted (e.g. with flagging tape or 
signage), prior to the commencement of work.

• The Group Coordinator should advise volunteers 
of all safety considerations prior to the 
commencement of the event (see section 6 — 
“Appendices”). Individual Volunteers should take 
the time to consider safety prior to commencing 
work.

• Each volunteer, including Individual Volunteers 
working alone, should register their name, 
contact details and hours worked on the 
Volunteers Register Logbook Record for the 
event. Some groups find it useful to have an 
Activity JSA Check List on the back of their 
Volunteer Register, which helps to identify 
relevant safety considerations for particular 
events. An example volunteer register, with the 
a JSA check list on the reverse side that was 
prepared by the Wildflower Society – Armadale 
Branch is available on the City’s Environment 
web page, or by request from the Environment 
Officer. This form can be amended to suit each 
group’s particular needs.

• Volunteers working in groups should immediately 
inform the Group Coordinator of any incidents, 
accidents or injuries so that appropriate 
treatment is administered and the incident is 
recorded for safety and insurance purposes. If an 
incident occurs while working alone the volunteer 
should stop work and seek appropriate medical 
or emergency assistance.

2.1.4 Volunteer Register
It is important for individuals and groups to keep accurate and up-to-date records of all activities 
undertaken on reserves vested in the City. 

This includes recording volunteer attendance on a Volunteer Register Logbook Record (see Section 6 — 
“Appendices”).

Groups and individuals are required to establish and maintain a Volunteers Register Logbook Record where 
volunteers participate. Copies of the completed Volunteer Register Logbook Record should be sent to the 
City for each event held by the group or individual. Unless requested earlier by the City, these can be provided 
each year with the Annual Report.

Completion of the Volunteers Register Logbook Record is required to maintain insurance cover for Bushcare 
Volunteers.

2.1.5 Safety And Risk Management
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The City’s Environment Officer can provide advice to 
groups regarding risk management (see section 6 — 
“Appendices”).

Volunteers should wear protective clothing whilst carrying 
out bushcare tasks. It is recommended that when 
working in bushland areas Bushcare Volunteers wear:

• Long pants

• Long-sleeved shirts

• Sturdy, closed-in footwear

• Gloves

• Hats and sunscreen

• Sunglasses

Sharps, (such as broken glass and syringes), and 
other dangerous items must only be handled by 
adults, who should be wearing heavy duty gloves and 
use tongs to remove the item. Sharps containers will 
be supplied to volunteers for use in bushcare activities 
upon request.

Volunteer groups should nominate at least one first aid 
representative with current first aid training for each 
event. First aid training opportunities will be advertised 
to bushcare groups intermittently; alternatively groups 
may request first aid training for their nominated first 
aid representative. The first aid representative should 
be responsible for ensuring that a first aid kit that 

is stocked and up to date is available at all events. 
It is recommended that groups nominate several 
members to undertake first aid training so that there 
is always at least one member available to act as the 
first aid representative for each event.

To ensure the safety of all concerned whilst 
undertaking bushcare activities, it is essential that 
children accompanying volunteers be supervised and 
accompanied by an adult at all times.

If working alone a friend or family member should 
be contacted prior to commencing work, and again 
once the work has been completed and the volunteer 
has left the site. For longer periods of working alone 
regular check-ins (for example at least every two 
hours) should be made with the nominated contact 
person. It is recommended that all volunteers who 
intend to work alone have current first aid training.

It should be noted that insurance cover for children 
under the age of 16 is limited by the City’s insurance 
policies (unless they are part of a school group and 
covered by Education Department Policies). Bushcare 
groups are therefore responsible for children under 
16 years of age (see Section 2.2.1— “Insurance and 
Liability”). Children under 16 years of age are not 
eligible to be Individual Volunteers and are therefore 
not permitted to undertake bushcare activities alone.
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Phytophthora dieback is a plant disease 
caused by microscopic organisms present 
in the soil, which attack the roots of plants 
causing them to rot. The disease is known to 
attack at least 900 plant species; including 
Jarrah, Banksia, and Xanthorrhoea (Grass 
Trees) species. Dieback is introduced to the 
environment easily, and is very difficult to 
eradicate, therefore limiting its spread is vital in 
bushland management.

Phytophthora dieback is primarily spread through 
the movement of infected soil, often on vehicles and 
shoes. The best strategy to control dieback is to 
prevent the spread of contaminated soil, water and/or 
plant material. Before entering and exiting bushland, 
vehicles, boots, and tools should be disinfected by 
removing all material from these items and spraying 
with bleach, methylated spirits or Phytoclean. Where 
phytofighters are available at a site these should be 
used according to the instructions provided.

Many City vested bushland reserves have been 
mapped for dieback. Up to date dieback mapping 

is available on the City’s Intramaps, which can be 
accessed online at: https://www.armadale.wa.gov.
au/online-mapping-intramaps. Dieback mapping can 
also be provided upon request for reserves that are 
part of the City’s dieback program.

Sometimes infected plants are bought from nurseries. 
All plants used for revegetation on City land must 
be sourced from a Nursery Industry Accreditation 
Scheme Australia (NIASA) nursery, unless otherwise 
approved by the Environment Officer. NIASA nurseries 
undertake procedures to ensure that their stock is not 
dieback infected. Check NIASA’s webpage for a list of 
accredited nurseries. If volunteers wish to propagate 
plants for revegetation strict hygiene measures must 
be implemented and the procedure used approved 
by the Environment Officer.

At least one member of each group should undertake 
Green Card Training and use the knowledge acquired 
to plan activities to be carried out in accordance with 
best practice dieback management. Green Card 
Training will be advertised to bushcare volunteers 
intermittently. Provisions for Dieback management 
should be included within the JSA provided with the 
Annual Work Plan.

2.1.6 Dieback Awareness
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Heritage is important in understanding the 
story of our local area, and for providing a 
link to past and present culture and history. 
Heritage refers to both Aboriginal and Non-
Aboriginal values and incorporates both the 
tangible and intangible. Heritage values can 
include landmarks, places, artefacts, buildings 
and contents, spaces, and views - and the 
stories associated with them.

There are hundreds of known heritage sites within 
the City of Armadale. As a community, we share the 
responsibility to identify and respect heritage values, 
and preserve them to pass on to future generations. 
In the context of this manual, and a bushland setting, 
this means ensuring that Bushcare Volunteers are 
aware of any heritage values of a particular location 
prior to undertaking work. The Environment Officer 
can help by providing information on any known 
heritage values within a proposed work site.

Bushcare Volunteers may wish to acknowledge 
the Traditional Custodians of the land prior to 
commencing work. For example:

The Group acknowledges the Traditional Custodians 
of this land, and their continuing connection to the 
land, waters and community. We pay our respects 
to all members of the Aboriginal communities and 
their cultures; and to Elders both past, present and 
emerging.

If a volunteer group would like the opportunity to 
work with Traditional Custodians, or have a Traditional 
Custodian address the group on the Aboriginal culture 
of the area that you are working in please contact the 
City Environment Officer.

2.1.7 Heritage Awareness

Each Individual Volunteer and Group is 
required to submit a Bushcare Volunteer 
Annual Report to the City’s Environment 
Officer at the end of each financial year (see 
Section 6 — “Appendices” for the template). 

The Annual Report should include information such as:

• the total number of volunteer bushcare hours 
undertaken;

• current list of members and up to date contact details;

• a review of bushcare events/activities carried out by 
the group;

• an overview of the group’s achievements, for 
example in on-the-ground activities, membership 
and community education;

• details of any external funding received for 
equipment, materials or other activities;

• data collected by the group during the year  
(for example flora and fauna records); and

• suggestions for improving the ongoing partnership 
between the City and Bushcare Volunteers.

Information gathered from Bushcare Volunteer Annual 
Reports will assist in the allocation of resources 
towards the management of conservation reserves. 
Details from the Annual Report will be provided to 
Council to demonstrate the valuable contribution 
made by volunteers to conservation and the 
environment throughout the year.

2.1.8 Annual Reporting
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2.2 City Of Armadale Responsibilities
The City is responsible for ensuring that a safe working environment is provided for volunteers 
and other community members undertaking work within the City’s natural areas.

2.2.1 Bushcare Volunteers Induction Session
Each year the City offers a Bushcare Volunteer Induction Session outlining the key elements of 
the Bushcare Volunteer Manual, Annual Work Plan’s, Job Safety Analysis, BEWG Grant Funding 
and Annual Reporting. 

The session also provides an opportunity for Bushcare Volunteers to meet the City Environment Officer and 
ask any questions they may have about the manual and associated forms.

2.2.2 Technical And Operational Assistance

The City’s Environment Officer and Bushcare 
Supervisor are available to meet on site with groups 
or individuals wishing to undertake works within City 
reserves to:

• discuss the scope of work and timing of activities;

• provide advice on potential environmental impacts 
or benefits of a project;

• provide advice to minimise any adverse 
environmental impacts;

• provide advice on how to undertake activities safely;

• provide advice on dieback and weed hygiene;

• assist the group to complete funding applications; 
and

• help the group to care for the local environment.

Operational assistance may include, but is not 
limited to:

• herbicide application by authorised personnel;

• auguring of holes for planting;

• installation of fencing;

• rubbish collection;

• signage;

• provision of native plants; and

• training.

Requests for assistance should be made to the City 
Environment Officer. The Environment Officer can 
be contacted via:

Email – bewg@armadale.wa.gov.au

Phone – 9394 5000

The City is able to provide operational, technical and promotional assistance to groups.
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The City’s insurance covers an individual assisting a 
City registered group as a volunteer and only applies 
when volunteers are working within the scope of 
their duties for and on behalf of the City. Therefore, 
the scope of work and volunteer duties must be 
included in the Annual Work Plan.

The following points are some of the features of 
insurance cover for volunteers participating in City-
authorised bushcare activities as at 1 July 2018:

• All participants aged 16 and over are covered for:

o Accidental death, permanent total disablement 
and disablement*;

o Out of pocket medical expenses (not covered 
under Medicare or Third Party Motor Vehicle 
insurance)*;

o Cover for and loss of income from disabling 
injuries for up to two years*.

o Participants over the age of 86 years participating 
in City-sanctioned bushcare activities are covered 
by the City’s insurance cover, however limited*;

• Participants aged less than 16 years participating 
in City-sanctioned bushcare activities are limited to 
cover for accidental death limited to a maximum of 
$25,000.00**

• All participants are covered for:

o Protection against liability claims where you have 
negligently caused loss or damage to members 
of the public provided the loss occurred while 
undertaking works that were within the scope 
authorised by the City. Volunteers may be sued 
personally should their negligent act be outside of 
the scope of works authorised by Council; and

o Motor Vehicle Insurance providing the City has 
approved you to use your vehicle for undertaking 
volunteer duties.

* Subject to certain terms, conditions and exclusions including 

limits and excesses – refer to the Policy Wording & Product 

Disclosure Statement (PDS) available from the City of Armadale 

upon request for full coverage details.

** For bushcare activities involving participants under the age of 

16 – please seek prior approval from City’s Environment Team, 

preferably by including a note within the AWP that participants 

under 16 may be attending the event. All participants under 16 

must be accompanied by a responsible adult.

To guarantee insurance coverage in the event of 
any incident, groups are required to establish and 
maintain a Volunteer Register Logbook Record 
to record the details of all volunteers working on 
a Bushcare Volunteer event. The City’s insurance 
only covers volunteers whilst they are engaged in 
Bushcare Volunteer activities on behalf of the City 
where those volunteers are acting with due care (i.e. 
not behaving recklessly).

Parents or guardians accompanying children 
under 16 at bushcare events, are required to sign 
a waiver that acknowledges child volunteers under 
the age of 16, participating in City authorised 
bushcare activities, will remain under the care and 
responsibility of the volunteers organising the event 
(see section 6 — “Appendices”).

Minors accompanying their parents or guardians 
at City authorised bushcare activities and not 
registered as a Volunteer will not be covered by the 
City’s insurance policy.

City insurance does not cover members of an 
incorporated group. Under legislation, incorporated 
groups are considered separate entities and 
therefore are required to have their own insurances 
for Public Liability and Personal Accident Cover. 
Members of an incorporated group would then be 
covered by the group’s insurance as opposed to the 
City’s. Upon application, City grant funds can be 
used to pay for insurance premiums for incorporated 
groups (see Section 4.1).

Volunteers (not associated with an Incorporated Group) involved in City sanctioned bushcare 
activities, will be covered by the City’s Volunteers Insurance Policy, which includes any 
necessary direct travel to or from such voluntary work. Limited cover applies to persons under 
the age of 16 and over the age of 86 years.

2.2.3 Insurance and public liability
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To keep Bushcare Volunteers informed of City operations and to provide opportunities for 
promoting the activities of volunteer groups, a number of communication mechanisms will be 
used, including but not limited to:

• A Bushcare Volunteer page on the City’s website, including profiles for registered City Bushcare Volunteer 
Groups, and opportunities to promote upcoming activities.

• Inclusion on the Bushcare Environmental Working Group electronic mailing list, which receives details of 
training and funding opportunities, upcoming events and information that may be of interest.

• A minimum of one meeting per year with the City’s Environment Officer to discuss the progress of the 
group’s Annual Work Plan, as well as any other issues or queries and requests for assistance.

• An invitation to the City’s biannual BEWG plenary sessions, annual thankyou bush breakfast, and training 
opportunities.

It is recommended that Volunteer Groups undertake further advertising if they want to promote the group and 
upcoming activities to the broader community. An effective way to raise awareness about your Group is to go 
through established networks within the local community, for example create a Facebook page and share it to 
existing community groups. You could also gain interest by doing a leaflet drop and door knock in areas close 
to the proposed activity site.

2.2.4 Communication And Information

The City’s Volunteer Service, Armadale Volunteer Services, is available to assist with volunteer 
recruitment. The service invites community members to attend an informal interview, to discuss 
the principles and responsibilities of being a volunteer, and the interests, skills and experience 
of the potential volunteer. Potential volunteers are then provided with the contact details of an 
appropriate registered ‘not for profit’ organisation and directed to make contact with the group 
coordinator.

2.2.5 Volunteer Recruitment Assistance

Training will be offered to Bushcare 
Volunteers as opportunities arise. 
Topics may include:

• First Aid

• Green Card (Dieback)

• Native seed collection

• Native plant identification

• Weed identification

• Safe equipment usage

• Plant propagation

• Occupational Health and Safety

2.2.6 Training

18 City of Armadale



Climate change in recent decades has 
resulted in increased average temperatures 
and lower winter rainfalls, resulting in a 
longer ‘fire season’ and a greater proportion 
of the landscape that is sufficiently dry to 
burn. Most of the City has been identified as 
Bush Fire Prone by the Fire and Emergency 
Services Commissioner. The City seeks to 
minimise the risk of bushfire hazards while 
balancing the need to protect remnant 
native vegetation for its environmental and 
landscape values.

Bushfire severity greatly depends on weather, 
topography and fuel load. Of these, fuel load 
is the only factor that the City can manage. 
Fuel comprises living and dead vegetation that 
accumulates over time, including dead leaves, 
twigs and bark. Regular prescribed burns are 
considered the most effective way to manage fuel 
loads and bushfires can usually be successfully 
and safely controlled when they burn into low fuel 
areas. Each year the City undertakes assessments 
in most bushland reserves to determine fuel load. 
The City is required to undertake control burns in 
bushland when fuel loads exceed 7.5 to 8 tonnes 
per hectare.

The City also undertakes firebreak maintenance 
to ensure that bushland areas can be accessed 

by Emergency Service vehicles in the event of a 
bushfire. Firebreak maintenance is undertaken 
based on annual firebreak inspections undertaken 
by the City.

Bushcare Volunteers should avoid spending time 
and energy on activities such as planting within 
firebreaks, and in areas where a control burn 
is planned in the near future. The Environment 
Officer will assess Work Plans against the locations 
of firebreaks, and planned burns for the year to 
assist volunteers in avoiding working these areas. 
Approved Work Plans and maps will be retained by 
the City for reference when undertaking their fuel 
load and firebreak maintenance activities. Groups 
will be notified by the City where Hazard Reduction 
Burns (HRB) and fire break works are planned. The 
Group can then plan revegetation projects in areas 
following HRB’s if deemed necessary.

1 There may be some instances whereby process differs 

from that stated above. For example;

• Some reserves will not be inspected annually. A record of 

the fuel loading at the last date inspected will be tabled 

with any new data. This generally allows for adequate 

forward planning for bushland management activities.

• Not all reserves will require burning when fuel loadings 

reach 7.5 to 8 tonnes per hectare e.g. reserves where 

approved fire management plans are being implemented 

(such as Bungendore Park, Armadale Settlers Common 

and Lloyd Hughes Reserve) and adequate buffers to high 

fuel load areas have been maintained.

2.2.7 Hazard Reduction Burning (HRB’s)  
 And Firebreaks
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2.3 Bushcare Environmental Working Group

The objectives of BEWG are:

• To facilitate communication between the City, 
community groups and individuals concerned 
with protection and rehabilitation of the natural 
environment.

• To discuss matters relating to environmental 
policy and practice, including but not limited to:

o Biodiversity protection and enhancement

o Natural areas, natural resources, remnant 
bushland and trees

o Bushcare groups and community environment 
activities

o Catchment drainage and water course 
management

o Surface water quality management

o Pest and weed management

o Environmental awareness/education 
opportunities

• To provide a forum for the City to highlight 
projects and actively engage with representatives 
of the community.

• To provide a forum for Bushcare groups and 
volunteers to highlight projects and actively 
engage with the City, and other Bushcare 
volunteers and groups.

• To assist in developing, implementing and 
reviewing strategic conservation strategies and 
management plans.

• To create and encourage increased 
environmental awareness, and foster and 
facilitate community care and concern for the 
natural environment.

All new Bushcare Volunteer Groups will be invited 
to nominate a representative to join BEWG upon 
registration with the City.

Membership is also open to Community members 
who are not affiliated with a Bushcare Volunteer 
Group comprising:

• individuals with a demonstrated commitment or 
expertise in protection and rehabilitation of the 
natural environment;

• Traditional Custodian representatives;

• representatives of community groups such as 
volunteer bush fire organisations, resident and 
ratepayer groups and service clubs where they 
have an interest in or expertise in environmental 
matters.

The group also comprises two City appointed non-
voting representatives, being the City Environment 
Officer and the minute taker.

The BEWG was established in recognition of the valuable contribution that Bushcare Volunteers 
make to the conservation of our local natural areas. BEWG comprises representatives from City 
Bushcare Volunteers Groups who meet regularly with the City Environment Officer to discuss 
environmental matters. The group was established in 1999 and has since provided a valuable 
link between the City and Bushcare Volunteers.
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3.1 Surveillance

Bushcare Volunteers have an 
important role to play as “eyes 
and ears” for the City. The City 
encourages local residents to report 
incidences of fire, rubbish dumping, 
unauthorised vehicle access and 
vandalism in natural areas.

In cases of fire, the Fire Brigade should 
be contacted as a priority (000).

If incidences of rubbish dumping or other 
illegal activity are actually witnessed 
contact the City Ranger Services.

3. Bushcare Activities

It is recommended that new groups focus on tasks they identify as achievable and as having the 
highest priority. The Environment Officer is able to advise groups on how to go about organising and 
prioritising bushcare activities.

Groups should notify the City of the dates and times when volunteers will be undertaking work within 
any City reserve.

The following section provides some examples of activities that groups may wish to undertake.

The type of activities Bushcare Volunteer groups can undertake will be dependent upon 
the skills and knowledge of the group, and the needs of the reserve. Groups often evolve 
over time to take on higher-level tasks as their expertise grows.
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Groups undertaking weed control within the City’s 
bushland must be experienced in weed identification and 
utilise hand methods only (non-mechanically powered 
hand tools are allowed). Particular caution must be used 
when weeding grass species, as local native grasses 
can easily be mistaken for weed species. If in doubt 
as to whether a species is a weed please contact the 
Environment Officer to confirm identification prior to 
undertaking removal. The Environment Officer can also 
provide information regarding which weeds should be 
prioritised in each natural area.

Where possible, the removal of weeds should disturb the 
soil as little as possible. Weeds should first be removed 
from sections of bush in good condition where they are 
competing with native plants. Weed removal can then 
progress outwards towards more degraded sections at 
a pace that allows for natural regeneration, so that areas 
are not left bare, susceptible to erosion and more likely to 
be reinfested by weeds.

3.2 Targeted Weed Removal

In circumstances where weed removal is 
being undertaken to facilitate planting, a 
broad scale approach can be applied to 
the area in preparation. It is recommended 
that at least two weed control events be 
undertaken in Autumn and early Winter 
prior to planting.

Where large scale weed removal is 
undertaken on City reserves, the City will 
collect and dispose of weeds from mutually 
agreed locations, or arrange free disposal 
of rubbish at the City’s landfill facility. 
Requests for the removal of greenwaste 
must be submitted to the Environment 
Officer in writing, at least 10 days prior to 
weed removal activities being undertaken.

Hand weeding can be labour intensive 
and in some cases weeds are difficult to 
remove by hand (particularly woody weeds). 
Bushcare Volunteers are not permitted to 
undertake chemical or mechanical weed 
control on City reserves. Rather, groups 
may choose to develop a site specific weed 
list including prioritisation of specie that 
they wish to be targeted, and meet with the 
Bushcare Team to discuss and schedule a 
control program, which can be included in 
the group’s Annual Work Plan. If approved, 
control of any weeds identified as requiring 
chemical or mechanical removal can 
then be undertaken by City approved 
contractors, or City Bushcare Officers.

Hand removal of weeds is an important activity for Bushcare Volunteers. It is important to 
ensure that plants are correctly identified before removal. Weeds present in natural areas 
should be prioritised.
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Removing rubbish not only improves the visual amenity of a natural area, but also lowers the 
incidence of dumping. The City can support the involvement of groups in rubbish removal 
by organising the removal of collected rubbish from the reserve. The City can also provide 
appropriate equipment to dispose of syringes and sharps upon request.

In addition to inclusion in the Annual Work Plan, a written request to the City is required to undertake 
large scale rubbish collection requiring City removal of rubbish. Please notify the Environment Officer and 
Manager Waste Services at least 10 working days prior to undertaking rubbish collection that will require 
City removal of rubbish.

If you plan to undertake rubbish collection appropriate safety and risk management should be undertaken 
(see section 2.1.5) appropriate equipment (e.g. sharps container, tongs and gloves provided by the City) 
should be used. Leather gloves or similar must be used for rubbish removal as a safety precaution.

Clean Up Australia Day is held in March each year and is a good opportunity, not only to have a general 
rubbish pick-up, but also to attract more volunteers to groups. Further information about Clean Up 
Australia Day is available from https://www.cleanup.org.au/.

3.3 Rubbish Removal
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3.4 Planting

In areas where weed control and rubbish removal have been successfully undertaken, 
planting of local native species can assist to rehabilitate areas that are heavily degraded. 
Planting should be considered a last resort, and only used in areas that are considered 
Degraded or Completely Degraded2, and therefore are unable to naturally regenerate. 
This is because in nature the majority of seedlings fail; only the plants most suited to the 
conditions survive to spread their genes. Growing seedlings under nursery conditions, 
then planting all of them, overcomes this natural selection and can weaken the gene pool. 
The Environment Officer can assist in assessing the Vegetation Condition of an area and 
whether or not planting is appropriate.

Before planting in a reserve, existing plant 
communities, species ratios and provenance 
must be considered. If planting works are planned 
the following must be included with the Annual 
Work Plan for assessment by the Environment 
Officer:

• a map showing the proposed location of 
revegetation

• proposed species list

• proposed density

• how the site will be maintained during 
establishment (approximately two years)

The City’s Environment Officer can provide further 
advice to Bushcare Volunteers regarding planting 
requirements for natural areas upon request.

If mechanical equipment is required to prepare a 
site for planting or to undertake planting work, the 

work must be undertaken by a person competent 
in equipment use approved by the City (i.e. a 
contractor or City Bushcare Officers).

If volunteers wish to propagate plants for 
revegetation strict hygiene measures must be 
implemented and the procedure used approved 
by the Environment Officer. Note that even 
with strict hygiene measures in place, plants 
propagated outside NIASA accredited nurseries 
must not be planted in a dieback free area. If the 
targeted revegetation area is in a dieback free 
area then all propagation must occur at a NIASA 
accredited nursery. Volunteers may negotiate with 
an accredited nursery to utilise their facilities if 
they wish to propagate their own plants targeted 
for a dieback free area.

2 As per the Keighery Vegetation Condition Scale
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Phosphite is a chemical that can protect plants that are susceptible to Phytophthora dieback and 
works by boosting the plant’s natural defences. Treatment can include stem injection of trees (with 
stem diameter greater than 100-140mm) and foliar spray of understory species and small trees 
(less than 100-140mm in stem diameter). Treatment should be carried out in spring and summer, 
when water uptake from the vegetation is at its greatest.

The City supports treating dieback susceptible species with phosphite. Prior to undertaking dieback treatment 
volunteers must be deemed competent in equipment use.

The City has an ongoing Dieback treatment programme undertaken across numerous reserves in the City. This 
program is run in consultation with volunteer groups who regularly undertake dieback injections, to ensure that 
resources are allocated most effectively. The dieback status of a particular reserve and information on planned 
management can be provided upon request.

3.5 Dieback Injections

Monitoring changes in the environmental condition of a natural area is an excellent way 
for groups to highlight their achievements. “Before and after” photos at events and more 
permanent “fixed photo points” for longer term monitoring can demonstrate changes in 
vegetation condition and density. 

Establishing monitoring quadrats or transects through the reserve can also be useful for long term 
monitoring of changes in weed density and loss or gain in native species. Compiling flora and fauna lists can 
help to show the biodiversity value of a reserve.

Bushcare Volunteers are encouraged to provide copies of surveys and other research to the City so that this 
information can be used to inform management decisions regarding City reserves.

3.6 Environmental Monitoring
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Educating the community about the value of natural areas is a key role of local 
government. Bushcare Volunteers can assist the City in these efforts by leading guided 
nature walks in local reserves and holding information sessions.

Guided walks are an excellent way of introducing the local community to flora and fauna.

Walks can be held during the day, but occasional spotlighting walks in the evening can show off 
other fauna not normally seen during the day (especially spiders, frogs and possums).

3.7 Guided Nature Walks And Information  
 Sessions

Distributing information to local residents about Bushcare Volunteer activities is a 
great way to promote the values of urban bushland and the importance of the work 
volunteers undertake. It may also inspire others to become involved in organised 
activities or to join a volunteer group.

Displays of photos of a reserve’s flora and fauna or of previous Bushcare Volunteer events at the 
City’s libraries or local shopping centres can also help raise the profile of Bushcare Volunteers 
within the City.

Throughout the year there may be opportunities for Bushcare Volunteers to include information 
to promote the work being carried out within City displays and events. At these times the Group 
Coordinator will be contacted by the City to invite the Group’s participation.

3.8 Raising Environmental Awareness
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Once Bushcare Volunteers have gained experience and received appropriate training, they 
have the opportunity to become involved in more advanced environmental management 
and restoration projects. These specialised tasks need to be carried out in accordance with 
recognised safety and environmental standards.

Long term and advanced level projects may include:

• seed collection for propagation or storage in the City’s seed bank (subject to Department of Biodiversity, 
Conservation and Attractions licensing requirements);

• reconnaissance and Detailed flora and fauna surveys;

• publication of environmental awareness/interpretation brochures;

• minor construction works (e.g. walk trails, erosion control); and

• assisting with the development and review of Management Plans for specific natural areas.

It is recommended that Bushcare Volunteers discuss potential projects with the Environment Officer who can 
provide advice regarding the feasibility and logistics of long term and advanced level projects.

3.9 Longer Term Advanced Level Projects

3.10 Activities Not To Be Undertaken By Volunteers

Bushcare Volunteers are not permitted to undertake activities using chemicals of 
any type, including the use of herbicides and pesticides3.

In addition, due to public safety, duty-of-care and public liability issues, Bushcare Volunteers 
working in City-managed reserves will not be authorised to:

• use chainsaws or brush-cutters;

• use petrol driven augers; or

• prune branches from trees.

3 Phosphite may be used for Dieback treatment once adequate training has been undertaken.
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Due to public safety, duty-of-care and public 
liability issues, Bushcare Volunteers are not 
permitted to drive personal vehicles within 
City managed reserves, unless:

• a Request for Private Vehicle Use Form (see 
Section 6 — “Appendices”) has been completed 
and approved by the City, preferably as part of an 
Annual Work Plan;

• the vehicle being used has been approved by  
the City;

• Green Card Training has been undertaken by  
the driver of the vehicle or a passenger; and

• a JSA has been completed and approved by  
the City.

Once approved by the City, volunteers will not 
be required to submit a new Request for Private 
Vehicle Use Form with each subsequent Annual 
Work Plan. Any volunteer who is approved to drive 
within City managed reserves will be issued with 
a laminated authorisation notice, for the specific 
vehicle registered by that volunteer. The notice is 
to be displayed on the dashboard of the vehicle at 
all times whenever driving, or stationary, within a 
City reserve. If the volunteer wishes to transfer their 
approval to a different vehicle a request may be 
made to the Environment Officer in writing, and if 

approved a new authorisation notice will be issued. 
The City reserves the right to suspend or revoke 
the approval at any time.

In addition to standard JSA requirements, any JSA 
that includes vehicle use within a City reserve must 
include:

• Written notification of proposed entry to a 
reserve, whereby volunteers must notify their City 
contact by email within 48 hours prior to entering 
the reserve. Written notification should be sent to: 
bewg@armadale.wa.gov.au

• Scheduled calls, whereby if entering the reserve 
using a private vehicle, volunteers notify a 
designated contact person (for example a family 
member or friend) upon entering and exiting the 
reserve. If the planned activities extend beyond 
four hours, additional scheduled calls must be 
made every four hours.

• Hygiene measures that will be undertaken to 
prevent the spread of dieback and weed seeds.

• Pedestrian safety measures (for example 
maximum speed of 10km/hr and using a spotter).

Details on insurance coverage for private vehicles 
used for undertaking volunteer duties are provided 
in Section 2.2.3.

3.11 Personal Vehicle Use
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4. Funding

A number of funding opportunities are available to Bushcare Volunteers.  
Funding may be sought through the City’s BEWG Grant program or from 
external agencies.

The following guidelines apply to the BEWG grants:

• Applications should relate to expenses that are:

a) included in an approved Annual Work Plan

b) administrative expenses required to facilitate the 
conservation/educational objectives of the group; or

c) related to unexpected incidents requiring 
immediate response.

• An application for funding must be lodged with the 
City utilising the Bushcare Environmental Working 
Group Grants Application Form (see Section 6 — 
“Appendices”).

• Under special circumstances funding may be used to 
engage contractors to undertake conservation activities, 
or to engage consultants to carry out scientific research, 
surveys or other relevant investigations; however 
conditions apply (see section 4.3).

• Bushcare Volunteers must seek the support of any 
relevant external organisations or stakeholders that 
will be involved in the project and submit a letter of 
support with their application.

• Bushcare Volunteers must supply copies of any 
licences required to carry out their project.

• Applications can be made for funds to pay for 
insurance premiums for Incorporated Groups (note: 
Individual Volunteers and Unincorporated Groups 
are insured under the City’s insurance policy subject 
to requirements [see Section 2.2.1]).

• Applications are subject to approval by the City.

• Upon completion of a project funded by a BEWG 
grant, Bushcare Volunteers are required to provide 
a completed Bushcare Environmental Working 
Group Grants Acquittal Form (see Section 6 — 
“Appendices”) as detailed in Section 4.1.4.

The following items will not be funded under the 
BEWG Grants:

• projects that have already been commenced (i.e. no 
retrospective funding);

• administrative related items not detailed in Section 
4.1.2 below;

• expenses relating to personal phone, computer or 
vehicle use (including fuel); and/or

• catering for meetings/events.

All BEWG grant funding allocation is at the discretion of 
the City. When assessing BEWG grant applications the 
City considers whether the items proposed for funding 
are already budgeted for by the City and/or whether 
there are other more appropriate funding sources.

If funds sought from the BEWG grant budget exceed 
those available, officers consider the following:

• how the project meets Council’s objectives 
and priorities expressed in the City’s Strategic 
Community Plan, Environmental Management 
Framework, and other strategic documents;

• whether the project demonstrates forward planning 
with clearly defined project goals (a project may 
span a number of years); and

• the extent the project compliments others to achieve 
project goals (e.g. the project combines funding from 
other sources).

4.1.1 Grant Application

4.1 Bushcare Environmental Working Group  
 (BEWG) Grants
Each year the City invites Bushcare Volunteers to apply for funding under the BEWG 
grant, to assist with the delivery of on-ground projects and administrative expenses.

Bushcare Manual 2020 29



To be eligible for grant acquittal, and to be considered for future funding, the following 
must be provided to the City Environment Officer within the timeframes indicated:

• completed grant acquittal form (see section 6 – “Appendices”);

• Tax Invoices and receipts no later than June 1st each year. Tax Invoices must show Australian 
Business Numbers. Invoices will be paid following receipt by Environmental Officer; and

• copies of reports and/or results of any scientific research, surveys or other relevant investigations 
that are funded under the grant.

4.1.2 Administration Expenses

4.1.3 Consumables

4.1.4 Grant Acquittal

The City recognises that few grant organisations provide funds to assist groups with 
administrative expenses and that good administration is necessary for groups to function 
effectively. Some administrative expenses can be applied for under the BEWG grant.

Administrative expenses can include City 
approved:

• volunteer training

• licences (for example flora and/or seed 
collection licences)

• printing of educational/information 
brochures, event flyers, or other 
publications

• printing of photos for educational displays

• book keeping services

• Post Office Box hire

• website maintenance

• membership subscriptions

• meeting venue hire

Requests for administrative funding should 
be costed in detail.

Each Bushcare Volunteer group is eligible to apply for $150 towards consumables that 
do not need to be itemised within the grant application. The consumables allowance is to 
serve as ‘petty cash’ to be distributed at the discretion of the group. Note however that tax 
receipts for items purchased with the allowance are still required for acquittal, with the item 
attributed to the consumables line item. Any consumables that cannot be covered by the 
$150 allowance should be costed in detail in the grant application.

Grants for administrative expenses are conditional upon a sentence on all printed material funded by the 
BEWG grant stating:

“The group acknowledges the funding support provided by the City of Armadale through the Bushcare 
and Environmental Working Group Grant.”
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4.2 Funding From External Sources

4.3 Engagement Of Contractors

A number of agencies and organisations provide funding to community groups undertaking 
conservation activities with applications opening throughout the year.

Any application for funding for activities that will be carried out on City of Armadale land will 
require approval from the City.

Intentions for funding should be included in Bushcare Volunteer Annual Work Plans, and applications 
should be discussed with the Environment Officer to ensure the activity is consistent with current 
management of the reserve or natural area. This will also ensure that any assistance to be provided by the 
City is scheduled into the City’s conservation maintenance program and relevant annual budgets.

Engagement of any contractor to undertake work on City vested land 
must adhere to the following procurement and management protocols:

• Contractors may only be engaged for works that 
cannot be practicably undertaken by volunteers 
themselves, or activities that volunteers do not 
have the expertise or qualifications to undertake.

• Disclosure of any potential conflicts of interest 
on the part of the contractor or group is required 
prior to contractor engagement.

• The contractor must address selection criteria 
demonstrating why they are suitable to undertake 
the proposed works. Selection criteria are to 
include demonstrated professional experience in 
the following:

o undertaking the proposed works

o working in the local area

o occupational health and safety management

o environment hygiene management.

• The proposed methodology and schedule of  
works must be provided to the City for approval 
prior to contractor engagement.

• Volunteer supervision of proposed third party  
works exceeding $10,000 will not be supported 
by the City; however other management 
arrangements may be discussed with the City.

Any proposed contractor engagement should be 
discussed with the Environment Officer as part of  
the Annual Work Plan Approval process.
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Bushcare Environmental Working Group (BEWG)

The BEWG comprises representatives from City 
Bushcare Volunteers Groups who meet regularly 
with the City Environment Officer and a Council 
representative to discuss environmental matters.

Conservation (Environmental)
Environmental conservation is an umbrella term that 
defines anything we do to protect our planet and 
conserve its natural resources.

Consumables
Consumables are goods that must be replaced regularly 
because they wear out or are used up (e.g. printer ink 
cartridges).

Environmental hygiene management
Management practices to prevent the spread of pests 
and/or diseases within an area.

Environmental Management Framework (EMF)
The EMF governs how environmental initiatives are 
identified, prioritised and delivered in the City.

Grant acquittal
Acquitting a grant means accurately reporting on the 
funded activities and the expenditure of funding.

Hazard reduction burn (HRB)
Hazard reduction burn is the targeted burning of 
bushland, during the cooler months, reducing the 
amount of ground vegetation to control fire behaviour.

Incorporated group
When a group incorporates, it becomes a legal entity in 
its own right. For example an incorporated association 
can own land, borrow money and enter into contracts.

Job Safety Analysis (JSA)
A JSA is a procedure which helps integrate accepted 
safety and health principles and practices into a 
particular task or job operation. In a JSA, each basic 
step of the job is to identify potential hazards and to 
recommend the safest way to do the job.

Procurement
Procurement is the process of finding and agreeing to 
terms, and acquiring goods, services, or works from 
an external source. Procurement is used to ensure the 
buyer receives goods, services, or works at the best 
possible price when aspects such as quality, quantity, 
time, and location are compared.

Propagation
The process by which new plants are grown from a variety 
of sources: seeds, cuttings, and other plant parts.

Rehabilitation
Actively managing an area containing native vegetation 

in order to improve the ecological function of that area.

Regeneration
The recovery of native vegetation through natural processes 
(i.e. natural regrowth, in-situ seeds) on sites, which are 
generally less disturbed, although weeds may be present.

Reserve
A reserve is Crown or City land that has been set aside 
for a particular purpose in the public interest. Most 
of the reserves that Bushcare Volunteers undertake 
activities in are Conservation Reserves.

Revegetation
The use of direct-seeding or planting to re-establish 
vegetation on sites that are usually highly disturbed or 
devoid of naturally occurring vegetation and, therefore, 
have very limited capacity for natural regeneration.

Strategic Community Plan
The City of Armadale Strategic Community Plan 2016 
– 2031 is a blueprint for the future direction of the City 
and its community members. It represents a shared 
community vision and sets out long term strategies 
designed to strengthen and build on Armadale’s unique 
assets. The Strategic Community Plan will help guide 
the City’s policies and actions as it seeks to meet the 
needs of the current and future population.

Threatened Ecological Community
An ecological community is a group of plants and/or 
animals (or other living things such as microbes) that 
occurs in a particular type of habitat. Together with their 
habitat, ecological communities form ecosystems. A 
Threatened Ecological Community (TEC) is one that has 
been endorsed under Commonwealth or State legislation 
as being subject to processes that threaten to destroy 
or significantly modify it across much of its range and 
is in one of the categories ‘presumed totally destroyed’, 
‘critically endangered’, ‘endangered’, or ‘vulnerable’.

Topography
The arrangement of the natural and artificial physical 
features of an area.

Unincorporated group
An unincorporated group is not recognised as a 
separate legal entity to the members associated with it. 
It is a group of people who agree to act together as an 
organisation and form an association. The group can 
remain informal and its members make their own rules 
on how the group is managed. The rules may also be 
referred to as a constitution.

Vegetation Condition Scale (Keighery 1994)
The vegetation condition ratings relate to vegetation 
structure, the level of disturbance and the ability of the 
vegetation unit to regenerate.

5. Glossary
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Bushcare Volunteer
Partnership Agreement Form

If a group please complete below:

Name of Individual or Group

If a group, name of Group Coordinator

Address

Emergency Contact Name

Home Phone Mobile Email

Emergency Contact Phone

Name of Reserve

Reserve Address

Number of Members in Group Is your Group Incorporated?

If yes, does your Group have insurance?

The City acknowledges and agrees to the following:

1. Accept the roles and responsibilities of a City of Armadale 
Bushcare Volunteer, as specified in the City’s Bushcare 
Volunteer Manual

2. Will provide an Annual Work Plan to the City each year that 
will detail the anticipated activities to be undertaken

3. Will ensure that I and/or members of the Group behave in a 
safe and responsible manner

4. Will maintain an accurate Volunteer Register of all people 
attending workdays and submit to the City within ten days 
for examination by the City and Insurance Company in the 
case of an accident

5. Keep an estimate of the total volunteer hours worked

6. Will provide an Annual Report to the City each year 
summarising the activities undertaken

7. If unincorporated, recognise that, for insurance purposes,  
I/we are acting in my/our own right and are not linked to any 
incorporated group

8. Recognise that insurance cover will only be available to 
unincorporated groups undertaking activities on reserves 
vested in the City of Armadale and that the City will not accept 
responsibility for any activities undertaken on other reserves

9. Will liaise with the City’s Environment Officer regarding all 
Bushcare activities and any issues arising relating to the 
adopted bushland

I acknowledge that I have read and understood the following and that I:

Signed Individual Volunteer / Group Coordinator Date

1. That the City will provide operational assistance as per agreed 
City of Armadale Bushcare Volunteer Annual Work Plans

2. The City will respond to requests from Bushcare Volunteers 
in a timely manner.

3. The City will provide financial assistance to support the activities 
of Bushcare Volunteers when an Annual Work Plan and BEWG 

Grant application has been approved, subject to conditions.

4. The City will support Bushcare Volunteers to raise the 
awareness of conservation volunteers amongst the community.

5. The City will provide advice and information to Bushcare 
Volunteers to enable activities to be conducted in a safe and 
responsible manner.

Signed Environment Officer Date

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au

I am registering as a (please tick):  Reserve Custodian      Individual       Volunteer Group

Yes No

Yes No



9394 5000 
7 Orchard Avenue, Armadale

armadale.wa.gov.au

Bushcare Volunteer
Bushcare Safety Information Sheet

1. To ensure duty of care for volunteers, a First Aid Representative should be nominated who holds a 
current Apply First Aid Certificate.

2. A first aid kit, which is stocked, up to date and easily accessible, should be located on site, preferable 
with the First Aid Representative.  

3. The Individual Volunteers / Group Coordinators should carry a mobile phone in case of an accident or 
other emergency. Some reserves have locations with no mobile reception. In the event that there is no 
reception during an emergency a nominated volunteer should exit the reserve to find the nearest location 
with reception to call emergency services. 

4. The Individual Volunteer / Group Coordinator should inspect the site prior to bushcare activities, in order 
to identify and flag or remove any potential hazards.  

5. In the case of a night walk, the Individual Volunteer / Group Coordinator should have walked the path 
before the event to ensure all obstacles are removed.  

6. A sharps container should be located on site.  

7.  Water, sunscreen and hats should be listed as “things to bring” when advertising an activity. Additional 
Personal Protective Equipment (PPE) should be added to the list of “things to bring” as required. 

8. All volunteers must sign the Volunteer Register Logbook Record at the beginning and end of the event. 
A copy is required to be submitted to the Environment Officer with the Annual Report.  

9. For Group events, the Event Coordinator should give a safety talk at the start of the event to explain the 
risks associated with the activity (e.g. toxic sap, sharps, potential for snakes etc.).  

10. Volunteers should be given clear instructions on the correct way to carry out tasks (e.g. use of tools, 
correct planting method, etc.).  

11. Activities such as weeding, planting or rubbish removal should only be undertaken during daylight hours.  

12. When removing rubbish, volunteers should wear appropriate gloves, and use tongs for dangerous items. 
All sharps and dangerous items must be placed in sharps containers. 

13. All weeds and rubbish collected should be placed into bags and left at a prearranged site for pickup by 
the City. The site selected must not block pedestrian access or hinder drivers’ visibility of the road.
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Bushcare Volunteer
Risk Management Planning Guide

The City of Armadale requires that Bushcare Volunteers adopt a culture of Risk Management for all 
activities they intend to undertake. Risk Management is defined in the Australian Standard AS4360:1999 
as: “The culture, processes and structures that are directed towards the effective management of 
potential opportunities and adverse effects”. 

Group Coordinators and Volunteers need to ask themselves: 

• What can go wrong? 

• How can we prevent it? 

• What will happen if it occurs? 

• What is the likelihood of it occurring? 

A Job Safety Analysis (JSA) should be undertaken for all tasks and activities included in the Annual Work 
Plan. This can be achieved in four steps: 

Step 1 – Identifying the risk 

Step 2 – Evaluate the risk –assigning the likelihood and consequence 

Step 3 – Risk management strategies 

Step 4 – Implement, monitor and review the program 

The plan should be documented and communicated with all volunteers affected and regularly reviewed. 
If the Annual Work Plan is updated at any time, the associated JSA should be updated accordingly. 

A JSA template can be provided by the Environment Officer upon request. Any Group or Individual 
Volunteer undertaking work on City vested land is responsible for preparing a JSA prior to the event. 

All volunteers taking part in the activity should be familiar with the JSA prior to commencing the activity. 
The Environment Officer can assist with the assessment and development of the plan if required.



Bushcare Volunteer
Annual Work Plan

Major objectives for coming year:

Date

Please list the major activities to be carried out by your group for the next financial year below.
Where applicable please include a map showing the proposed location of activities.

Month Event or Activity  
(e.g. weeding, guided nature walks, rubbish clean ups)

Resources Required  
(e.g. number of seedlings)

July

August

September

October

Reserve

Name of Individual or Group

If you are a Group working cross multiple reserves, please specify which reserve  
each activity is taking place at in the activities table below.

Coordinator has agreed to supervise the activity (and is 
appropriately trained to do so), keep a record of volunteer hours, ensure that volunteers are dressed appropriately and 
behaving safely, -or delegate these tasks appropriately.

Volunteer Type (please tick):  Individual      Group

Bushcare Volunteer Annual Work Plan



Bushcare Volunteer 
Annual Work Plan

November

December

January

February

March

April

May

June

Month Event or Activity  
(e.g. weeding, guided nature walks, rubbish clean ups)

Resources Required  
(e.g. number of seedlings)

Bushcare Volunteer Annual Work Plan
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Bushcare Volunteer 
Annual Work Plan

Please specify if external funding will be sought for bushcare activities for next financial year in the table below. 
Please note that all applications for works within the City reserves will require approval by the City.

Project Funding Body  Funds Required Timeframe  
City support 
required (in 
kind or financial)

Signed Environment Officer Date

Signed Individual Volunteer /Group Coordinator Date

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au
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Bushcare Volunteer
Request to Use Private Vehicle 
within City Reserves
Volunteer Details

Vehicle Details

Reason for use

Please include the works being undertaken, the proposed reserve, and the proposed location. A mud map must 
also be included showing where you plan to enter and exit the reserve, and the route to be driven within the reserve. 
Driving within the reserve is to be kept to a minimum.

1. I accept the roles and responsibilities of a City of 
Armadale Bushcare Volunteer, as specified in the 
City’s Bushcare Volunteer Manual 

2.  I will adhere to State of Western Australia road laws 

3.  I have undertaken Green Card Training, and have 
current First Aid Training 

4.  Appropriate hygiene measures will be implemented to 
prevent the spread of dieback and weed seeds 

5.  Pedestrian safety will be considered  

6.  Possession of, or being under the influence of, alcohol 
or illegal drugs or drugs that affect the ability to drive 
a vehicle is prohibited. Where taking prescribed 
medication, I will see advice from the doctor to ensure 
that the medication will not affect my ability to perform 
my duties.  

7.  Any vehicle used for volunteer activities must be 
subject to an appropriate pre-operation safety check.  

 a) Check all fluid levels: Oil, water, brake, power  
steering and fuel.Check tyre pressure regularly 
including spare tyre. Refer to Vehicle Manufacturer’s 
specifications. Check operation of brakes; Foot and 
Park/Hand. Any item that could become a missile 
in the event of an accident, i.e. laptops, briefcase, 
luggage etc. should be carried in the boot. 

 b) Stocked and in-date First Aid Kit on board and  
 easily accessible 

8. I will liaise with the City’s Environment Officer 
regarding all Bushcare activities and any issues arising 
relating to activities undertaken.

Name of Group

If incorporated, does your groups insurance cover Vehicles?

Drivers Licence Number

Date of Birth

Drivers Licence Expiry

Green Card Accreditation

Drivers Name Mobile

Make Model and Year

Registration Insurance Policy

Signed Environment Officer Date

Signed Individual Volunteer /Group Coordinator Date

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au

I acknowledge that I have read and understood the following and that:

Yes No
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Bushcare Volunteer
Annual Report
Name of Group

Reserve

Name of Coordinator

Total Number of Individual Volunteers that contributed for the year

Total Volunteer Hours worked for the year

Signed Environment Officer Date

Signed Group Coordinator Date

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au

Date

Date Activity Number of Volunteers 
in attandance

Notes

Review of Programmed Activities from Annual Work Plan

Please list the Group’s major achievements for the year. Please include total number of trees planted (if applicable), but 
not trees provided by AGLG as these will be included in the AGLG report.

Data Collection - please attach any information on the data that the group has collected over the year. 

Please provide details of any external funds secured by the Group. 

Provide additional comments (such as suggested improvements for the partnership between the City and the community)
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Bushcare Volunteer
Volunteer Register Logbook Record

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au

Group/Individual Volunteer

Reserve

Group Coordinator (if applicable)

Activity

Date

Volunteer Name Phone Address Sign out
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Bushcare Volunteer
Insurance Waiver Form  
(Volunteers Under 16 Years)

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au

Name of Group

Participant’s Name

I am the Parent or Guardian of a volunteer under sixteen years of age who is participating in a volunteer bush care 
activity organised by Bushcare Volunteer Group, authorised by the City of Armadale. 

I am aware that City insurance cover for participants under 16 years of age is limited. I acknowledge that allowing 
the person for whom I am responsible to participate in this activity, may expose that person to the risk of loss or 
personal injury, or to the risk of causing loss, damage or injury to a third party. 

Accordingly, I agree to indemnify the City and the Bushlands Group against any claim for loss, damage or injury 
arising from the participation by the person named below in the volunteer bush care activity.

Address

Parent /Guardians Name

Home Phone Mobile Email

Signed Parent/Guardian Date



Bushcare Volunteer
Grant Application Form

Name of Individual or Group

If a group, name of Group Coordinator

Address

Date

Home Phone Mobile Email

Funding Sought

Name of Reserve

$

Please provide a summary of proposed works. 
Please attach supporting information such as maps, photographs or diagrams, if applicable.

Please list the aims/objectives of proposed works.

Please list any other partners or stakeholders to be involved in the project.

Please list the details of any contractors or suppliers to be utilised for the project.

Does your Group have an ABN or ACN?

If yes, please supply ABN or ACN

If yes, which funding body?

Yes No

Yes NoHas your group sought funding from any other funding body for this project? 

Bushcare Volunteer Annual Work Plan
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Bushcare Volunteer 
Grant Application Form

Proposed Budget

Please list individual items with cost estimates. Please attach written quotes where possible.

Checklist

Item Cost

$

Are the funds requested for works or items relevant to works included within an Annual Plan that has been 
approved by the City? Yes No

Have you included copies of any licenses required to carry out the works? Yes No N/A

Have you included copies of written quotes from contractors or suppliers? Yes No N/A

Have you sought support of any relevant external organisation or stakeholder that will be involved in the works?

Yes No N/A If yes, please attach letter of support.

Signed Environment Officer Date

Signed Individual Volunteer /Group Coordinator Date

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au

1. If successful in this application for funding the monies 
requested will only be utilised for the purposes of  
the proposed works/items, as described within  
this application;

2. If successful in this application for funding the Group  
is required to submit a BEWG Grant Acquittal Form  
at the completion of the project; 

3. The proposed works/items may be funded in whole  
or in part, as per the decision of the Manager 
Environmental Services; 

4. No works are permitted to be commenced until  
written approval of this project, as described  
within this application, has been provided by the 
Environment Officer; 

5. The City must approve the use of any supplier  
or contractors to undertake works involved in  
this project. 

I acknowledge that I have read and understood the following and that:
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Bushcare Volunteer
Grant Acquittal Form

Name of Individual or Group

Project Title (if applicable)

If a group, name of Group Coordinator

Grant Amount Acquittal Due Date June 30$

This Grant Acquittal Statement is to be used to acquit the grant and must be submitted to Environment Services 
by June 30 of the current financial year.

Please provide a summary of how the Bushcare Environmental Working Group Grant assissted you.
Please attach additional information and supporting documents/images if applicable.

Proposed Expenditure

Please provide details below of use of grant funding.

Item Cost
Tax Receipts  
(Yes/No/Already Provided)

$

Signed Environment Officer Date

Signed Individual Volunteer /Group Coordinator Date

Please submit to the Environment Officer via email to bewg@armadale.wa.gov.au

a)  I certify that all details supplied in this acquittal form 
are true and correct to the best of my knowledge.

b)  All receipts and/or copies of financial statements  
as required to acquit the grant are attached or  
have been previously provided.

c)  All funding was expended for the requested  
purpose and in accordance with the Grant  
Agreement.

Declaration

We hereby declare that the financial acquittal report is in accordance with the Grant Agreement. In particular:
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