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Contents 1.0 INTRODUCTION

Friends groups contribute greatly to the preservation of 
local biodiversity. The Town of Cambridge recognises this 
contribution and is keen to support friends groups in their 
efforts to improve natural areas in the Town.

The Town of Cambridge Friends Group Manual provides 
a structured framework for how Friends Groups and 
the Town can work together for the improvement and 
protection of natural areas. The manual outlines the 
roles and responsibilities of the Town and volunteers and 
addresses the safety, public liability and best practise 
issues associated with working in natural areas.

The objectives and content of this manual have been 
adapted from the City of Joondalup Natural Area Friends 
Group Manual with permission. 

1.1 Objectives 

The objectives of the manual are:

• to provide a framework and processes for how the
Town can support Friends Groups and volunteers

• to ensure natural areas are managed to improve
and/or maintain their biodiversity value

• to provide safety guidelines for volunteers
undertaking bushcare activities on land managed
by the Town of Cambridge

• to provide guidance on the preparation of Annual
Work plans

• to ensure that Friends Group Annual Work Plans
support the objectives of natural area management
plans

1.2 What is a Friends Group?

Friends Groups vary from informal groups of a few 
people to more formal incorporated bodies. Members 
of Friends Groups share the common goal of conserving 
and protecting a natural area. The type of activities 
undertaken by a group depends on the level of 
expertise of its members, the goals of the group and 
the management requirements of a reserve. There are a 
range of activities that Friends Groups may undertake to 
improve the conservation value of a reserve.

Examples of Friends Groups activities may include:

• Monitoring and recording of flora and fauna

• Weed control / removal

• Guided nature walks

• Rubbish clean-up

• Seed collection

• Community education (talks and presentations)

• Fire prevention

• Planting

1.3  Reasons for getting involved in a 
Friends Group

There are many reasons why people form or join a Friends 
Group. They may have visited a reserve over a number 
of years and noticed a gradual decline; they may have a 
particular interest or expertise in local flora or fauna; or 
they may be seeking social interaction with like-minded 
people. Being part of a Friends Group is a great way to 
make a valuable contribution to a reserve. Some benefits 
of being part of a Friends Group include:

• Helping to restore a natural area in your local
community

• Learning more about local flora and fauna

• Learning about the preservation and conservation
of natural areas

• Meeting like-minded people and socialising

• Being physically and mentally active

• Raising awareness and building community
appreciation of a natural area

• Providing input to the Town’s natural area planning
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2.1.2 Group Coordinator

Each Friends Group must nominate a Group Coordinator 
who will be the main contact for the group and liaise 
directly with the Town.

Duties of the Group Coordinator may include:

• Submission of forms including the Partnership 
Agreement Form, Volunteer Registration Forms, 
Risk Registers and the Annual Work Plan

• Keeping up-to-date records of group membership 
and activities undertaken

• Regular communication with the Town’s Natural 
Environment Officer to ensure the Town is 
informed of works being undertaken, incidents or 
other issues

• Dissemination of information from the Town to 
Group members

2.1.3 Meeting with the Town

Once a group has submitted the Partnership Agreement 
Form the Manager of Parks and Natural Environment 
contact the Group Coordinator to arrange a meeting 
with group members. At this initial meeting the Manager 
of Parks and Natural Environment will discuss the reserve 
proposed for adoption and the types of tasks that the 
group would like to undertake. From this discussion the 
group can determine key tasks and start developing the 
Friends Group Annual Work Plan.

2.1.4 Friends Group Annual Work Plans

All activities undertaken in the Town’s natural areas 
must first be approved of by the Town prior to any 
works commencing. 

Friends Groups must prepare an Annual Work Plan by 
February for works to be undertaken in the following 
financial year. Early planning ensures that the Town 
has time to consider proposed bushcare activities and 
accommodate any requests for assistance in Town 
budgets and work schedules. 

The summary below outlines the process for developing 
a Friends Group Annual Work Plan

1. Initial meeting with the Manager of Parks and 
Natural Environment 
The Manager will arrange a meeting with the group 
and other relevant Town staff to discuss potential 
works to be carried out by the Friends Group and any 
scheduled works to be carried out by the Town.

2. Development of the draft Friends Group Annual 
Work Plan
This is a requirement of the Town of Cambridge 
Friends Group Manual and should outline:

• Activities that the group would like to undertake in 
the following year

• Dates of activities

• Resources required to undertake activities/requests 
for Town assistance

• Funding secured or grants to be applied for

Groups may find it useful to discuss the development 
of the Annual Work Plan at their Annual General 
Meeting. This will assist with forward planning.

3. Submission of the Annual Work Plan to the Town
All work plans must be submitted to the Town for
approval. This allows the Town to account for any
requests for assistance in future budgets and work
schedules.

4. Planning Meeting
Once the Annual Work Plan has been approved a
planning meeting will be arranged between the Town
and the Friends Group. The Manager will discuss the
Group’s proposed schedule of activities for the year
and any requests for assistance.

A Friends Group Annual Work Plan template is provided 
in the Appendices section at the end of this manual 
to assist groups in completing the plan. The Town’s 
Natural Environment Officer or Manager of Parks and 
Natural Environment can be contacted if assistance is 
required to develop the Annual Work Plan.

Progress meetings will also be held throughout the year 
with the Town’s Natural Environment Officer to discuss 
progress of Annual Work Plan actions as they are 
implemented. The Natural Environment Officer can also 
report on any relevant works being undertaken by the 
Town.

1.4 Forming a Friends Group

The first step is to establish if there is already an active 
Friends Group for a particular reserve. This can be 
determined by contacting the Town’s Natural 
Environmental Officer. If there is no existing Friends 
Group in place, then the establishment of a new Group is 
possible. The next step is to find people who are willing 
to work together to achieve common objectives for the 
reserve. This group of people will then need to gather 
information about the reserve proposed for adoption. 
Some relevant information required is: 

• Who manages the reserve (the Town, developers, a
State Government department)?

• What is the purpose of the reserve?

• Is there a Management Plan for the reserve?

• What work is already being carried out in the
reserve?

• Who is carrying out this work?

• What is the bushland condition?

• What are the main threats to the reserve and the
opportunities to overcome them?

The Town’s Natural Environment Officer can answer 
many of these questions and provide information on the 
resources and support available to newly established 
Friends Groups. If the reserve is owned or managed by 
an agency other than the Town, the Town’s Natural 
Environment Officer can assist with making contact with 
the relevant land manager. 

2.0 ROLES AND RESPONSIBILITIES

The following section defines the roles and responsibilities 
of Friends Groups and the Town to ensure that open 
communication and a mutually beneficial working 
relationship between the parties is maintained. 

2.1 Friends Group Responsibilities

To establish a Friends Group the following conditions 
must be met:

• A group must consist of at least four members

• A group must be registered with the Town by
completing a Partnership Agreement Form

• A Group Coordinator must be nominated

• A Friends Group Annual Work plan must be
developed in consultation with the Town

The following sections detail the processes and 
responsibilities associated with operating a Friends Group.

2.1.1 Registration

Submission of a Partnership Agreement Form is the 
starting point for registering a Friends Group with the 
Town. This will provide the Town with information about 
the group and the reserve proposed for adoption. It 
will also confirm that the group understands and is 
willing to abide by the guidelines provided in the Town 
of Cambridge Friends Group Manual. A Partnership 
Agreement Form is provided in the Appendices section at 
the end of this manual.
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• The Group Coordinator should provide a briefing
prior to the start of an activity and advise all group
members of safety precautions

• All group members attending an activity must
record their name, contact details and hours
worked on the Volunteer Register (see Appendices)

• Any incidents, accidents or injuries must be
reported immediately to the Group Coordinator
to ensure appropriate treatment and recording
for safety and insurance purposes. An Accident/
Incident Report is included in the Appendices
section.

The Group Coordinator must submit the Risk Register, 
Volunteer Register and Accident/Incident Report Form (if 
applicable) within ten days following each activity. Further 
advice on risk management can be provided by the 
Town’s Natural Environment if required.

2.1.7 Volunteer Safety

Safety is the responsibility of all members of a Friends 
Group. A Friends Group Safety Checklist is provided in 
the Appendices which will help Group Coordinators plan 
for Group activities. The following will also ensure group 
members are prepared for working in natural areas.  

Protective clothing is recommended for those working in 
natural areas including the following:

• Long pants

• Long-sleeved shirts

• Study closed-in footwear

• Gloves

• Hats and sunscreen

• Sunglasses

Sharp items such as broken glass and syringes must be 
handled by adults only and placed in the sharps container 
provided. 

Children must be accompanied and supervised by an 
adult at all times. Volunteers are also advised not to work 
alone and to at least work in pairs.

Volunteers are also advised to prepare for the conditions 
on the day an activity is planned.

During hot weather consider the following:

• Take regular drink breaks to maintain hydration

• Protect skin from the sun with long clothing, a hat
and suncream

• Where possible work in shaded areas

• Work in the cooler part of the day

• Stop work if conditions become extreme

2.1.5 Volunteer Register

It is a requirement that all Friends Groups keep accurate 
and up-to-date records of all bushcare activities 
undertaken in the Town’s natural areas. A volunteer 
register provides a record of all volunteer attendance 
at bushcare activities. The register should contain the 
following details:

• Date

• Reserve name and location

• Volunteer name

• Emergency contact

• Any pre-existing medical condition

• Activities being undertaken

• Start and finish times

• Signature of the volunteer

A Volunteer Register form is provided in the Appendices 
section at the end of this manual. 

After each event The Friends Group must send a copy 
of the Volunteer Register to the Town within ten days. 
This ensures that all insurance requirements are met to 
maintain cover for Friends Group members. 

2.1.6 Risk Management

The Group Coordinator of each Friend Group is 
responsible for ensuring that Group members conduct 
themselves in a safe and responsible manner. Unsafe 
behaviour should be addressed and corrected to ensure 
individual and group safety. Accidents or incidents should 
be reported to the Town using the Accident/Incident 
Report form in the Appendices section of the manual.

A number of risk management actions must be 
undertaken for each Friends Group event/activity to 
ensure a safe working environment including the 
following:

• Risks must be identified and assessed when
planning bushcare activities and recorded in a Risk
Register (see Appendices)

• The Group Coordinator should assess the site prior
to an activity. Any site hazards should be removed
if possible or identified with flagging tape or
signage.

• The Group Coordinator should ensure a first aid kit
is taken at each activity

• The Group Coordinator should ensure a sharps
container is taken to each activity
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2.1.9 Annual Reporting

Friends Groups working in the Town of Cambridge must 
submit an annual report to the Manager of Parks and 
Natural Environment at the end of each financial year. 
The report should include the following information:

• The current membership of the group

• The total number of volunteer hours spent on
bushcare activities

• A summary of the bushcare activities/events
undertaken by the Friends Group

• A summary of the achievements of the group

• Any external funding received for equipment,
materials or events

• Flora and fauna surveys or other data collected
over the year

• Suggestions on how to improve management of
the reserve

An annual report template is provided in the Appendices 
section of this manual.

Information from the report will assist the Town in 
allocating resources to assist a Friends Group to manage 
a reserve. It will also be provided to Council to highlight 
the valuable contribution made by Friends Groups to the 
Town’s natural areas.

2.2 Town of Cambridge 
 Responsibilities

The Town of Cambridge appreciates the efforts of Friends 
Groups to improve the conservation value of the Town’s 
natural areas and is committed to supporting groups as 
follows:

• Ensuring a safe working environment for
volunteers working in natural areas by

• requiring volunteers to adhere to safety
procedures and guidelines

• requiring that Friends Groups assess risks
associated with bushcare activities and report
any hazards, incidents and accidents to the
Town

• providing training and information to volunteers
to assist them to work safely in natural areas

• Providing advice and support where required

• Promotion of Friends Groups on the Town’s
Volunteer Groups page (under Protecting Natural
Areas) on the Town’s website.

2.2.1 Insurance and Public Liability

Unincorporated Groups

All members of an unincorporated Friends Group who 
act with due care are covered by the Town’s insurance for 
personal accident and public liability while performing 
approved works in the Town’s natural areas. Volunteers 
are required to enter their details on a Volunteer Register 
whenever they attend a Friends Group activity for 
insurance purposes.

Incorporated Groups

Groups may wish to be incorporated as their membership 
grows. There are a number of advantages to becoming 
an incorporated group including:

• Applying for larger grants

• Operating bank accounts

• Holding property

• Obtaining insurance cover.

• Obtaining some legal protection for members
from unforeseen liabilities. It should be noted that
group members are not protected from liability
arising from their own negligence or illegal acts
committed by them.

A Friends Group may register with the Town as an 
unincorporated group. If a group decides to become 
incorporated at a later date the Town will need to be 
informed. The group will also need to provide the Town 
with an up-to-date public liability insurance certificate.

2.3 Town of Cambridge Assistance

The Town can provide Friends Groups with assistance in 
the following areas.

During cold weather consider the following:

• Take regular breaks with warm drinks and food

• Perform simple warm up stretches before work and
after breaks

• Rotate tasks to avoid prolonged exposure

• Identify sheltered areas to take cover if conditions
deteriorate

• Work in the warmest part of the day

• Wear clothing in layers that can be removed when
necessary for comfort

• Wear a warm hat

2.1.8 Dieback Control

Dieback is a fungal plant disease caused by the soil water 
borne pathogen Phytophthora cinnamomi and other 
Phytophthora species. These pathogens pose a significant 
threat to flora of the south west of Western Australia and 
are known to attack at least 900 plant species including 
Proteaceous species (such as Banksia) and Xanthorrhoea 
species (such as Grass Trees) which are particularly 
susceptible to the disease. 

The fungus is predominantly spread through infected soil 
carried on tools, clothing, vehicle tyres and body work 
and when taking plant material from disease affected 
areas. Movement from infected areas to other areas 
can spread the disease. It is therefore critical that all soil 
material is removed from footwear, gloves and tools 
following bushcare activities. Equipment should also 

be sprayed with methylated spirits before commencing 
work in a bushland area. To reduce the dieback risk the 
following additional measures should be undertaken:

• Soil is not to be transferred within a natural area

• Activities should be planned for days when the soil
is too dry to stick to footwear and tools

• Vehicles should not be taken into natural areas. If
a vehicle is necessary to transport materials then it
should be clean when it enters a natural area and
restricted to a hard well-drained surface only.

• Mud and soil should be removed dry as much
as possible and collected in a bag or bucket to
prevent it entering the natural area

• Equipment wash down should be conducted on a
hard surface away from a natural area

• Bushland activities should be undertaken using
techniques that minimise soil disturbance

• Planting should be conducted where the soil is
moist but not wet

• Plant stock should be obtained from accredited
nurseries using hygienic methods

• Mains or sterilised water should be used to water
plants

• Weeding should be conducted where the soil is dry
where possible

• Weed material should be placed directly into bags
to minimise soil being dropped during transport
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The following section outlines the types of activities that 
Friends Groups may undertake.

3.1 Surveillance

Friends Groups keep an important eye on natural areas 
and can report incidents of fire, rubbish dumping, 
unauthorised vehicle access and vandalism to the Town. 
Fire should also be reported to the fire brigade.

3.2 Weed Removal

Weeds pose a major threat to native vegetation and the 
overall conservation value of a natural area. Left to spread 
they can overtake native vegetation resulting in a change 
to the species composition of a natural area and a loss of 
biodiversity.

Before removing weeds it is important Friends Groups 
gain an understanding of the weed species of a natural 
area to ensure only weeds are targeted for removal. The 
Town’s Natural Environment Officer can provide 
volunteers with advice regarding the weed species of a 
natural area and weed control priorities. The Officer can 
also assist in the development of a weed control 
program.

It should be noted that the sections of a natural area in 
good condition should be prioritised first before working 
in more degraded sections of a natural area. Weeds 
should be removed from around native vegetation and 
soil disturbed as little as possible to improve natural 
regeneration. 

3.3 Rubbish Removal

Rubbish dumping is a common problem which can 
reduce the conservation value of a natural area. The 
dumping of garden waste introduces weeds which 
compete with native vegetation. Rubbish is also unsightly 
and reduces the visual amenity of a natural area. Removal 
of rubbish not only reduces these impacts, it also reduces 
the risk of further dumping.

Clean Up Australia Day is held in March each year and 
is a good opportunity for Friends Groups to organise a 
clean-up and boost group numbers.

Friends Groups must contact the Town ahead of any 
rubbish collection activity so they can obtain bags for 
collecting litter and organise collection of the bags.

The Town can be contacted on 9347 6000 or 
mail@cambridge.wa.gov.au

Operational:

• Assistance with on-ground works such as weed
control and bank stabilisation

• Collection of rubbish

• Provision of native seedlings

• Installation of signage

• Training- topics include seed collection, weed
identification, surveying flora and fauna, bushcare
safety and writing grant applications

Technical:

• Discussing the development of annual work plans,
timing of activities and scopes of work

• Providing advice on the conservation priorities of a
natural area

• Meeting onsite to discuss potential works and their
impacts

• Providing advice on how to conduct activities safely

• Providing assistance with completing funding
applications

Promotional:

• Promotion of Friends Group activities through the
Town’s website, newsletter and social media

• Printing of promotional materials for display at the
Town’s facilities

• Printing of flyers for distribution to local residents

• Organising mail outs to local residents regarding
planned works or activities

All requests for assistance can be  
made to the Town on 9347 6000 or via 
email at mail@cambridge.wa.gov.au 

3.0 NATURAL AREA ACTIVITIES

Friends Groups may undertake a range of bushcare 
activities in the Town’s natural areas. The activities 
undertaken need to align with the skills and knowledge 
of the Group and meet the conservation objectives of the 
natural area. The Town’s Natural Environment Officer can 
assist groups to determine the bushcare priorities of a 
natural area and plan activities accordingly. Groups must 
communicate to the Town the dates and times 
volunteers and contractors will be working in any of the 
Town’s natural areas. 
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energy, biodiversity, waste, climate change, sustainable 
transport, fair trade and sustainable food. Friends Groups 
can apply for funding under the biodiversity category for 
Annual Work Plan projects. As per the Annual Work Plan 
these projects will be in the following financial year.

Three levels of grant funding are available. Groups can 
apply for either a level one grant up to $500, a level two 
grant up to $1500 or a level three grant to $3000. For 
more information about the grants program, including 
eligibility criteria go to the Town’s website or contact the 
Town’s Natural Environment Officer on 9347 6000.

Friends Groups must also abide by the following 
conditions when applying for a Sustainable Grant for 
natural area projects.

• Friends Groups must discuss potential projects with
the Town before applying for funding

• Projects must aim to improve the condition of the
Town’s natural areas

• Groups must match the funding provided by
the Town. Suitable match funding contributions
include volunteer time, participant fees (where
applicable), donated materials, other grant funds

• Funding applications must be made online at the
Town’s website. Groups must abide by the grant
guidelines.

• Only one application can be submitted each year

• Contractors engaged by a Friends Group to 
undertake a project need to be approved by the 
Town

• Groups must consider the stakeholders in a project 
and include a letter of support from each 
stakeholder with their application

• Applications are subject to approval by the Town’s 
Natural Environment Officer

• Groups are required to submit a grant evaluation 
report and acquittal to the Town following the 
completion of the project. Receipts and invoices 
should be retained to substantiate expenditure and 
submitted with the report.

• Groups must submit copies of any data or reports 
from a funded project to the Town

Ineligible Projects 

The following will not be funded:

• Projects which have already commenced

• Administrative costs

• Salaries and core operational costs not directly
related to the project

• Event costs such as catering, advertising etc.

3.4 Planting of Native Seedlings

Planting of native seedlings can assist in filling gaps in 
native vegetation, help to resist weeds and increase 
the biodiversity value of a natural area. The Town’s 
Natural Environment Officer can assist groups to 
determine appropriate species to plant.

Friends Groups can make a request to the Town for native 
seedlings in their Annual Work Plans which are developed 
in February each year. Seedlings are grown from locally 
collected seed and cuttings obtained in October - 
December. The seedlings are ready for planting in early 
June when they can take advantage of winter rains.

3.5 Environmental Monitoring

Monitoring is a good way for Friends Groups to 
determine the progress of their works and if Annual Work 
Plan objectives are being met.

There are several ways that monitoring can be conducted. 
The easiest method is photo monitoring. Photos can be 
taken before and after works or from a fixed reference 
point over time so there is a visual representation of 
progress. This is particularly useful for determining 
changes in vegetation condition and density. Monitoring 
quadrats and transects can also be established in a 
natural area to better determine long term changes in 
species composition and density. Through monitoring 
Friends Groups can gain a good understanding of their 
adopted natural area and develop comprehensive lists of 
flora and fauna. 

Groups must provide information obtained from 
monitoring activities to the Town so that it can be 
incorporated into natural area management decisions. 
The Town’s Natural Environment Officer can provide 
advice on monitoring methods if required. 

3.5 Guided Nature Walks

As Friends Groups gain a body of knowledge of the 
natural area they work in they may wish to share this 
knowledge with the local community through guided 
walks. Alternatively they may wish to engage others who 

have a sound knowledge of the natural area to lead a 
walk. This raises awareness of the value of a natural area 
and helps to build community appreciation of a local 
spot. Guided walks may also provide an opportunity for 
Groups to recruit new members. 

Walks can be held during the day on weekends or during 
the evening where participants can get a different view of 
a reserve and spot fauna not seen during the day. School 
holiday sunset stalks have been particularly popular in the 
Town.

The Town can assist Friends Groups by promoting 
planned walks through the Town’s website, newsletter 
and social media. 

3.6 Activities Not Approved by the 
 Town

The following activities are not to be undertaken by 
Friends Groups in natural areas.

• The use of chemicals or pesticides- weeds can only
be removed manually

• The use of chainsaws and brush-cutters

• Pruning of trees

These works must be organised by the Town if deemed 
necessary.

4.0 FUNDING

Friends Groups can apply for funding from the Town 
or from external agencies to assist them to undertake 
prioritised works identified in their Annual Work Plans. 
The Town offers a Sustainable Grants Program and there 
are a number of potential external funding sources as 
outlined below. 

4.1 Town of Cambridge Sustainable 
Grants Program

The Town’s Sustainable Grant Program aims to support 
community driven projects that encourage Cambridge 
residents to be more sustainable. The program covers 
a number of sustainability categories including water, 
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5.2 Useful External Contacts

Name Area of Assistance Phone Email Postal Address
Birdlife Western 
Australia

Bird surveys 9383 7749 wa@birdlife.org.au Peregrine House 167 Perry 
Lakes Dve Floreat WA 6014

Department 
of Biodiversity, 
Conservation 
and Attractions

General enquiries 9219 9000 enquiries@dbca.wa.gov.au Department of Biodiversity, 
Conservation and 
Attractions Parks and 
Wildlife Service

Locked Bag 104 Bentley 
Delivery Centre WA 6983

Department of 
Planning Lands 
and Heritage

Advice on  Aboriginal 
sites of significance

6551 8002 https://www.dplh.wa.gov.au/ 151 Royal St East Perth WA 
6004

Dieback Working 
Group

Dieback information 
and training

0488 082 628 info@dwg.org.au 46b Osprey Dve Yangebup 
WA 6164

Perth Region 
NRM

Advice and assistance 
on coastal natural 
areas

9374 3333 enquiries@perthnrm.com PO Box 59 Belmont WA 
6984

South West 
Aboriginal Land 
and Sea Council

Native title advice 9358 7400 reception1@noongar.org.au 1490 Albany Hwy 
Cannington WA 6107

WA Herbarium 
(Parks and 
Wildlife Service)

Plant identification, 
public reference 
herbarium

9219 8000 herbarium@dbca.wa.gov.au Department of Biodiversity, 
Conservation and 
Attractions Parks and 
Wildlife Service

Locked Bag 104 Bentley 
Delivery Centre WA 6983

WA Museum Identifying fauna, 
fauna surveys, 

1300 134 081 http://museum.wa.gov.au/ Locked Bag 49 Welshpool 
DC WA 6986

WA Naturalists 
Club

Flora and fauna 
surveys

9228 2495 https://www.wanaturalists.
org.au/contact-us/ 

PO Box 8257 Perth Business 
Centre WA 6849

Wildflower 
Society of WA

Plant identification, 
flora surveys, 
management advice

9383 7979 wildflowers@ozemail.com.au PO Box 519 Floreat WA 
6014

Wildcare 
Helpline- 24 
hours (Parks and 
Wildlife Service)

Assistance with sick or 
injured native wildlife

9474 9055 https://www.dpaw.wa.gov.au/
about-us/contact-us/wildcare-
helpline 

Department of Biodiversity, 
Conservation and 
Attractions Parks and 
Wildlife Service

Locked Bag 104 Bentley 
Delivery Centre WA 6983

4.2 External Grant Opportunities

There are a number of agencies and organisations that offer grants for the improvement of natural areas with funding 
rounds offered at different times throughout the year.

Examples of grants are given below.

Organisation Grant Application Deadline Contact
Lotterywest Conservation of Natural 

Heritage Grant
Apply any time Lotterywest

State government Natural 
Resource Management Program

Community Action Grant July each year State NRM Program

Applications for funding from external sources for projects to be undertaken in the Town’s natural areas will need approval 
from the Town.

5.0 CONTACTS

5.1 Town of Cambridge Contacts

Name Area of 
Assistance

Phone Email Postal 
Address

Town of Cambridge General 
information

9347 6000 mail@cambridge.wa.gov.au PO Box 15 
Floreat 6014

Manager of Parks and 
Natural Environment

Friends Group 
and natural 
areas advice

9347 6000 mail@cambridge.wa.gov.au PO Box 15 
Floreat 6014

Natural 
Environmental 
Officer 

Friends Group 
and natural 
areas advice

9347 6000 mail@cambridge.wa.gov.au PO Box 15 
Floreat 6014

Customer Service General requests 
for assistance 
eg. rubbish  
collection

9347 6000 mail@cambridge.wa.gov.au PO Box 15 
Floreat 6014

Rangers Rubbish 
dumping and 
unauthorised 
access

9347 6000 mail@cambridge.wa.gov.au PO Box 15 
Floreat 6014
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Friends Group Risk Management Guide

Friends Groups are required to assess and address risks when working in the Town’s natural areas. Risks should be 
evaluated prior to an event so they are factored into event planning to ensure an event is conducted safely.

Groups can use the following steps to undertake a basic risk assessment of their events and activities.

1. Identify the risk- think about what could go wrong and list all possible risks

2. Consider the likelihood of the risk- look at each risk on the list and determine the likelihood that the risk will occur.
Arrange risks in order of most likely to least likely to occur.

3. Determine the consequences of the risk- for each risk consider the worst possible outcome if the risk occurs

4. Determine actions to address each risk- work out measures to control each risk to prevent it occurring or managing
its impact

When going through the above process it can be helpful to assess risks using a risk table such as the one given below. 

Likelihood Severity (of consequence)

1  =  Highly unlikely to ever occur 1  = Slight inconvenience

2  =  Reasonably unlikely to occur 2  = Minor injury requiring first aid

3  =  May occur rarely 3  = Medical attention required

4  =  May occur from time to time 4  = Major injury leading to hospitalisation

5  =  Likely to occur often 5  = Fatality or serious injury leading to disability

A risk rating can be calculated for each risk by multiplying the Likelihood by the Severity 

ie: Risk rating = Likelihood x Severity

Once the risk rating has been calculated the risk can be determined and a management action prescribed. The table below 
provides a general guide to the type of actions that should be undertaken with each risk level. 

Rating Risk Action
1 – 5 LOW RISK Risks controlled

6 – 12 MEDIUM RISK Further precautions required

15 – 25 HIGH RISK Stop activities, immediate action required

5.3. Town of Cambridge Friends Groups

Group Name Contact Website
Cambridge Coastcare cambridgecoastcare@gmail.com http://cambridgecoastcare.com.au/ 

Friends of Bold Park friendsbp@bgpa.wa.gov.au 

9480 3996

https://www.bgpa.wa.gov.au/bold-park/visit/
volunteers-and-support/friends-of-bold-park-
bushland 

Friends of Roscommon Park eeaton@iinet.net.au 

6.0 APPENDICES

6.1. Useful Information

• Schedule for Management Activities

• Safety Checklist

• Risk Management Guide

Schedule for Management Activities

Activity Timing Description
Annual work planning Feb Annual work plans should be developed in February in 

consultation with the Town for works to be undertaken in the 
following financial year

Woody weed control Feb- April and Oct - Dec Woody weeds can be treated anytime of the year but are 
typically targeted in the warmer weather when contractors are 
not busy spraying other weeds

Annual weed control May - July Weeds are sprayed by contractors appointed by the Town

Hand weeding Throughout the year Depends on the species but hand weeding is often conducted 
from early winter to spring

Rubbish removal Throughout the year Whenever rubbish is present and requires collection

Seed/cuttings collection Oct - Dec Varies from species to species however its most concentrated 
in late spring to early summer after flowering

Tubestock delivery Jun Seeds and cuttings are raised ready for early June planting

Planting of seedlings Jun - July Planting takes place in early winter to take advantage of 
winter rains 

Dieback injection/spraying 
(phosphite)

Sept - May Best undertaken when water is moving within a tree which is 
greatest in spring and summer

Erosion control/bank 
stabilisation

Oct - Dec and Feb - April Takes place in the warmer months to avoid rainfall impacting 
works and to reduce the risk of spreading of dieback

Grant applications Throughout the year A range of grants are offered throughout the year. See external 
grant opportunities. Allow at least 6 months from planning a 
project to the time funds will be required to undertake it.

Training Throughout the year Training occurs throughout the year as required.

Barbara K
nott
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Friends Group Safety Checklist

To maximise safety at Friends Group events the following points should be considered.

The event coordinator should:

• carry a mobile phone in case of accident or emergency

• bring a first aid kit to events which is easily accessed

• ensure sharps containers are supplied, particularly for rubbish collection

• undertake a site inspection prior to an event to • ensure any hazards are identified and removed

• address volunteers prior to an activity providing clear safety guidance and instructions on how tasks are to be 
performed (eg. correct planting method or use of tools)

• ensure all volunteers sign the Volunteer Register at the beginning and end of an event to ensure they are covered by 
the Town’s insurance in case of an accident or injury. A copy must be submitted to the Town’s Natural Environment 
Officer within ten days following an event.

Other safety considerations include:

• In all advertising volunteers should be instructed to wear protective clothing (long pants, long-sleeved shirts, closed-
in footwear, gloves, hat ,sunglasses) and bring water and sunscreen

• Weeding, planting and rubbish removal must be conducted during daylight hours only

• Volunteers must wear gloves when removing rubbish

• All weeds and rubbish must be put into bags provided by the Town and placed neatly at an agreed location for
collection by the Town. The bags must not obstruct pedestrian access or driver visibility of the road.

• The Friends Group co-ordinator may consider obtaining a Senior First Aid Certificate

The risk assessment for an event or activity can be summarised in table form as a Risk Register. An example of a Risk 
Register is given below.

Hazard Likelihood 
(a)

Consequence 
Severity (b)

Risk Rating 
(a) x (b)

Risk Action

Being cut from 
broken glass

4 2 8 Medium risk Further precautions required- eg. 
volunteers wear gloves when 
removing rubbish in natural 
areas

Tripping on 
fallen branches

4 2 8 Medium risk Assess site and remove large 
branches that may pose a 
tripping hazard

Typical risks for volunteers working in natural areas include:

• Syringes/sharps

• Broken glass

• Snake bite

• Stings/bites- eg. bee sting, spider bite

• Unstable or fallen branches

• Uneven ground

• Disorderly conduct

• Lost person, especially a child

• Very hot weather or cold/windy/wet weather

• Fire
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Friends Group Partnership Agreement

Name of Group:

Name of Group Coordinator:

Address:

Home Phone: Mobile:

Email:

Name of Reserve: Reserve Address:

Number of Members in Group:

If the Group incorporated? Yes No If yes, does the Group have insurance? Yes No

I acknowledge that I have read, understood and agree to the following:

1. I accept the roles and responsibilities of Town of Cambridge Friends Group as detailed in the Town of Cambridge
Friends Group Manual;

2. I will ensure that Group members conduct themselves in a safe and responsible manner;

3. I will keep an accurate record of all volunteers attending Group activities in the  Volunteer Register, to be submitted
within ten days of each activity;

4. I will submit an Annual Work Plan each year detailing the activities the Group plans to undertake in the following
financial year;

5. I acknowledge that we act in our own right and are not linked to any incorporated group for insurance purposes;

6. I acknowledge that insurance cover is only provided for Friends Group activities conducted in natural areas vested in
the Town of Cambridge and the Town does not accept responsibility for any activities undertaken in other natural
areas;

7. I will liaise with the Town regarding all activities being undertaken in the Town’s natural areas and any issues that
may arise

Signed Friends Group Coordinator: Date:

The Town acknowledges and agrees to the following:

1. The Town will provide support and assistance to Friends Groups as agreed in Annual Work Plans;

2. The Town will respond to Friends Groups requests promptly;

3. The Town will work with Friends Groups to raise community awareness of their conservation efforts;

4. The Town will provide advice and support to Friends Groups to assist them to undertake natural area works in a safe
and responsible manner.

Signed Manager Infrastructure Parks: Date:

6.2. Forms

• Friends Group Partnership Agreement Form

• Friends Group Annual Work Plan Template

• Friends Group Annual Report Template

• Volunteer Register

• Insurance Waver Form (Volunteers under 12 years)

• Accident/Incident Report Form

Barbara K
nott

Renata Zelinova

A
lan C

ollins
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February

March

April

May

If seeking grant funding for natural area activities please provide the details below. Please note that all 
funding applications for works in the Town’s natural areas must be approved by the Town
Project Funding Body Funds Required Timeframe Will this application require Town 

support (financial or in kind)

Signed Friends Group Coordinator: Date:

Signed Manager Infrastructure Parks: Date:

Friends Group Annual Work Plan

Name of Group:

Name of Group Coordinator:

Date:

Major Objectives for the year:

Please list the key activities to be completed by the group in each month of the next financial year:

Month Activity or Event (eg. weeding, planting, 
clean-up day)

Resources Required (eg. bags for rubbish collection)

July

August

September

October

November

December

January
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Volunteer Register

Please note: 

• The following register must be completed for each event/activity and submitted to the Town.

• All volunteers must read and abide by the conditions of the Friends Group Manual and observe the Friends Group
Safety Checklist.

• All Volunteers under the age of 12 years must be accompanied by an adult. Adults must sign the register on behalf
of children under 12 in their care.

Name of Group:

Name of Group Coordinator:

Date:

Home Phone: Mobile:

Email:

Name of Reserve: Reserve Address:

Volunteer 
Name

Pre-exist 
Medical 
(Y/N)

Emergency 
Contact

Work 
Description

Start 
Time

Finish 
Time

Total 
Hours

Signature

Please return to a Natural Environmental Officer at the Town of Cambridge by mail or email within 10 days following 
an event/activity

PO Box 15 Floreat, 6014 
sustainability@cambridge.wa.gov.au 

Friends Group Annual Report Template

Name of Group: 

Name of Group Co-ordinator:

Date:

Reserve Name:

Total number of volunteer hours worked at the reserve over the year.(refer to the Volunteer Register for hours worked at 
each activity)

Summary of activities

Date Activity Attendance Notes

Group’s major achievements for the year:

Please provide details of surveys conducted during the year and attach any data collected:

Please provide details of external funding obtained over the year:

Please provide any comments or suggestions for how the Town can work with the Group to improve the reserve.

Signed Friends Group Coordinator: Date:
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Accident/Incident Report Form

Complete only if an accident/incident occurs

Event Date

Site/Coordinator Details

Name of Reserve:

Reserve Address:

Name of Group Coordinator: Phone:

Details of Individual

Name:

Age DOB: M / F

Address:

Suburb Postcode:

Accident/Incident Details

Time of accident/incident:
Signed (Group Coordinator):

Signed (Injured party):

Type of accident/incident:

Body part injured: 

Nature of injury:

 Abrasion/graze

 Open wound/laceration/cut

 Bruise/contusion

 Inflammation/swelling

 Fracture

 Dislocation/subluxation

 Sprain

 Strain

 Concussion

 Cardiac problem

 Respiratory problem

 Asthma

 Loss of consciousness

 Heat stroke/heat exhaustion

 Hypothermia

 Suspected spinal injury

 Other:

Initial Treatment:

 None given- not required

 None given- patient refused

 None given- referred elsewhere

 RICE

 Ice

 Wound cleaned

 Dressing (including bandage)

 Sling/splint

 Massage/Stretching

 Strapping/Taping only

 Wound closure strips

 Medication (assistance with patient medication)

 CPR

 Other:

Referral:

 No referral

 Medical practitioner

 Ambulance transport

Other Services:

 Fire/rescue

 Police

Transport: (if applicable)

What condition was the patient when transported?

 Conscious

 Unconscious

 Deceased

 Unknown



Administration / Civic Centre 

1 Bold Park Drive,  
FLOREAT WA 6014  

Monday to Friday 8 am - 5 pm

PO Box 15, FLOREAT WA 6014

Tel: (08) 9347 6000 
Fax: (08) 9347 6060

Email: mail@cambridge.wa.gov.au  
Web: www.cambridge.wa.gov.au

The Boulevard Centre 
Cambridge Library building,  

lower level  
Monday to Friday 10 am to 3 pm

Printed on recycled paper.




