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Introduction Letter 
 
 
NSW State Emergency Service (NSW SES) 
Secondary Schools Cadet Program 
 
 
Dear Principal 
 
Thank for your interest in the NSW SES Cadet Program. The following documents in this information 
pack will provide you with an understanding of how the Cadet Program is structured: 

 NSW SES  Cadet Program Guidelines 
 Overview of Learning Outcomes 

 
The Cadet Program is a NSW State Emergency Service volunteer initiative, funded by the NSW 
Government and administered and supported by the NSW SES.  The program is currently free of charge.  
Course content has been specifically designed to be interactive and hands on so students have fun while 
learning.   
 
The Cadet Program is open to school students from year 9 and above.  The program consists of activity 
based sessions that are conducted over 10 weeks part-time (1 day per week, 100 mins per day) or 5 full 
consecutive school days.  The program is primarily conducted at the school, with an excursion to a local 
NSW SES Unit and a local emergency service centre, and will conclude with an off-site activity day. 
 
The purpose of the program is to:- 
 Introduce students to the NSW SES.  
 Provide students with a wide variety of skills and knowledge that will help build resilience and 

equip them with life skills.  
 Provide skills for working within the emergency services sector.   
 Develop students’ skills in Leadership, Teamwork, Communication and Safety. 
 Build confidence and give a sense of achievement. 
 Encourage the spirit of volunteering in the community. 

 
Cadets are supplied with a NSW SES back pack and personal protective equipment (PPE).  The jackets, 
pants and epaulettes provided will be required to be returned at the completion of the program, but 
other PPE provided can be kept by the cadet. 
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Teachers are required to organise transport for excursions and provide some administrative support, 
student supervision and provision of school indoor/outdoor training areas.  Training is conducted by 
volunteers from local Units with support from state headquarters and region staff. 
 
Upon successful completion of the program cadets will receive a Certificate of Completion or 
Attendance.   
 
The training delivered to cadets provides an excellent starting point for students interested in furthering 
their education, skills and vocational opportunities in emergency services.  It is also envisaged that 
employers from a broad variety of sectors would hold this training and experience in high regard.  
 
Upon reaching the age of 16 any person can apply to join a NSW SES Unit.   Former cadets will have a 
distinctive advantage on joining a NSW SES Unit due to the relevant training they have received in the 
Cadet Program. 
  
If after reading this information pack you would like to apply for a Cadet Program to be conducted at 
your school, please fill in the Expressions of Interest form enclosed in the guidelines document and email 
to the address provided on the form. 
 
The NSW SES will determine the capacity of NSW SES Unit volunteers in your area to deliver the program 
and a Region Cadet Coordinator will contact you to discuss the situation. 
 
Yours Sincerely 
 
NSW SES 
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Program Training Delivery 
Training during the Cadet Program will be delivered by a variety of methods in relevance to the subject 
matter. Where practicable, more than one option is to be provided. Classroom/theory based training 
will be minimised and every opportunity possible will be given for participants to engage in practical 
exercises, discussions and activities for all sessions within this course. 
 
Co-operative training arrangements may be made between different sections of the NSW SES to make 
training more effective and convenient for participants. Partnerships may be developed with outside 
providers, particularly in respect to the provision of training in generic topics. 
 
The progression of training for cadets is based on the following principles: 
 

• To provide progressive, interesting and challenging training intended to encourage the 
development of positive personal and team characteristics. 
 

• To encourage the achievement of success in life with a spirit of service to Australia through 
commitment within the local community. 
 

• To provide an understanding of the NSW SES and other emergency service agencies. 
 

Program Session Plans 
To assist in the cadet training process, session plans for the 10 session Cadet Program have been 
developed. The following information outlines the topics and objectives for each session, and allows 
flexibility for resources, training locations, community involvement and the training sequence of each 
session. This will allow input for training styles, training methods and involvement from other local 
emergency service agencies in the local government area. 
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Session Plans 1 to 10 (approx. 100 mins per session) 
 
Session   1 Housekeeping, working in NSW SES, Code of Conduct; 

Session   2 Safety and our wellbeing; 

Session   3 Looking after ourselves and others; 

Session   4 Principles of emergency management; 

Session   5 Visit the local NSW SES Unit; 

Session   6 Visit another emergency service provider; 

Session   7 Communicating with others; 

Session   8 Communicating on the job; 

Session   9 Working in a team; 

Session  10 Course revision; 

 
NSW SES Skills Activity Day - Participate in teams 
 
 
Session 1 – Housekeeping, working in NSW State Emergency Service (SES) 
and Code of Conduct 
 
Overview 
The NSW SES is an organisation that comprises of volunteers from all walks of life – men and women 
from differing cultural backgrounds, age groups and professions. All of these people contribute to their 
local community through the NSW SES. 
 
Becoming a volunteer with the NSW SES is very easy. Local NSW SES Units offer training ranging from 
First Aid and Communications through to the specialised skills in accredited Units of Road Crash and 
Vertical Rescue. For those that don’t want to go outside there are opportunities to work in operations, 
manage requests for assistance, emergency management and other logistical areas. 
 
Lesson Outcomes  
At the end of this session, students should be able to: 

• Describe the Code of Conduct expected for secondary school students who are representing 
the NSW SES while undertaking the Cadet Program 

• Identify the designated housekeeping rules appropriate to the program 
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• Briefly outline the aims of the NSW SES 

• Describe the volunteers’ role in the NSW SES 

• Understand why we work within a team 

• Understand why we obey directive given by instructors 

• Understand the importance of Personal Protective Equipment 

• Understand why we identify hazards and risks 
 
 
Session 2 – Safety and wellbeing 
 
Overview 
The NSW SES is an organisation that operates and promotes Work Health and Safety policies (WHS) and 
procedures will give cadets an opportunity to apply general WHS practice within their life activities. 
 
Lesson Outcomes  
After this session students should be able to: 

• Discuss basic WHS requirements. 

• State what is meant by duty of care 

• Follow a safety management system Video “Take 5” 
 
 
Session 3 – Looking after ourselves and others 
 
Overview 
One of the basic life skills is that of being able to look after ourselves. Preparing ourselves and doing 
tasks in a safe manner enhances our life style. Understanding and identifying risks, being able to manage 
these identified risks along with control or elimination will give cadets a knowledge that will be useful in 
their conquest of life. 
 
Lesson Outcomes  
After this session the student should be able to: 

• Identify and understand risk 

• Control and eliminate certain risks 

• Understand basic lifting techniques 

• Understand that their body has limitation 

• Recognise signs that the body is suffering 
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Session 4 – Principles of emergency management 
 
Overview 
The NSW SES is one of a number of emergency service organisations that have been assigned roles and 
tasks under the NSW Emergency Management Act. 
 
These organisations have action plans that are activated when there is a significant emergency within 
the community that places people or property at risk. 

• Identify and discuss the different emergency services within NSW 

• Discuss the different roles that these emergency services take at differing emergencies 

• Investigate how the different emergency services are activated 

• Discuss who is in charge of different types of emergencies 
 
Lesson Outcomes 
At the end of this session, students should be able to: 

• Identify the emergency agency who takes control of a given emergency 

• Understand and identify the roles of the different emergency service agencies 

• Briefly discuss the importance of control, command and coordination 
 
 
Session 5 – Visit the local NSW SES Unit (Excursion) 
 
Overview 
This Unit visit is to give students the opportunity to experience how the NSW SES operates within the 
community. It will also enable operational preparedness within a Unit to be demonstrated, along with 
an opportunity for some hands on experience. 

• Sign on 

• Tour of the headquarters 

• Operations and communications rooms 

• Vehicles 

• Hands on with tools 

• Sign off 
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Lesson Outcomes 
After this session students should be able to: 

• Understand the importance of signing on and off when attending the local headquarters or a 
Unit 

• Discuss how operations are conducted and the importance of a structured control system 

• Discuss the various equipment used by the local Unit 

• Operate selected equipment that is used in emergency situations 
 
 
Session 6 – Visit another emergency service provider (Excursion) 
 
Overview 
Emergency services within the community have differing roles, these roles are service specific. To enable 
students to get a broader understanding of the different emergency services, a visit to one of these will 
enable an understanding of how services undertake their specific role and liaise with all emergency 
services. 
 
Lesson Outcomes 
After this session the student should have an understanding of: 

• Another emergency service provider within the community 

• How this emergency service works with other services 

• Basic knowledge of the roles of this emergency service 

• Gain knowledge in the emergency services within the community 
 
 
Session 7 – Communicating with others 
 
Overview 
Communicating with others within emergency services is just as important as communicating to achieve 
a fruitful life style. Interaction between service operators and clients, using verbal, non-verbal and 
written communication, and following verbal and written instructions is the forefront of successful 
operations. When we are operational or training, achieving the best possible result is what we all desire. 
This can only be achieved with good communication skills. 
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Lesson Outcomes 
After this session the student should have an understanding of: 

• Communications within NSW SES 

• Choosing the most appropriate means of communicating 

• Demonstrate courtesy, tact and discretion 

• Seek assistance when necessary to locate, interpret and provide relevant information to the 
public 

 
 
Session 8 – Communicating on the job 
 
Overview 
Communicating on the job is a challenge, using communications equipment and recording messages 
further enhances the skill of communicating within emergency services.  
 
Lesson Outcomes 
After this session the student should have an understanding of: 

• Basic understanding of the hand held radio used by the NSW SES 

• Practiced using a hand held radio 

• Basic understanding of radio protocol 

• Deliver and receive a message using a hand held radio 
 
 
Session 9 – Working in a team 
 
Overview 
Working in a team is a skill that all members of emergency services utilise continuously. By learning to 
work well in a team the student can make a positive contribution to the effectiveness and efficiency of 
the team. 
 
Lesson Outcomes 
After this session the student should be able to: 

• Participate in a team to achieve required tasks 

• Share information with team members 

• Support team members in achieving goals 
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Session 10 – Course revision  
 
Overview 
Reviewing and assessing is an important part of every operation. This session is when the NSW SES 
undertakes this process. Have students achieved all of the learning outcomes in a way that they can 
utilise the skills they have learnt, when and if they become members of the NSW SES. Have they learnt 
skills that will enhance their everyday life giving them encouragement and thought to undertake life’s 
challenges. 
 
Lesson Outcomes 

• Participate in group activities that allow demonstration of required skills and knowledge 
 
 
Skills Activity Day 
 
Overview 
Participate in teams and apply team member characteristics. 
 
Activities will include: 

• Interactive team exercises 

• Team building activities 
 
Outdoor program of team activities based on NSW SES skill sets, for example: 

• Flood boat 

• Build a flying fox 

• Urban search and rescue 

• Sandbag dam 

• Technical patient recovery 

• Search for physical evidence 
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Guidelines 
 

NSW State Emergency Service 
Secondary Schools Cadet Program 

 

Introduction 
 
The NSW SES is the lead agency for floods, storms and tsunami and assists many other emergency 
service agencies.  NSW SES recognises the need to continually build resilience in young people and to 
encourage them to contribute to their community by volunteering with the NSW SES.   
 
The NSW SES Cadet Program is free of charge and based on best practice examples from the 
emergency services sector in Australia including programs from: NSW Rural Fire Service, Emergency 
Management Queensland, Fire and Emergency Services Authority Western Australia and the Victorian 
State Emergency Service. The following key issues have been addressed in the development of the 
program and are discussed in this document: 
 
• Responsibilities - people and resources funding, sponsorship and support 
• Policy and procedure 
• Learning and development  
• Evaluation/measures of success 
 

The purpose of the program is to introduce students to the NSW State Emergency Service and a wide 
variety of skills and knowledge which will equip them with life skills for future endeavours. 
 
The students will participate in training that aims to: 
 
• Provide progressive, interesting and challenging experiences which are intended to encourage 

the development of positive personal and team attributes 
• Encourage the achievement of successful life skills with a spirit of service through commitment 

within the local community  
• Provide an understanding of the NSW State Emergency Service and other emergency service 

agencies 
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Responsibilities - People & Resources 

The NSW SES will: 
Provide 4 levels of Coordination by providing the following volunteers and paid staff: 

1. State Coordinator Youth Engagement  
2. Program Support Officer - Cadets 
3. Region Cadet Coordinator 
4. Volunteer cadet trainers and assistants 

 
The Coordinator Youth Engagement provides the necessary infrastructure and funding allocation for 
the program. The Region Cadet Coordinator liaises with the participating schools, cadet trainers and 
local NSW SES Unit(s) to ensure efficient implementation of the program including administrative 
requirements.  The cadet trainers and assistants deliver the program.  The Cadet Trainer arranges 
activity days, local NSW SES Unit and other agency excursions. 
 
The NSW SES will provide cadets with Personal Protective Equipment (PPE) to undertake all program 
activities within and outside the school. Some of the PPE issued will need to be returned at the end of 
the program, other items can be kept by the cadet. The following PPE will be issued: 
 
• 2 piece NSW SES orange field uniform (1) - to be returned 
• NSW SES cadet epaulettes (2) - to be returned 
• Peaked cap (1)  
• T-shirt (1)  
• Riggers gloves (1 pr) 
• Safety glasses (1 pr) 
• NSW SES backpack (1)  
• Dunlop volleys (1 pr) 

 

The School is expected to: 
Promote the NSW SES Cadet Program to students and provide the necessary administrative processes 
for enrolling students in the program.  Note:  It is important that students volunteer to do the 
program and that, only students with a genuine interest in the NSW SES Cadet Program are allowed 
to participate. 
 
Provide a teacher to supervise sessions for the duration of the Cadet Program, for both in school and 
out of school activities.  
 
Provide access to the appropriate indoor and outdoor school facilities to conduct the theoretical and 
practical exercises in the program. 
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Provide a date and attend a Final Planning Meeting with NSW SES representatives 6 weeks prior to the 
program start date. 
 
Provide a date and organise a cadet graduation (normally held the term following the completion of 
the program). 
 
Manage the administration and transportation of students for out of school activities such as visits to 
local NSW SES units, other agencies and the NSW SES skills activity day (including parental permission 
forms). 

Funding, Sponsorship and Support 
The NSW government provides funding for the program and the NSW SES community partner Origin 
Energy provides support. 
 
The NSW SES Volunteers Association fully supports the Cadet Program and the involvement of 
volunteer members in the delivery of the program. 

The NSW SES will: 
Provide Personal Protective Equipment and other training resources required to deliver the program. 
 
Provide the school with links to the NSW SES website. Information sessions to school staff and student 
bodies can also be arranged. 

The School is expected to: 
Promote the program to students and liaise with relevant school bodies about the program. 
 

Policy and Procedure 

The NSW SES will: 
Provide the school with a copy of the Final Planning Meeting Checklist.  This document is a signed 
agreement to acknowledge the commitment from both parties to the Cadet Program. 
 
Conduct appropriate working with children checks on all NSW SES members involved with the 
program. 
 
Provide a NSW SES member application form for all students participating in the program. Students 
will become Cadet Members of the NSW SES while on the program.  Time spent in the program will 
contribute towards service as a full member of the NSW SES. 

The School is expected to: 
Appropriately integrate the NSW SES Cadet Program into the school curriculum (eg within PDHPE, 
student welfare etc.) and maintain all duty of care responsibilities relating to student supervision.  
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Ensure all students enrolling in the Cadet Program have completed and submitted a NSW SES Cadet 
Membership form at least 2 weeks prior to the commencement of the Cadet Program. 

Learning and Development 

The NSW SES will provide: 
A 10 week part-time or 5 day full time Cadet Program that provides practical life skills, development of 
safety and leadership behaviours and that fosters a commitment to community and service through 
volunteering.  
 
The Cadet Program consists of the following sessions:- 
 

Session 1 Housekeeping, working in NSW SES, code of conduct 
Session 2 Safety and our wellbeing 
Session 3 Looking after ourselves and others 
Session 4 Principles of emergency management 
Session 5 Visit the local NSW SES Unit 
Session 6 Visit another emergency service provider 
Session 7 Communicating with others 
Session 8 Communicating on the job 
Session 9 Working in a team 
Session 10 Course revision 
Session 11 NSW SES Skills Activity Day. Theme - Participate in teams 

 

The five day program incorporates the 10 sessions into four days and the fifth day is an Activity Day. 

The School is expected to: 
Support the delivery of the Cadet Program and provide a school environment conducive to meeting 
the learning outcomes of the program. 
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Evaluation / Measures of Success 

The NSW SES will provide: 
Evaluation of the following key performance indicators to measure the success of the program: 

• Number of students involved 
• Number of cadets who join local units 
• Members filling Cadet Program roles 
• Region administrative support 
• State coordination 
• Satisfaction levels of: 

o Cadet members 
o Active members 
o Staff 
o Teachers 

The School is expected to: 
Participate in the evaluation by providing feedback on the conduct and outcomes of the program 
within the school. 
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Expression of Interest form – NSW SES Secondary Schools Cadet Program 
 
 

NAME OF SCHOOL:   

ADDRESS:   

NAME OF SCHOOL CONTACT:   

POSITION OF CONTACT:   

CONTACT PHONE NO:   

CONTACT EMAIL:    

PREFERRED DATE OF PROGRAM:   

 

THE SECTION BELOW MUST BE READ AND SIGNED BY THE SCHOOL PRINCIPAL 

 

I have read through the NSW SES Cadet Program Guidelines document and noted the involvement 

expected from the school in the NSW SES Cadet Program.  I would like someone from the NSW SES 

Cadet Program to contact the above person regarding hosting a Cadet Program. 

 

NAME OF PRINCIPAL:   

SIGNATURE OF PRINCIPAL:   

DATE:    

 

PLEASE EMAIL THIS PAGE TO: cadets@ses.nsw.gov.au 

mailto:cadets@ses.nsw.gov.au
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NSW SES Secondary School Cadet Program 
Final Planning Meeting Checklist  

(This form is to be filled out at the Final Planning Meeting) 
 

Name of School:           ___  
 

Supervising Teacher/s name:          ___  
 

SES Trainer/s name: _________________________________________________________         
 

SES Assistant(s) name: _________________________________________________________  
 
The NSW SES agrees to: 

 Provide NSW SES trainers to facilitate the Cadet Program. 

 Provide all Personal Protective Equipment (PPE) required for safety of the cadets. 

 Provide all NSW SES training equipment necessary for conducting the program. 

 Provide NSW SES Cadet Membership application forms for all participants. 

 Process all forms received to enable the participants to become cadet members of the NSW SES.  

 Accept responsibility for the NSW SES training aspects of the program. 

 Ensure that all NSW SES trainers and assistants delivering the ‘In School’ component of the Cadet Program 
have submitted a ‘Working with Children Check’ application.  

 Provide materials for the marketing of the program to students and parents eg: Cadet Program information 
DVD (available on the NSW SES channel of YouTube). 

 If asked, provide an information session for teachers/cadets/parents. 

 Organise an Activity Day for cadets. 

 Provide a certificate of completion or attendance to cadets who have completed the program. 

 Discuss with the school the importance of receiving Graduation Ceremony dates in a timely manner and 
details of ceremony contents and format. Provide representation at the Cadet Graduation ceremony to 
present Cadet Program certificates to the participants. 

 Discuss with teachers the opportunity for students to be nominated for the 2 annual cadet awards (Cadet of 
the Year and Andy Roberts Memorial) and provide a copy of each nomination form. 
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The school agrees to: 

 Assess the applicants and select only those who have a genuine interest in emergency services, therefore 
providing suitable volunteer students to become cadets.   

 Ensure Cadet Member application forms are completed by students/parents and returned to the SES prior 
to the commencement of the program. 

 Provide a supervising teacher for the duration of the program including the two external excursions (teacher 
to be present with cadets at all times). 

 Provide adequate teacher supervision during the 1 day activity day or overnight camp held at the conclusion 
of the In School Program, taking into account the gender mix of the cadet group.  

 Accept responsibility for the supervision and discipline of the cadets through the maintaining of all duty of 
care responsibilities relating to student supervision. 

 Provide ancillary training equipment such as Data Projector, TV/ Video/ DVD equipment, white boards etc, 
as may be necessary for the conducting of the program. 

 Integrate the program into the School curriculum.  It will support the delivery of the program and provide a 
school environment conducive to meeting the learning outcomes of the program. 

 Promote the NSW SES Cadet Program to students and relevant school bodies.   

 Provide a classroom and a suitable indoor activity area for the duration of the program.  

 Provide a suitable outdoor area for the conduct of activities for the duration of the program. 

 Liaise with the Region Cadet Coordinator to organise transport for the excursions and activity Day or Camp.  
All costs incurred by the school will be reimbursed by the NSW SES on the production of an invoice.  
Alternatively, the invoice can be made out to the NSW SES for direct payment (please send to your NSW SES 
Region Office).  

 Provide a date for Cadet Graduations at the final planning meeting wherever possible, if not a minimum of 
six weeks’ notice. 

 Ensure SES Uniforms are returned by students at the completion of the program. 
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Other requirements 
 Set start date for SES Cadet Program 5 day � or 10 week �  ……../………/20 

Unit Visit AM / PM  ……../………/20 
 Negotiate ‘Other Emergency Service’ visit AM / PM  ……../………/20 
 Set date/s for Activity Day      ……../………/20 
 Set alternative date for Activity Day     ……../………/20 
 Principal and SES Cadet Program Coordinator to sign agreement form (both keep a copy). 
 Provide Cadet Membership application/media release forms – Set deadline with School for return of forms.

       ……../………/20 
 Send application forms to Region HQ for processing – Entered as ‘Region Cadet Member’. 
 Set date for School PPE fitting session.    ……../………/20 
 Order PPE fitting kit from SHQ (if required). 
 Set date for Graduation Day (Cadets in SES Uniform)  ......../………/20         Time:…………….. 
 

SES CADET PROGRAM AGREEMENT 
The parties agree to participate in the NSW SES Cadet Program according to the guidelines set out in the SES 
Cadet Program Guidelines document: 
 

School Name:_______________________________________________________________________ 
 

Agreed Number of Students in Cadet Program: ________________ 
 

On behalf of the school:   Signature _________________________________________________ 

 Name _________________________________________________ 

 Position ______________________________ Date ____________ 
 

On behalf of the NSW SES: Signature _________________________________________________ 

 Name _________________________________________________ 

 Position ______________________________ Date ____________ 



Parent/Guardian Consent Form for Cadets 27/07/2018 

 
Parent / Guardian Consent 
Essential for persons under 18 years of age  
 
Applicant details 
 
 

 
Surname 

  
Given name/s: 

 
 

 
 
Date of Birth 

 

 
 
Consent 
 
 

I,  being the parent/guardian of the above named person, consent to 
              Print full name of parent/guardian 
 
________________________________  joining the NSW State Emergency Service Cadet Program.  
                 Print full name of applicant 
 
 
Signature:   Date:  
 

Name:   
 

Witness Signature:   Date:  
 

Witness Name:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please return completed form to the applicant’s School 

 



Photographic and Video Material Permission Form for Cadets 27/07/2018 

New South Wales State Emergency Service  

Permission for the taking and use of photographic and video 

material  

At the New South Wales State Emergency Service, we value people’s privacy. We would therefore like to 
obtain your consent before using any photographic and/or video material involving you or a minor in your 
care.  

I grant permission for photographic and/or video material using my image or that of the below stated 
minor/s in my care to be used on the NSW SES website, NSW SES social media sites, displays, and all 
printed materials produced by the organisation inclusive but not limited to the Annual Report, 
newsletters, fact sheets, training materials, media releases, presentation materials, flyers and brochures.  

I hereby release and discharge the NSW State Emergency Service, and their agents, representatives, and 
assignees from all claims and demands arising out of, or in connection with the use of the photographs, 
including all claims for invasion of privacy, right of publicity and defamation.  

I understand that the NSW State Emergency Service and its agents, representatives, and assignees will 
not use my image in a way that is deemed deliberately offensive, defaming or incriminating.  

I represent that I am over the age of eighteen (18) years and that I have read the foregoing and fully 
understand its contents. This release shall be binding upon me, my heirs, legal representatives and assigns.  

Please tick appropriate box þ  and sign below: 
 
  I grant permission for taking and using photographic and video material 

 

  I do not grant permission for taking and using photographic video material 

 
Full Name : 

 
 
Signature:  Date: 

   

 
Full name of person aged under 18 years in my legal care for whom I grant permission: 

 
 
Relationship to Cadet:   

 
 
Permission for the taking and use of photographic material NSW SES 
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