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Instructions – page to be deleted
The intent of the template is to promote consistency across sub plans, while allowing agencies to tailor the contents to suit their needs. Additional sub-headings or appendices may be added as required. 
It is important to remember that a state-level sub-plan is a strategic document that outlines the whole-of-government approach to emergency management for the specific risk. It should be underpinned by more detailed operational plans maintained by agencies and organisations.   
Standard text is in black and should be included in the sub-plan. 
Guidance text in red provides instructions. 
Example text in purple is illustrative and generally taken from an existing plan.
Template tips
· Use ‘Styles’ to format paragraphs. Don’t manually format paragraphs. If the style doesn’t look right, put your cursor anywhere in the paragraph, click ’Clear All’ in ‘Styles’ pane, and reapply the correct style.
· Standard document text should use ‘Body Text’ style, not ‘Normal’ style.
· Whenever you paste text from another document, keep text only by right-clicking, under ‘Paste Options’ select ‘Keep Text Only’, then apply the relevant template styles. Don’t assume that styles have been correctly applied.
· Create bullet points using ‘List Bullet’, ‘List Bullet 2’ and ‘List Bullet 3’ styles. Don’t use the bullet button in the toolbar.
· Create numbered lists with ‘List Number’, ‘List Number 2’ and ‘List Number 3’ styles. Don’t use the list button in the toolbar.
· If your lists or bullets go more than 3 levels deep, they are too complex – simplify your content.
· Use ‘Page Break’, not ‘Section Break’ when necessary.
· Check ‘Accessibility’ – go to ‘File’ then ‘Info’ and in ‘Check for Issues’ click on ‘Check Accessibility’, then fix all the ‘Errors’.
· When you have finished your plan, right-click on the Table of Contents and select ‘Update field’ to update it with final subheadings and page numbers.



[bookmark: _Toc168046464]Introduction
[bookmark: _Toc168046465]Purpose
Provide a short description of the purpose of the sub plan. For example: 
This State [name] Plan describes the strategic emergency management arrangements for [hazard] affecting New South Wales (NSW), including Lord Howe Island. 
[bookmark: _Toc168046466]Authority
This plan is written and issued under the authority of the State Emergency and Rescue Management Act 1989 (NSW) (‘SERM Act’) and the NSW State Emergency Management Plan (EMPLAN). In addition to these instruments, the following Acts and Regulations apply to managing [hazard]: 
List relevant Acts and Regulations here using hyperlinks to legislation.nsw.gov.au.   
Refer to specific powers or similar by section so they can be easily found in the relevant instrument. Include details about specific powers or similar in an appendix. 
Complex legislative or governance arrangements (e.g. biosecurity and marine pollution) can be included in an appendix to improve readability. 
This plan is a sub plan to the NSW State Emergency Management Plan (EMPLAN).   
It was approved by the [Combat Agency], which is the designated Combat Agency for [hazard], on [DATE] and was endorsed by the NSW State Emergency Management Committee (SEMC) on [DATE]. 
[bookmark: _Toc168046467]Revision history 
	Version 
	Date endorsed 
	Amendment notes

	
	
	


[bookmark: _Toc167958052][bookmark: _Toc168046468]Activation 
The arrangements in this plan are active at all times and do not require formal activation.   
The principle in NSW is that plans are always active and the arrangements apply continuously.  Plans may call for specific processes, strategies or resources to be initiated or triggered. These will normally be included as part of the response section. It may be useful to include a statement outlining what triggers the plan: 
The arrangements will normally be implemented on receipt of a [warning type or report]. 
Where appropriate, add a statement regarding the activation of national or international arrangements. Explain how activation occurs and provide links to the appropriate documents or processes. 
[bookmark: _Toc168046469]Scope 
Provide a description of the scope of the plan (i.e. what is included and what is not included) and any assumptions, for example: 
This plan describes the state-level emergency management arrangements for [hazard] affecting NSW. It includes: 
the potential risks and consequences of the emergency to the social, built, economic and natural environments 
the policy and programs in place to mitigate these risks before, during and after an emergency 
the control and coordination arrangements for managing a [hazard] impact 
an outline of the approach to managing a [hazard] impact and the agencies responsible for managing specific strategies  
the multi-agency management arrangements at the state, regional and local levels (include national-level arrangements where these exist), and  
links to sources of information where the reader can obtain further detail. 
This plan addresses [specific risks e.g., animal biosecurity, plant biosecurity, etc.]. 
This plan does not address [e.g. zoonotic disease], which is covered by [link to another plan]. 
This plan does not include detail about the operational activities of individual agencies. 
[bookmark: _Toc168046470] Assumptions 
This plan is based on the following assumptions: 
All the agencies and organisations with a role or responsibility included in this plan maintain their own capability; including detailed operational plans, adequately trained personnel and sufficient resources to fulfil their role. 
Include any other assumptions relevant to the plan, for example:
Warning systems will provide sufficient notice of an emergency to allow resources to be pre-deployed.
[bookmark: _Toc168046471]Goals 
Amplify the purpose by providing a statement of the plan’s goals (sometimes listed as objectives or principles in older plans). The goals should describe why the plan exists. They should begin with a verb and be listed in priority order, for example: 
The goals for [hazard] emergency management are to: 
1. preserve life 
promote protective behaviours in the community 
move people to safer areas 
protect critical infrastructure 
protect property 
protect assets that support the local economy and assist in recovery 
protect the natural environment and conservation values, including cultural heritage 
minimise economic loss 
promote community recovery 
value Aboriginal culture, land and people. 
[bookmark: _Toc168046472]Audience 
The audience for this plan is the NSW Government and agencies within the emergency management sector, including non-government organisations (NGOs) business and community groups with a significant role in emergency management. 
Where appropriate, add Commonwealth or international agencies.  
Although the wider community is not the primary audience, community members may find the contents of this plan informative. 
[bookmark: _Toc168046473]Linkages 
This plan reflects current legislation, the arrangements in the EMPLAN, the strategic direction for emergency management in NSW and accepted state practice for emergency management. The EMPLAN arrangements have not been repeated unless necessary to ensure context and readability.  Any variations from these arrangements have been identified and justified.  
Identify other arrangements or supporting/subordinate plans that relate to this plan. This may include national plans or arrangements (e.g. AUSVETPLAN), operational plans, agency-specific plans and regional or local plans (e.g. ‘a local flood plan is prepared for all local government areas subject to flood risk’ or ‘local bushfire management plans are prepared…’ or refer to consequence management guides). 
Unless considered necessary for context, the plan should not repeat the information or arrangements described in these other documents, which should be referred to using hyperlinks. 
[bookmark: _Toc168046474]Maintaining the plan 
The [planning lead agency responsible officer or head] will keep this plan current by: 
1. ensuring that all emergency service organisations, Functional Areas and officers included in this plan are made aware of their roles and responsibilities 
conducting exercises to test arrangements 
reviewing the contents of the plan:
after significant [hazard] response operations  
insert specific triggers, e.g. when changes to land-use strategic plans and policies change the population at risk
when there are changes to the machinery of government
when there are changes that alter agreed plan arrangements, and
as determined by the NSW SEMC.  
This plan will be reviewed no less frequently than every 5 years. 
Describe any specific process for keeping the plan up to date.


[bookmark: _Toc168046475]The emergency risk context
[bookmark: _Toc168046476]The hazard  
Provide a broad overview of the context of the emergency, including essential background information, definitions and the circumstances that may give rise to the emergency such as weather, infrastructure failure, natural disaster, poor infection control measures etc. 
Refer to the State Level Emergency Risk Assessment or other emergency risk assessment establishing the need for the plan. 
[bookmark: _Toc168046477]Consequences  
Identify the potential impacts and the consequences of the emergency across the social, built, economic and natural environments. Focus on impacts that need to be managed – each impact or consequence should be addressed somewhere in the plan. 



[bookmark: _Toc168046478]Prevention
It’s useful to frame the PPRR sections in terms of strategy (what needs to happen) [OPTION: outcome (the desired state)] and actions (how to get there). The focus is on the Combat Agency as the plan describes what it does to control the response and coordinate resources across the PPRR cycle. 
Provide an outline of actions that can be taken to prevent the hazard from having an impact, focusing on the Combat Agency. Some older plans refer to mitigation. 
It’s likely the prevention section will be small, but it should include actions that can be allocated to a responsible person or team. For example (modified from the Storm Plan, Biosecurity Plan and Bush Fire Plan): 
	Our strategy is to: 
(OPTION: The outcome is:) 
	Actions we will take to achieve the strategy (or outcome) are: 

	Avoid or reduce the impact of storms on the built environment 
(OPTION: Reduced or nil impact of storms on the built environment)
	1. Lobby infrastructure owners/operators to improve asset resilience 
Participate in reviews of the Australian Building Code to improve storm resistance in residential structures 
Participate in local planning reviews and land-use decisions 
Implement relevant actions for storm set out in the State Disaster Mitigation Plan
Participate in preparation and implementation of regional and local Disaster Adaptation Plans

	Prevent entry of biosecurity threats 
(OPTION: Biosecurity threats are excluded)
	See the NSW Biosecurity Strategy 
1. Strengthen biosecurity science and research 
1. Work with Australian Government border agencies to strengthen border controls 
1. Develop clear ‘stock stand-still’ responsibilities and powers 

	Ensure that new development is designed, constructed and maintained to minimise bush fire risk 
(OPTION: Minimised bush fire risk in new developments)
	See link to planning instrument 
1. Assess development proposals in bush fire–prone areas 
1. Participate in reviews of the Australian Building Code to improve bush fire resistance in residential structures 
1. Implement relevant actions for bush fire set out in the State Disaster Mitigation Plan
1. Participate in preparation and implementation of regional and local Disaster Adaptation Plans



[bookmark: _Toc168046479]Preparation
Preparedness includes arrangements or plans to deal with an emergency or the effects of an emergency. Preparedness activities are undertaken by: 
agencies and organisations that have responsibilities before, during and after an emergency, and 
communities, businesses and households that are likely to be affected by [the hazard]. 
[bookmark: _Toc168046480]Emergency planning 
Describe the planning that supports emergency management for the hazard, for example: 
	Strategy 
	Actions

	Maintain storm plans 
(Storm Plan – these are SES actions) 
	1. Develop and review the State Storm Plan 
1. Develop and review Local Snow Plans or consequence management guides as required 
1. Support development of coastal management programs in accordance with the Coastal Management Act 2016 and the State Environmental Planning Policy (Coastal Management) 2016 
Develop coastal erosion management consequence management guides with local councils 

	Maintain plans consistent with national arrangements 
(Coastal Waters Marine Pollution Plan – these are TfNSW – NSW Maritime actions) 
	1. Develop and review the Coastal Waters Marine Pollution Plan, consistent with the National Plan for Maritime Environmental Emergencies  
1. Support development of local port pollution control plans 


[bookmark: _Toc167958066][bookmark: _Toc168046481]Operational readiness 
Include an outline of the actions taken by the Combat Agency to prepare for emergency response, often called capability development (development of personnel, equipment and systems). This might include recruiting and retaining a volunteer workforce; briefing, training and exercising; establishing and maintaining a control or coordination facility; establishing, calibrating or maintaining a warning system; establishing or maintaining a register of safer places or evacuation centres; and establishing or maintaining caches of equipment or standing contracts for services such as aircraft hire.  
[bookmark: _Toc168046482]Community resilience 
Describe the actions that will be taken to enhance community resilience and what this might look like. This will include community awareness, education and engagement activities as well as strategic communication strategies.   
For the purposes of consistency, issuing and responding to warnings are considered to be response actions because the point of a warning is to elicit a response. 

[bookmark: _Toc168046483]Informal volunteering 
This section should describe the actions taken to prepare for informal volunteering activities. This may include planning for: 
how informal volunteers are engaged or utilised 
the roles informal volunteers may undertake during response and recovery in a safe way
communication with key stakeholders and community partners
preparing staging areas
preparing resources and equipment for informal volunteers
identifying a public communications strategy to direct informal volunteers to specific locations. 
It is recommended that agencies have a framework for how they engage and utilise informal volunteers before, during and after an emergency. 


[bookmark: _Toc168046484]Response
The EMPLAN describes the types of operation and control philosophy (part 7 and paras 811–815). It is unnecessary to repeat these standing arrangements, unless doing so is important for context or where there are specific arrangements that are not clear in the EMPLAN.  
The response section should outline: 
· what we do to respond 
· who’s in charge and how the response is coordinated 
· how the community is kept informed (warnings).
[bookmark: _Toc168046485]Concept of operations 
This is a strategic outline of what actions are taken to resolve the emergency. It is the technical part of the plan that describes what specific tasks or actions are necessary to fix the problem and who does them. It should link back to the goals of the plan. 
Consider action-focused headings such as:
Protecting life and property 
Protecting critical infrastructure 
Managing evacuation 
Managing information 
Resupply.
Another approach might be: 
Containing the outbreak 
Treating infected animals 
Maintaining market confidence.
The concept of operations should: 
describe any specific notification and escalation processes 
describe levels of response and response options
note who is responsible for preparing any action plans
include early engagement with recovery structures and arrangements. 
[bookmark: _Toc168046486]Control and coordination 
This section should clearly state who is in control. It should describe any specific legislative instrument or process required to appoint a controller.   
It should describe how the Combat Agency will coordinate the Functional Areas and other resources. 
This section should include the approach to control centres and clarify who should staff those centres. It should outline any links between control or coordination centres and how they work together. 

 

[bookmark: _Toc168046487]Emergency information and warnings 
This section should describe the types of information and warnings distributed to the public. It should state who is responsible for different warnings, their purpose and means of dissemination.   
[bookmark: _Toc168046488]Informal volunteering 
This section should describe how and when informal volunteers form part of response arrangements. It should specify broadly the types of activities informal volunteers will undertake and how this activity will be coordinated within the agency, taking a flexible approach.  
This section may include: 
the decision process for determining whether informal volunteers will be engaged
the overarching strategy for working with informal volunteers, including the scope of their involvement and suitability of roles (e.g. coordinate, engage, redirect) 
arrangements for the scalability and coordination of informal volunteers across various disasters. 
Further details about informal volunteers should be included in the Concept of Operations or Incident Action Plans. 
[bookmark: _Toc168046489]Inter-jurisdictional support 
This section should describe any arrangements for providing support to, or seeking support from, other jurisdictions. This will often be a link to an existing agreement or memorandum of understanding. Do not repeat any arrangements that are in the EMPLAN. 
[bookmark: _Toc168046490]Impact assessment 
Describe how the initial impact assessment is managed and how the recovery structures are kept informed. This includes the initial rapid impact assessment and if relevant, the subsequent comprehensive impact assessment as detailed in the EMPLAN and Impact Assessment Guidelines. 
Outline different impact information across the 4 recovery environments: 
social 
built 
economic 
natural.
[bookmark: _Toc168046491]Withdrawal from response 
Describe how the Combat Agency will wind down and end the response. This may include plans for longer term maintenance of temporary measures, such as tarpaulins installed after a storm, or clean-up of continuing minor pollution to a beach. It should include plans for managing information collected during the response. 
While the section on maintaining the plan refers to reviewing the plan after a significant response, it may be appropriate to include reference to after-action reviews and other debriefing or demobilisation processes in this section. 

[bookmark: _Toc168046492]Recovery  
The arrangements for recovery operations in NSW are outlined in the EMPLAN and further described in the State Recovery Plan. 
Describe how the Combat Agency will contribute to recovery, for example, by conducting or coordinating impact assessments. Do not repeat content from the EMPLAN or Recovery Plan unless it is important for context. 


[bookmark: _Toc168046493]Logistics and finance 
Logistics and financial arrangements are described in EMPLAN Part 10. It is unnecessary to repeat these; however, any specific financial and logistic arrangements should be described (e.g. industry-funded or insurance recovery arrangements, use of standing contract for labour hire or similar).   
Describe any approach for managing informal volunteers here. 

 


[bookmark: _Toc168046494]Appendices
Insert additional appendices as required.  An appendix is useful where there is a large amount of technical information that interrupts the flow or readability of the plan.
[bookmark: _Toc168046495]Appendix A – Roles and responsibilities
The following roles and responsibilities are in addition to the roles and responsibilities described in the EMPLAN and relate to [hazard]. 
Include a row in the table for every agency or organisation that has a role in the plan in alphabetical order. Ensure the roles and responsibilities are observable actions. 
EXAMPLE FOR A FUNCTIONAL AREA (note this is not specific to any hazard; it’s a modified version of the generic statement from EMPLAN to illustrate the layout):
	Agency/Functional Area 
	Roles and responsibilities 

	Agriculture and Animal Services Functional Area (AASFA) 

	Role: to support Combat Agencies to manage the impact of emergencies on agriculture, fisheries, companion and commercial animals by providing the following services: 
 Prevention 
Build awareness for emergency prevention and preparedness by primary producers, animal holding establishments and the community 
 Preparedness 
Encourage local networks to develop plans for managing relocated stock and companion animals during [hazard] 
 Response 
Identify at-risk animals and agricultural assets and provide impact advice to the Combat Agency 
Coordinate support to primary producers, animal holding establishments and the community, including rescue, evacuation, emergency care of animals and the assessment, humane destruction and disposal of affected animals
Coordinate supply of emergency fodder and water
 Recovery 
Conduct agricultural damage impact assessments
Process agricultural natural disaster applications
Provide recovery information and workshops
Attend recovery centres and recovery committees when activated
Administer transport subsidies to primary producers




[bookmark: _Toc168046496]Appendix B – Glossary
Readers should refer to EMPLAN Annexure 9 – Definitions. Additional terms not found in the EMPLAN are defined below: 
[Term]		[definition] 
[Term]		[definition]
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