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[Insert] Services Functional Area Supporting Plan	5
Instructions – page to be deleted
The intent of the template is to promote consistency across supporting 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 supporting plan is a strategic document that outlines the support provided to a controlling or coordinating authority before, during and after an emergency. It is an action plan that describes how a Functional Area will fulfil its role and responsibilities. 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 supporting 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: _bookmark69][bookmark: _Toc159336792]

[bookmark: _Toc168046411]Introduction
[bookmark: _bookmark70][bookmark: _Toc159336793][bookmark: _Toc168046412]Purpose
Provide a short description of the purpose of the supporting plan. For example:
This State [functional area] Plan describes the strategic emergency management arrangements for providing [functional] support to emergency management in New South Wales (NSW).
[bookmark: _bookmark71][bookmark: _Toc159336794][bookmark: _Toc168046413]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 providing [function] support:
List relevant Acts and Regulations here. Include specific references to sections in Acts wherever possible to simplify finding them. Include hyperlinks to legislation.nsw.gov.au
Complex legislative or governance arrangements can be included in an appendix to improve readability.
Functional Areas are business units within NSW Government agencies that, consistent with the scope of their portfolio, perform specific emergency management functions. This may be to support Combat Agencies to resolve the consequence of an emergency, or they may provide emergency risk management leadership within a sector (EMPLAN para 437). They derive their authority from the SERM Act and EMPLAN.
The [Department] is the agency responsible for coordinating the [functional area] and is the planning lead agency.
This plan is a supporting plan to the EMPLAN. 
It was prepared by the [functional area] Coordinator and approved by the [department Secretary] on [DATE]. The plan was endorsed by the NSW State Emergency Management Committee (SEMC) on [DATE].
[bookmark: _bookmark72][bookmark: _Toc159336795][bookmark: _Toc168046414]Revision history
	Version 
	Date endorsed 
	Amendment notes

	
	
	


[bookmark: _bookmark73][bookmark: _Toc159336796][bookmark: _Toc168046415]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 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 in this plan will normally be implemented on receipt of a [warning type or report or request].
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: _bookmark74][bookmark: _Toc159336797][bookmark: _Toc168046416]Scope
This plan describes the coordination of government agencies, non-government organisations (NGOs) and the private sector to provide key [function] services before, during and after an emergency. It outlines the agreed roles and responsibilities of the agencies, organisations and businesses across the prevention, preparation, response and recovery (PPRR) cycle.
Provide any further description of the scope of the plan (i.e. what is included and what is not included) and any assumptions, for example:
It includes:
the range of tasks and outputs that the [functional area] can provide
the policy and programs in place to provide [functional area] services before, during and after an emergency
the coordination arrangements for providing [functional area] services at state, region and local levels
a description of the partner agencies, organisations and businesses involved in providing [functional area] services and their status as Participating Organisations or Supporting Agencies
links to sources of information where the reader can obtain further detail This plan does not address [a service], which is covered by [link to another plan].
This plan does not apply to temporary loss of services or local incidents that can be resolved with local resources.
This plan does not include detail about the operational activities of individual agencies, organisations or businesses.
[bookmark: _bookmark75][bookmark: _Toc159336798][bookmark: _Toc168046417]Assumptions
Include any assumptions relevant to the plan, for example:
The planning assumptions for this plan include:
Emergency Services Organisations, Functional Areas and their service providers have business continuity plans to manage short-term and localised telecommunications services disruptions, and these plans are regularly practised and reviewed.
At a local level, telecommunications carriers plan for the restoration of their own infrastructure, networks and systems in accordance with existing business arrangements and requirements.
The resources that the Supporting Plan relies upon would be made available when required.
All member organisations have prepared and tested, and maintain appropriate internal instructions and/or standing operating procedures required to facilitate the arrangements detailed in this plan.
[bookmark: _bookmark76][bookmark: _Toc159336799][bookmark: _Toc168046418]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: _bookmark77][bookmark: _Toc159336800][bookmark: _Toc168046419]Linkages
This plan reflects current legislation, the arrangements in the EMPLAN, the strategic direction for emergency management in NSW and the 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 or subordinate plans that relate to this plan. This may include national plans or arrangements (e.g. COMRECEPLAN), special links to other Functional Areas (e.g. Welfare Services and Ag and Animal Services for companion animals at evacuation centres), operational plans or policies (e.g. Evacuation Management Guidelines or Donations policy), agency-specific plans and regional or local plans. 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: _bookmark78][bookmark: _Toc159336801][bookmark: _Toc168046420]Maintaining the plan
The [functional area] Coordinator will keep this plan current by:
ensuring that all agencies, organisations, businesses and officers included in this plan are made aware of their roles and responsibilities
conducting exercises to test the arrangements
reviewing the contents of the plan
after significant emergency operations
insert specific triggers, e.g. when there are changes to commercial arrangements affecting (functional) service delivery
when there are changes to the machinery of government
when there are changes that alter plan arrangements, and 
as determined by the NSW SEMC.
This plan will be reviewed no less frequently than every 5 years. 
Describe any specific processes for keeping the plan up to date.
[bookmark: _Toc159336802]

[bookmark: _Toc168046421]The Functional Area
[bookmark: _bookmark80][bookmark: _Toc159336803][bookmark: _Toc168046422]Functional Area Coordinator
The Functional Area Coordinator is an SEMC member who is appointed by Cabinet on the recommendation of the Minister for the sponsoring agency and the Minister for Emergency Services (EMPLAN para 439). They are responsible for:
establishing a Functional Area Sub-Committee to assist with developing and maintaining this plan (see Appendix B)
engaging with Participating Organisations and Supporting Agencies to develop and maintain capability to provide specialist support to emergency management across the PPRR cycle, and
coordinating Functional Area support during response and recovery operations.
By agreement with Participating Organisations and Supporting Agencies within the Functional Area, the Functional Area Coordinator has the authority to commit the resources of those organisations or to coordinate their response.
The Functional Area Coordinator will determine what, if any, structure is established at the region and/or local level.
Detailed governance structures should be included in an appendix.
[bookmark: _bookmark81][bookmark: _Toc159336804][bookmark: _Toc168046423]Coordination
Describe how the services are coordinated, including any regional and local structures, for example:
DCJ is responsible for the coordination and delivery of disaster welfare services. This includes policy development, and district and local level delivery of disaster welfare services. 
Another example: NSW DPI Emergency Management Unit coordinates actions, agencies and individuals and establishes structures, systems and processes to ensure effective control of emergency management activities.
Describe any coordination centres or liaison officer structures
[bookmark: _bookmark82][bookmark: _Toc159336805][bookmark: _Toc168046424]Role of the [function] Functional Area
Describe the role of the Functional Area in terms of the services it can provide, e.g. ‘coordinating the provision of welfare services to disaster-affected people. Welfare services are those provided to assist in the relief of personal hardship and distress to individuals, families and communities by meeting the immediate needs of disaster-affected people. These services may include food, clothing and shelter’.
Describe situations where the functional area may operate as a de-facto Combat Agency (see EMPLAN para 437) and its role in this sort of emergency.
[bookmark: _bookmark83][bookmark: _Toc159336806][bookmark: _Toc168046425]Services provided
Describe the range of services as tasks the Functional Area can perform, or outcomes it can achieve. The intent is to provide Combat Agency controllers or EOCONs with a ‘shopping list’ of capabilities they can request. For example:
The key welfare services that are delivered by the WSFA are:
1. Immediate financial assistance: The provision of immediate financial assistance to disaster-affected people who are without, or who cannot access the financial resources to assist themselves to meet their immediate needs of food, clothing and shelter. Immediate financial assistance is provided when in-kind services are not available or appropriate.
Coordinator – Department of Communities and Justice (DCJ)
Emergency accommodation: The provision of emergency accommodation services (through commercial accommodation providers) to disaster-affected people and to WSFA agency members.
Coordinator – Adventist Development and Relief Agency (ADRA)
Catering: The provision of emergency catering to disaster-affected people and WSFA agency members.
Coordinator – The Salvation Army
Material aid: The sourcing, assembly and distribution of material aid supplies when requested by the WelFAC. This includes basic clothing, towels, nappies and personal items. DCJ will resource the purchase of material aid.
Coordinator – Anglicare
[bookmark: _bookmark84][bookmark: _Toc159336807][bookmark: _Toc168046426]Service delivery
Describe how or where the Functional Area delivers its services. This may be by deploying trained staff into the field, providing liaison officers to Combat Agency control centres or Emergency Operation Centres, or establishing specific facilities. For example:
Key Welfare Services may be delivered through:
Evacuation Centres: The centre has a range of agencies … to provide support to people (including stranded travellers) and their companion animals who have evacuated from an area. As part of the planning process, Local Emergency Management Committees, in close consultation with Combat Agencies, are responsible for identifying and evaluating potential evacuation centres, and developing strategies for the activation of these venues. The centre is identified and activated …
Disaster Welfare Assistance Points (DWAP): A place where a reduced level of key welfare services may be delivered. A DWAP may be established when there is an identified need for some key welfare services, but an evacuation centre is not required… DWAPs are established and managed by the WSFA.
Personal Support Outreach: Outreach programs provide … The need for Outreach is determined for each event and coordinated through the WSFA. It is delivered by the Red Cross with the assistance of Anglicare or other agencies as required.
Recovery centres: Recovery centres are one-stop shops that ... The State Emergency Recovery Controller (SERCON) is responsible for authorising the establishment of a recovery centre and for the overall interagency coordination and management of recovery centre functions.
[bookmark: _bookmark85][bookmark: _Toc159336808][bookmark: _Toc168046427]Participating Organisations
Participating Organisations are organisations that have given formal notice to Agency Controllers or Functional Area Coordinators that they are willing to participate in, and commit resources to, emergency response and recovery operations under the direction of the Functional Area Coordinator, Combat Agency Controller or Emergency Operations Controller (EOCON) (EMPLAN para 452). 
List the Participating Organisations and their role (noting that detail of their responsibilities and actions is in Appendix A). For example:
Australian Red Cross
The Australian Red Cross will provide personal support services to disaster-affected people, including receiving disaster-affected people at established evacuation centres and disaster welfare assistance points, and providing care and comfort, information, referral and interpersonal help through measures such as psychological first aid and outreach.
Outline and hyperlink to any memorandums of understanding or similar agreements with Participating Organisations.
Describe any structure within the Participating Organisation, such as a Participating Organisation State Coordinator, and outline their responsibilities.
[bookmark: _bookmark86][bookmark: _Toc159336809][bookmark: _Toc168046428]Supporting Agencies
Supporting Agencies are government agencies that are responsible for providing and coordinating specialist services and resources to Agency Controllers and Functional Area Coordinators for emergency response and recovery operations in line with their service delivery responsibilities and within the bounds of their business-as-usual work (EMPLAN para 443).
This is a change from the previous definition of a ‘supporting organisation’, which referred to organisations (government or non-government) that indicated a willingness to participate and provide specialist support resources. 
List the Supporting Agencies and their roles (noting that detail of their responsibilities and actions is in Appendix A). For example:
Multicultural NSW
Multicultural NSW will provide interpreting and translation services.
[bookmark: _bookmark87][bookmark: _Toc159336810]

[bookmark: _Toc168046429]Prevention and preparedness
[bookmark: _bookmark88][bookmark: _Toc159336811][bookmark: _Toc168046430]Service continuity
Describe how the Functional Area can contribute to developing service continuity or otherwise help prevent or lessen the impact of an emergency. This will most likely be through participating in processes to develop or maintain codes, polices, regulations or legislation.
[bookmark: _bookmark89][bookmark: _Toc159336812][bookmark: _Toc168046431]Planning
Describe how the Functional Area manages its planning. Include information about how it contributes to planning at the region and local level (e.g. participation in Region or Local EMCs). Outline if parts of the Functional Area produce their own plans (e.g. AMPLAN) and how these fit together. This may be best presented in a diagram. 
For example:
Each local business unit must undertake emergency risk assessments to:
1. develop appropriate treatment or control plans, response and surge plans, business continuity and recovery plans for predictable events such as bush fires, storms, floods, facility evacuations and utility failures
identify vulnerabilities within the facilities and resources and incorporate arrangements and procedures within the associated plans
identify and consult with the vulnerable populations within the boundaries to ensure appropriate services can be delivered during an emergency.
Reference can be made to how the Functional Area supports the implementation of any relevant actions from the State Disaster Mitigation Plan and how it participates in the preparation and implementation of any relevant regional and local disaster adaptation plans.
Note: consideration is to be given to Discrete Aboriginal Communities that are responsible for essential water, sewerage and road reserve infrastructure and may not have the required resources to manage or restore these services.
[bookmark: _bookmark90][bookmark: _Toc159336813][bookmark: _Toc168046432]Operational readiness
Outline the actions taken by the Functional Area 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; or establishing and maintaining a coordination facility. For example:
The Functional Area Coordinator will:
develop, maintain and implement an emergency management education framework to ensure that education and training is consistent across local business units and is aligned to state directions
coordinate statewide emergency management education opportunities and assist local business units to meet their emergency management training obligations
etc.
Local business units will:
implement emergency management education programs that enhance the knowledge and skills of their staff
ensure there are adequate numbers of trained personnel to respond to emergencies
etc.
Include any assistance the Functional Area provides to participating and supporting organisations or make a statement of what they are required to do to be prepared.
[bookmark: _bookmark91][bookmark: _Toc159336814][bookmark: _Toc168046433]Community resilience
Outline the actions taken by the Functional Area to build community resilience (including a description of what this might look like), such as community information or engagement strategies. For example:
Local Land Services will:
build awareness of emergency prevention and preparedness techniques for primary producers, animal holding establishments and the community
etc.
The State Health Communications Controller will:
develop community action guides for staying healthy during and after an emergency
etc.
[bookmark: _Toc159336815][bookmark: _Toc168046434]Informal volunteering
Outline the actions taken by the Functional Area to prepare for informal volunteering activities prior to an emergency. 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.
[bookmark: _Hlk162450458]It is recommended that agencies (Functional Areas) have a framework for how they engage and utilise informal volunteers before, during and after an emergency.

[bookmark: _bookmark92]

[bookmark: _Toc159336816][bookmark: _Toc168046435]Response and recovery
The [functional area] will deliver services to the community during the response and through some or all of the recovery.
[bookmark: _bookmark93][bookmark: _Toc159336817][bookmark: _Toc168046436]Concept of operations
Outline how the Functional Area will respond during and following an emergency. This will generally include paragraphs on what the functional area does in the alert, standby, response and stand-down phases. For example:
Recognised stages of activation for the WSFA in the response phase are:
1. Alert: On receipt of information about a possible emergency, a briefing is given to relevant welfare services agency representatives.
Standby: On receipt of information about the significant risk of, or the imminence of an emergency occurring, welfare services resources are confirmed and ready to respond if required.
Activation: On receipt of information that an emergency has occurred or there is an increased level of risk of an emergency, welfare services resources are deployed.
Stand down: On receipt of information that an emergency has finished or the risk has diminished, and that welfare services resources are no longer required, welfare services resources are stood down.
[bookmark: _bookmark94][bookmark: _Toc159336818][bookmark: _Toc168046437]Control and coordination
[bookmark: _bookmark95][bookmark: _Toc159336819]Control
Control of an emergency response is always vested with a Combat Agency Controller or Emergency Operations Controller. Controllers may request the services of the Functional Area to respond to an emergency, or the Functional Area may recognise the need for a service and advise the controller. Similarly, a Recovery Coordinator/Controller may request the services of the Functional Area to support community recovery. There is likely to be a period when recovery and response operations are concurrent and there is both a Combat Agency Controller and Recovery Coordinator/Controller active.
The Combat Agency Controller, Emergency Operations Controller or Recovery Coordinator/ Controller may control the response or recovery from an operations centre. The Functional Area may be requested to provide a liaison officer to this centre.
Describe how the functional area works with response controllers and Recovery Coordinators.
[bookmark: _bookmark96][bookmark: _Toc159336820]Coordination
Coordination is a key function of a Functional Area. The Functional Area Coordinator works with their own agency and the Participating Organisations and Supporting Agencies to provide the services requested by the Combat Agency or Recovery Coordinator, or to support the community. This plan gives the Functional Area Coordinator the authority to commit [list Departmental resources] and the resources of the Participating Organisations and Supporting Agencies.
Include specific coordination protocols including the relationship between local, regional and state structures and different parts of the Functional Area.
Include reference to any coordination centre that may be set up; describing who sets it up, where it is set up and how it is staffed.
[bookmark: _bookmark97][bookmark: _Toc159336821][bookmark: _Toc168046438]Notification and escalation
Describe how the Functional Area is notified, how it notifies Participating Organisations and Supporting Agencies, and any internal notification and escalation protocols.
Clarify if the Functional Area can be notified by a Combat Agency or an EOCON, or either, and if notification can happen at region or local level. Describe the escalation process for region or local notifications. This may be best represented in a diagram.
Describe the process to activate specific resources or initiate specific actions. Indicate if a Functional Area can self-initiate specific resources.
[bookmark: _bookmark98][bookmark: _Toc159336822][bookmark: _Toc168046439]Specific tasks or actions
Describe any specific actions that the Functional Area will take or services it can provide for predictable issues. Consider, for example:
Evacuation
Resupply
Temporary accommodation
[bookmark: _bookmark99][bookmark: _Toc159336823][bookmark: _Toc168046440]Impact assessment
Describe how the Functional Area contributes to impact assessment or uses the results of impact assessment across the 4 recovery environments:
social
built
economic
natural.
This includes the initial rapid impact assessment and, if relevant, the subsequent comprehensive impact assessment as detailed in the EMPLAN and Impact Assessment Guidelines.
[bookmark: _Toc159336824][bookmark: _Toc168046441]Informal volunteering
Describe how and when informal volunteers form part of response and recovery arrangements. Specify broadly the types of activities informal volunteers will undertake, how this activity will be coordinated, and by whom, 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.
[bookmark: _Toc159336825][bookmark: _Toc168046442]Withdrawal of response
Describe how the Functional Area’s operations change as the combat agency or emergency operations controller withdraws from the emergency. This will include transition to control or coordination by a Recovery Coordinator.
[bookmark: _bookmark101][bookmark: _Toc159336826][bookmark: _Toc168046443]Demobilisation
Describe how the Functional Area manages return to business as usual. For example:
The TELCOFAC will advise the SEOCON or State Operations Controller of the relevant Combat Agency of its intention to return to normal operations once routine operational activity is sufficient to manage the situation.
[bookmark: _bookmark102][bookmark: _Toc159336827]A debrief will be held as soon as possible after every mobilisation of the response arrangements under this plan, and the performance of this plan and procedures will be reviewed.

[bookmark: _Toc168046444]Finance and logistics
Logistics and financial arrangements are described in EMPLAN Part 10. It is unnecessary to repeat these; however, any specific financial and logistics arrangements should be described (e.g. industry-funded or insurance recovery arrangements, use of standing contract for labour hire or similar). For example:
NSW Treasury provides NSW Public Works with a specific funding allocation, under Government Funded Programs, for meeting its responsibilities under EMPLAN. Significant expenditure on response and recovery is recovered from the Combat Agency requesting the assistance or from NSW Treasury. Approval needs to be sought in advance of expenditure.
Certain expenditure incurred during emergency response or recovery operations following natural disasters may be included under the Commonwealth/State funding arrangements. However, expenditure on internal costs, such as personnel costs other than overtime, is generally not reimbursable.
Under the Rural Fires Act 1997 for declared ‘Section 44’ fires, certain expenditure may be reimbursed through the Rural Fire Service.
Describe any approach for managing informal volunteers here.
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[bookmark: _bookmark103][bookmark: _Toc159336828][bookmark: _Toc168046445]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: _Toc168046446]Appendix A – Roles and responsibilities
The following roles and responsibilities are in addition to the roles and responsibilities described in the EMPLAN.
Include a row in the table for every agency or organisation that has a role in the plan, indicating if it is a Participating organisation or Supporting Agency. Organisations should be listed in alphabetical order.
An example is included below (note, this is not specific to any hazard; it’s a modified version of the generic statement from the EMPLAN to illustrate the layout):
	Agency/organisation 
	Roles and responsibilities 

	Local Land Services (LLS) – Participating Organisation 
	Role: to provide local support to Combat Agency emergency management for agriculture, horticulture, and companion and commercial animals by providing the following services:
Prevention
Build awareness of emergency prevention and preparedness techniques with primary producers, animal holding establishments and the community.
Preparedness
Encourage local networks to develop plans for managing relocated stock and companion animals during emergencies.
Response
Identify at-risk animals and agricultural assets and provide local impact advice to the Combat Agency.
Coordinate local support to primary producers, animal holding establishments and the community, including the rescue, evacuation and emergency care of animals; and the assessment, humane destruction and disposal of affected animals.
Coordinate local supply of emergency fodder and water.
Recovery
Conduct agricultural damage impact assessments.
Provide recovery information and workshops.
Attend recovery centres and recovery committees when activated.




[bookmark: _bookmark104][bookmark: _Toc159336829]
[bookmark: _Toc168046447]Appendix B – Functional Area Sub-Committee membership
List the members of the Sub-Committee by position.
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: _bookmark105][bookmark: _Toc159336830]

[bookmark: _Toc168046448]Appendix C – Glossary
Readers should refer to EMPLAN Annexure 11 – Definitions. Additional terms not found in the EMPLAN are defined below:
[Term] 		[definition]
[Term] 		[definition]




[Agency name] 


[Address Line] 
[Suburb NSW XXXX] 

[GPO Address] 
[Suburb NSW XXXX] 

Office hours:
Monday to Friday
[0.00am to 0.00pm] 

T: 02 [0000 0000] 
E: [Email goes here] 
W: [URL goes here] 
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