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[INSTRUCTION: This page contains information for the Handbook author and should be deleted before final approval]
[bookmark: _Toc230931165]About this template 
This template can help local governments prepare an Incident Support Handbook as part of their Local Emergency Management Arrangements. The template includes:
· Arrangements and information that local governments need to include in their LEMA to comply with the requirements of the Emergency Management Act 2005 (EM Act) and State Emergency Management Policy (EM Policy), referred to as the Essential LEMA Requirements, and
· Optional sections which are recommended as best practice in emergency management but do not form part of the Essential LEMA Requirements and may be omitted at the discretion of the local government.
When using this template, it is recommended local governments refer to the Incident Support Handbook Guidance (guidance) which provides step-by-step instructions for completing each part and section of the template. The guidance also provides further information about the minimum requirements for LEMA and Optional sections.
Use of the template is optional, and local governments may edit or amend the template to suit their individual requirements and style.
In the template: 
· Black text is recommended model text. This may be altered or rearranged, however local governments should ensure the changes still address the minimum requirements for LEMA. 
· [INSERT: text] indicates where to include locally specific content. The local government needs to insert content that is specific to their context, requirements and arrangements. The brackets and INSERT should be deleted and blue text changed to black text when it has been edited.
· [INSTRUCTION: text] is an instruction for the writer. All instructions must be deleted before finalising the Handbook.
· [OPTIONAL] indicates content that is not minimum requirement for LEMA. The local government does not need to include Optional sections, but they are recommended as best practice in emergency management planning. The word [OPTIONAL] should be deleted before finalising the Handbook.
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[bookmark: _Toc236383091]PRELIMINARIES
[INSTRUCTION: In this section describe the purpose and scope of the Incident Support Handbook, and state when it was approved and who approved it.]
Local Emergency Incident Support Handbook 
The Local Emergency Incident Support Handbook (Handbook) includes procedures and information for use by the [INSERT: local government name] in emergency incidents. The Handbook is intended for internal use by the [INSERT: City/Town/Shire] and by Incident Management Teams. It contains contact details that should not be shared publicly.
The Handbook forms part of the [INSERT: City/Town/Shire’s] Local Emergency Management Arrangements (LEMA) which are a requirement under section 41 of the Emergency Management Act 2005.
[INSTRUCTION: Consider including other introductions or acknowledgements as per the local governments normal processes.]
Version Control 
Document Title:	[INSERT]
Current version:		[INSERT]
Reviewed by:	[INSERT]
Approved by:	[INSERT]
Date of approval:	[INSERT]
[INSTRUCTION: Or replace with version control table as per local government procedures]
The Incident Support Handbook is reviewed at least annually by [INSERT: Position Title], in consultation with the Local Emergency Management Committee and the [INSERT: City/Town/Shire]’s Executive and Managers. 

Distribution
[bookmark: _Toc225931144][INSERT: A distribution list for the Incident Support Handbook and location of controlled copy.]
[INSTRUCTION: Consider including a diagram explaining the structure of the Handbook. Refer the Guidance]

[bookmark: _Toc236383092]ARRANGEMENTS FOR INCIDENT MANAGEMENT AND SUPPORT 
[bookmark: _Toc236383093]Emergency Notification Process and Contacts
[INSTRUCTION: This Part should provide clear, practical instructions about who to contact when an emergency occurs. It must be concise and easy to follow under pressure.]
Where there is a threat to life, including all fires
	Call 000 immediately
For non-life-threatening emergencies
1. Advise the responsible local government manager or CEO as soon as possible.
[INSERT: Position title(s) and 24/7 phone number(s) for primary local government contact(s) in emergencies]
2. Call the relevant Hazard Management Agency, refer contact details below.
Important: 
· Communicate by phone or in person to ensure immediate attention – do not send emails or text messages or rely on voice messages.
· Clearly describe the situation:
· what is happening, where and when, 
· immediate risks,
· what is being done to respond and
· Describe the action required / types of extra assistance needed
Hazard Management Agency (HMA) Emergency Contacts
[INSTRUCTION: A list of the emergency contact numbers for each hazard and HMA is provided as a ready reckoner in this section. Local and district HMA and incident management contacts should be included in Part 2.]
	Hazard
	HMA - Representative Agency
	Emergency and local contacts 

	Fire 
Collapse (structure or landform)
Cyclone
Earthquake
Flood
Storm
Tsunami
HAZMAT

	Department of Fire and Emergency Services
	000

	Air Crash 
Hostile Act
Land Search and Rescue
Marine Search and Rescue
Space Re-entry Debris
Radiation Escape – Nuclear Powered Warship
	Western Australian Police Force
	Immediate threat to life: 000
Not life threatening: 131 444 

	Human Biosecurity
Biological Emergency
Heatwave
	Department of Health
	Immediate threat to life: 000
Hazard management:
(08) 9222 2131 (office hours) 
1800 434 122 (after hours only) 

	Animal and Plant Biosecurity Incursion
	Department of Primary Industries and Regional Development
	National 24/7 Emergency Animal Disease Hotline 
1800 675 888
National Emergency Plant Disease Hotline 
1800 084 881

	Maritime Environment Emergency - Marine Oil Pollution
Marine Transport Emergency
	Department of Transport (Maritime)
	Immediate threat to life: 000
Maritime Environmental Emergency Reporting Line
08 9480 9924

	Rail Crash
	Public Transport Authority (Passenger services)
	Immediate threat to life: 000
24-hour emergency line: (08) 9220 9999 

	
	ARC Infrastructure (Freight rail services)
	Immediate threat to life: 000
ARC Infrastructure Network Control Emergency line 1300 987 246

	Energy Supply Disruption (Gas, Power, Liquid fuel)
	Department of Energy and Economic Development (Energy Policy WA)
	Immediate threat to life: 000
Western Power Emergencies and Outages 13 13 51 
Horizon Power Faults and Emergencies
13 23 51
ATCO Gas 
13 13 52

	Cybersecurity Incident
	Department of the Premier and Cabinet
	Immediate threat to life: 000
Risk of harm or threats of violence: 131 444
All other incidents: Office of Digital Government (08) 6552 5000


[bookmark: _Toc236383094]Preparing for an Imminent Emergency
[INSTRUCTION: This section includes an example checklist of actions to be taken (or procedures to be followed) when an emergency commences or is imminent. Use an existing checklist if available or edit the below]. 
When an emergency occurs or is imminent, the following actions will be undertaken as required. 
☐	Contact emergency services / the Hazard Management Agency and responsible manager as per Section 1.1. 
☐	Identify and notify personnel required to support the local government's response. For contact details refer [INSERT: reference to list of roles and contact in Part 2]
☐	Brief public-facing staff and establish arrangements for receiving and managing enquiries. 
☐	Share Emergency WA warning advice with community. 
☐	Advise premises and services that are at increased risk (e.g. schools, hospitals, aged care, tourist accommodation, infrastructure operators). [INSERT: reference to list of premises and contacts in Part 2]
☐ 	Establish an operations centre and/or incident management team if required 
☐	Confirm evacuation facilities/places of shelter/other identified facilities are operation ready. [INSERT: reference to list of facilities and contacts in Part 2]
☐	Prepare or close local government assets/premises/facilities as required for the hazard and emergency warnings 
[OPTIONAL]: Checklists and Procedures 
[INSERT: List / reference / attach any relevant procedures, plans or checklists relevant to this section.]
[bookmark: _Toc236383095] State Incident Management Arrangements
Incident Management Structures
Part Five of the State Emergency Management Plan (State EM Plan) describes common requirements for managing emergency incidents across all hazards, illustrated in Figure 5.7 in the State EM Plan. Figure 5.7 is adapted at [INSERT: Figure X] below to show how local governments participates in, supports and contributes local knowledge to the coordination structures that are established by the Controlling Agency and Hazard Management Agency, according to the size and complexity of the incident.
The roles and structures named in [INSERT: Figure X] are described in the following pages.  The Handbook describes how the [INSERT: City/Town/Shire] will fulfil its functions.
[image: Diagram showing escalating emergency coordination structures based on the scale of an emergency. At the incident level, the Controlling Agency oversees the Incident Controller, who is supported by an Incident Management Team (Planning, Logistics, Intelligence, Operations, Public Information) and an Incident Support Group (Service Providers, Support Function Liaison Officers, Community Groups, Local Governments). As incidents increase in scale, coordination escalates to the Hazard Management Agency and Operational Area Manager, supported by an Operational Area Support Group (Combat Agencies, Support Organisations, Essential Services, Local Governments). Local governments are shown contributing through liaison, advice, information sharing, support, and participation in advisory meetings at both incident and operational area levels. Arrows illustrate reporting and coordination relationships between the different emergency management structures.]
[INSERT: Figure X]: Adaption of Figure 5.7 from the State EM Plan



Incident Management Roles and Functions
[INSTRUCTION: Edit section references in this table if to suit the local government’s final Handbook structure.]
	Role or Group 
[Figure X]
	Function
	Local government arrangements

	Controlling Agency
	The Controlling Agency (CA) is an agency nominated to control the response activities to particular types of emergencies as nominated in each State Hazard Plan. 
	The [INSERT: City/Town/Shire] does/does not [INSTRUCTION: Delete either ‘does’ or ‘does not’ as applicable] undertake the role of Controlling Agency for Fire. 

	Incident Controller
	An Incident Controller (IC) is the person designated by the Controlling Agency with responsibility for overall management and control of an incident within an incident area, and the tasking of agencies and local governments.
	The [INSERT: City/Town/Shire]’s arrangement for Incident Management are described in [INSERT: Reference Section 1.4] 
[INSTRUCTION: Delete if not applicable]

	Incident Management Team
	The IC establishes an Incident Management Team (IMT); its functions include operations, planning, intelligence, and public information.
	The [INSERT City/Town/Shire]’s arrangements to support the IMT are outlined in [INSERT: Reference Section 1.5]

	Combat Agencies
	Combat Agencies are assigned responsibility for specific emergency management activities to support the Controlling Agency, in accordance with their legislated functions and capabilities. 
	Under the Emergency Management Regulations, local governments are defined as Combat Agencies for the activity of fire suppression.

	Support Services
	Agencies may be assigned responsibilities to support emergency management across all hazards, as described in the State EM Plan and in relevant State Support Plans.
	The [INSERT: City/Town/Shire]’s arrangements to assist the support services of Emergency Relief and Support and Animal Welfare are outlined in 
Sections [INSERT: Reference]

	Incident Support Group 
	An Incident Support Group (ISG) is a group of agency/organisation liaison officers convened by the Incident Controller to provide information, expert advice, support and resources relevant to their organisation. 
	The [INSERT: City/Town/Shire] will participate in the ISG. 

	Operational Area Manager 
	An Operational Area Manager (OAM) may be appointed by the Controlling Agency with responsibility for overall management within a large or complex operational area. The OAM provides strategic direction and operational coordination to agencies and Incident Controllers.
	The OAM will liaise with and advise local governments and may seek representation from the local government.

	Operational Area Support Group (OASG)
(Some HMAs may use a different name for the OASG)
	The OAM may convene a group of agency/organisation liaison officers, including the designated emergency coordinator to provide agency-specific expert advice and support for strategic management of an incident or incidents. 
	The [INSERT: City/Town/Shire] will participate in the OASG. 


Incident Levels
The Incident Controller must assess the level or severity of the incident level in accordance with State EM Procedure 4.2. The incident level informs the incident management structure and roles. It may escalate or de-escalate when the incident complexity and risk changes.
· Level 1 incidents are localised in nature with low complexity and able to be managed in a single shift with limited resources and limited impacts.
· Level 2 incidents are more complex, of longer duration and require a multi-agency response to manage impacts on critical infrastructure and/or community. An Incident Support Group (ISG) may be established by the Controlling Agency.
· Level 3 incidents are highly complex and require protracted multi-agency coordination to manage the risk of severe impacts for community and infrastructure. If a Level 3 incident is declared, the Controlling Agency must establish an ISG. An Operational Area Manager is appointed and may establish an Operational Area Support Group (OASG). Other coordination structures may also be established.
The Controlling Agency must advise the HMA when the scale and complexity of an incident exceed the operational capacity of the Controlling Agency and/or is a Level 3 incident. 
The State Emergency Coordinator or relevant HMA may make an Emergency Situation Declaration (ESD) when additional powers are required to protect life and minimise harm. (EM Act s.50). If further, extraordinary powers are required the Minister may make a State of Emergency declaration (EM Act Part 5). 

[bookmark: _Toc235792195][bookmark: _Toc236383096]Arrangements for Managing Fire Incidents
[INSTRUCTION: Where a local government is a Controlling Agency, this section should provide a clear, localised workflow showing the escalation and roles for how fire incidents are managed. Amend to suit the local government or delete if not applicable.]
The [INSERT: local government name] is a Controlling Agency for fire suppression. 
The [INSERT: Position Title] is the responsible manager.
The table below summarises the workflow and key roles for managing a fire incident in the [INSERT: local government name]. 
	The fire must be reported to 000
	000

	DFES COMCEN will notify the local brigades 
	

	The Emergency Services Manager must be notified, or a Director or the CEO if the Emergency Services Manager is not available
	[INSERT: Position title(s)] 

	When acting as a Controlling Agency, the local government must ensure an Incident Controller is appointed to take control of the incident
	[INSERT: Position titles of ICs]

	The Incident Controller assesses the incident and advises DFES:
· the fire location and land tenure
· the fire conditions, status and level
· support requirements
	[INSERT: DFES Contact]

	The Incident Controller will determine public information and warnings requirements and advises COMCEN who will publish and broadcast as required
	[INSERT: COMCEN Contact]

	DFES may coordinate attendance by additional brigades or DFES personnel if required.
	

	If the incident escalates beyond the capacity of the LG Incident Controller, the local government advises DFES. 
The local government may request that control of the fire is formally transferred via section 13 or section 45 of the Bush Fires Act 1954. The local government must continue to assist as a Combat Agency.
	[INSERT: DFES Contact]


Refer to the following plans and procedures for further information:
· [INSERT: list of relevant local government documents, e.g. Bush Fire Local Law, Bush Fire Brigade Operating Procedures]. 

[OPTIONAL]: Checklists and Procedures 
[INSERT: List / reference / attach any relevant procedures, plans or checklists relevant to this section.]
[bookmark: _Toc236383097]Local Incident Support Arrangements and Resources
[INSTRUCTION: This section should identify the support functions the local government can provide in an emergency and the nominated position holder(s) for each function. Edit the table to reflect actual positions and functions in the local government.]
Incident Support Roles and Structures 
The [INSERT: City/Town/Shire] provides support to the Incident Controller for incidents and emergencies in the local government area. The table below identifies the local government position title for each area of support. 
	Role/Function
	Authorised Position Holder(s) to Support the Role/Function

	Emergency Services Manager
	[INSERT: Position Title]

	Escalation/ decision maker/authorise expenditure  
	[INSERT: Position Title]

	Spokesperson
	[INSERT: Position Title]

	Media Liaison Officer
	[INSERT: Position Title]

	Incident Management Team Liaison Officer
	[INSERT: Position Title]

	Local Recovery Coordinator
	[INSERT: Position Title]

	Incident Support Group – LG representative
	[INSERT: Position Title]

	Operational Area Support Group – LG representative
	[INSERT: Position Title]

	Coordination of requests for resources and support from IMT
	[INSERT: Position Title]

	Activation of evacuation centres and community support services
	[INSERT: Position Title]

	Manage Community Hub / Relief Centre (if established)
	[INSERT: Position Title]

	Impact Statement Contribution
	[INSERT: Position Title]

	Animal Management 
	[INSERT: Position Title]

	Environmental Health 
	[INSERT: Position Title]

	Waste Management 
	[INSERT: Position Title]

	Traffic Management
	[INSERT: Position Title]

	Information communication technology (ICT) support
	[INSERT: Position Title]

	Finances
	[INSERT: Position Title]


Decision making authority and escalation in emergencies
Officers must follow the [INSERT: City/Town/Shire]’s normal business operating processes for approvals, decision making and incurring expenditure during an emergency. 
Where normal operating arrangements cannot be followed, refer to the Chief Executive Officer or [INSERT: Authorised Position] urgently for action. Wherever possible, escalate issues in-person and directly rather than via email to ensure a timely response. 
All requests for support that may incur cost for the [INSERT: City/Town/Shire] must be provided in writing by the Incident Controller, addressed to [INSERT: Position Title]. 
Requests that are unlikely to incur costs, such as information requests, may be referred to the relevant manager or authorised officer.
Facilities, resources and supplies for use by emergency management agencies
[INSTRUCTION: This section should summarise the facilities, resources and supplies available to support in an emergency and reference to the detailed contact and resources lists either in Parts 2 or 3 of the Handbook or other local government documents]. 
The [INSERT: City/Town/Shire] maintains current lists of local facilities, resources and supplies that may be available to support incident management activities. Details are listed in Part 2 of this Handbook as follows:
Emergency cache	[INSERT: Section reference]
Evacuation centres and refuge sites	[INSERT: Section reference]
ICT/Communications Resources	[INSERT: Section reference]
Meeting and Coordination Facilities	[INSERT: Section reference]
Plant, Equipment and Fleet	[INSERT: Section reference]
Traffic Management	[INSERT: Section reference]
[INSERT: Add additional lists if other resource categories are identified] 
Agreements and partnerships for resource sharing and support [OPTIONAL]  
[INSTRUCTION: This section should list services and resources available through agreements with other local governments or community organisations.]
The [INSERT: City/Town/Shire] has established support agreements and partnerships for resource sharing and other support in emergencies. Details and contacts for the agreements are included at [INSERT: Section reference] of Part 2.
The following services are available through the agreements:
[INSERT: types of support available, e.g. animal management, waste management, environmental health, building inspections, volunteer coordination etc.]
[OPTIONAL]: Checklists and Procedures 
[INSERT: List / reference / attach any relevant procedures, plans or checklists relevant to this section.]
[bookmark: _Toc236383098][bookmark: _Toc232064055][bookmark: _Toc233560901]Special Considerations – People, Places and Premises at higher risk  
[INSTRUCTION: This section summarises the people, infrastructure, assets and premises that may be at higher risk and require special considerations or additional support in an emergency. Refer the Guidance for information] 
The [INSERT: City/Town/Shire] has identified community groups, places, assets and premises that may be at higher risk during an emergency and may require special consideration or arrangements. The [INSERT: City/Town/Shire] maintains contact information to inform and assist the Incident Controller plan and coordinate an effective response.
A summary of community groups, places, infrastructure, assets and premises is below. Further details, including addresses and contact details, are in Part 2 in the referenced sections.
[INSTRUCTION: The following categories are Essential LEMA Requirements]
Hospitals and Aged Care Premises
[INSERT: Briefly summarise the types and numbers of these premises, with localities] 
Details are included at [INSERT: Section reference]
Schools and Childcare
[INSERT: Briefly summarise the types and numbers of these premises, with localities]
Details are included at [INSERT: Section reference]
Supported Living Premises
[INSERT: Briefly summarise the types and numbers of these premises]
Details are included at [INSERT: Section reference] 
[INSTRUCTION: if confidential do not publish this information, it can be provided on request]
Caravan Parks and Campgrounds
[INSERT: List caravan parks and camping areas in the local government area, with location]
Details are included at [INSERT: Section reference] 
Essential Services Infrastructure	
[INSERT: Briefly summarise the types of infrastructure and where it is located]
Details are included at [INSERT: Section reference]
[OPTIONAL sections]
Heavy Industry & Hazardous Material Sites	
[INSERT: Briefly summarise the number and nature of the premises listed, and the localities]
Details are included at [INSERT: Section reference]
Localities with Higher Asbestos Risk	
[INSERT: Describe the location of precincts/areas with increased risk of buildings containing asbestos containing materials]
Details are at [INSERT: Section reference]
Heritage Sites	
[INSERT: Briefly summarise the type and location of heritage sites, if the information can be published]
[INSTRUCTION: Where possible note arrangements for liaison with custodians of Aboriginal Cultural Heritage Sites, including contact persons if available.]
Details are included at [INSERT: Section reference]
Areas with Critical Ecological Values 
[INSERT: Briefly summarise the type and location of significant ecological sites]
Details are included at [INSERT: Section reference]
[bookmark: _Toc236383099]Community Support, Evacuation and Refuge 
[INSTRUCTION: This section should provide information about the arrangements for evacuation, refuge and community support.] 
The HMA or, where authorised, the Controlling Agency makes the decision to evacuate during an emergency and provides community warnings and public information about the actions that community should take. This section references information that may be requested by the HMA or Controlling Agency to support evacuation planning.
Evacuation Centres
When there is a need to evacuate, the HMA/Controlling Agency will consult with the [INSERT: City/Town/Shire] and Department of Communities to determine the location of a suitable evacuation centre/s, with consideration of the location and nature of the hazard.
Information about facilities suitable for use as evacuation centres is provided at [INSERT: Reference].
The Department of Communities is responsible for coordinating the provision of reception and support services at the Evacuation Centre. 
The [INSERT: City/Town/Shire] may be activated by the HMA/Controlling Agency or by Communities to support the initial emergency relief and support response to evacuating community members. 
When the local government receives an activation request from the HMA/Controlling Agency, or advice that an evacuation centre has been put on STANDBY, the [INSERT: Position Title(s)] must contact the Department of Communities to consult with them about activation of the evacuation centre. Refer [INSERT: Section reference] for contact details.
If the [INSERT: City/Town/Shire] is requested to open an evacuation centre before Department of Communities staff arrive, the [INSERT: Position Title] will prepare and open the facility and manage early operations. 
[INSERT: Reference any applicable procedures or checklists.]
The [INSERT: City/Town/Shire] should inform the Department of Communities of any community needs or considerations to assist in planning for service delivery at the Evacuation Centre, such as translation services, disability access or cultural considerations.
An Incident Controller may request the [INSERT: City/Town/Shire] to support the opening of evacuation centre to support evacuation from another local government area. The above process should be followed.
Address and contact details of all evacuation and refuge centres is provided in Part 2 [INSERT: Section reference].
Note: The [INSERT: City/Town/Shire] must not open an evacuation centre unless authorised by the HMA/Controlling Agency or Department of Communities. If it does it will be responsible for costs and liability. 
Refuge Centre or Community Hub [OPTIONAL]  
In a heatwave, prolonged power outage or other emergency impacting the wellbeing of the community, the [INSERT: City/Town/Shire] may decide to operate one or more community facilities to provide refuge and support. This may be at the recommendation or advice of the Hazard Management Agency or Controlling Agency where authorised or may be determined by the [INSERT: City/Town/Shire] in response to community needs. 
[INSTRUCTION: The following sentence MUST be included if using this section] The [INSERT: City/Town/Shire] will not open or operate a refuge centre or community hub when an evacuation order is in place, unless requested to do so by the Incident Controller.
[INSERT: Position Title] approval is required to open a refuge centre or community hub.
[INSERT: Position Title] is responsible for managing the operation of a refuge centre or community hub. 
[INSERT: Local government teams or community organisations] can support the operation of the refuge centre of hub.
The costs of operating a refuge centre or community hub are not refundable unless activated/requested by an Incident Controller.

Community Support Providers [OPTIONAL]  
Organisations and suppliers available to provide relief and support to the community in an emergency are listed at [INSERT: Section Reference]
Available support includes:
· [INSERT: List of the types of support available, refer Guidance. Include a reference to relevant contact lists in Part 2]

Managing and Sharing Personal Information
When an Emergency Situation Declaration (ESD) is in place, information sharing arrangements may be established during response and can continue into recovery. This allows the [INSERT: City/Town/Shire] and state agencies to share necessary information where required for safety of persons. 
[INSTRUCTION: Edit or delete according to local government policy and procedure]: The [INSERT: City/Town/Shire] will also seek to establish information sharing agreements with agencies and services providers to support service delivery to the community and support a trauma informed recovery approach that reduces the need for community members to retell their story to multiple agencies.
Existing information sharing agreements are listed at [INSERT: Section reference or delete if not applicable] 
In the absence of an ESD or information sharing agreement, the [INSERT: City/Town/Shire] will obtain consent prior to sharing any personal information, unless lives are at immediate risk.
[bookmark: _Toc231761238][bookmark: _Toc231761339][bookmark: _Toc226984388][bookmark: _Toc236383100][bookmark: _Toc226908536]Animal Welfare 
[INSTRUCTION: This section describes how the local government can support animal welfare during an emergency. If the local government has an Animal Welfare in Emergencies Plan it should be referenced here and the content edited as required.]
Individual owners and carers are primarily responsible for managing the welfare of their animals in an incident. 
The Incident Controller may request the activation of State arrangements, with DPIRD and DBCA leading animal welfare coordination. 
DPIRD or the Incident Controller may request local support for animal welfare from the [INSERT: local government name], consistent with its animal management functions.
The [INSERT: City/Town/Shire] can support animal welfare during emergencies as follows:
· [INSERT: list assistance activities/functions. Refer Guidance for examples].
Requests for assistance with animal welfare in an emergency should be directed to [INSERT Position Title]. 
[OPTIONAL] A list of facilities, resources and organisations that may be available to support animal welfare in emergencies is provided at Part 2, [INSERT: Section reference].
[OPTIONAL] The following areas within the [INSERT: City/Town/Shire] are more likely to experience animal welfare risks in emergencies:
· [INSERT: List of neighbourhoods and precincts that may require additional support for animal welfare, refer Guidance] 
 [OPTIONAL]: Checklists and Procedures 
[INSERT: List / reference / attach any relevant procedures, plans or checklists relevant to this section.]
[bookmark: _Toc236383101]Public Information and Communications 
[INSTRUCTION: This section provides clear, practical instruction on how the local government manages and supports public information during an emergency.]
Emergency public information
[INSTRUCTION: Delete if not applicable] 
Where the [INSERT: City/Town/Shire] is the Controlling Agency:
During fire incidents managed by the [INSERT: City/Town/Shire], the Incident Controller must advise the DFES Communications Centre (COMCEN) of recommended public information and warnings. 
[INSERT: Position Title] supports the public information function in emergencies.
DFES will publish the advice via Emergency WA, the ABC, and other channels. The [INSERT: City/Town/Shire] will share DFES’s public information via its own channels. 
All other emergencies:
The Controlling Agency or Hazard Management Agency is responsible for managing public information and emergency messaging, including the use of warning and alert systems.
The Incident Controller or Public Information Officer may seek support from the [INSERT: City/Town/Shire] to share information locally through available channels. 
[INSERT: Position Title] supports the public information function in emergencies.
When requested, the [INSERT: City/Town/Shire] will share information provided by the Hazard Management Agency or Controlling Agency and will refer residents to Emergency WA or other appropriate information sites. Communication channels are listed at Part 2, [INSERT: Section reference].
All local government emergency communications require approval in accordance with the [INSERT: document name here: e.g., emergency communications plan, media protocol].
The [INSERT: City/Town/Shire] will not issue information, advice, or statements about the emergency without the agreement of the Controlling Agency or Hazard Management Agency.
Information in an emergency must be clear and specific, avoiding acronyms, jargon, public relations, or administrative details.
The [INSERT: Position Title] will also advise the Incident Controller or Public Information Officer about the following matters to inform the planning and provision of public information:
· Impacts or changes to local government services to be advised to the community
· Concerns about environmental or public health risks
· Community sentiment, rumours and misinformation
· Specific communication needs for some parts of the community, such as translation services, face to face communication.
Internal Communication [OPTIONAL]
The [INSERT: Position Title] will organise regular internal briefings of all involved staff and elected members to ensure relevant personnel are informed and aware of required actions.
The [INSERT: Local Government Incident Management Team] will meet daily to identify and resolve emerging risks and issues within the [INSERT: City/Town/Shire]’s operations and service delivery.
Media engagement
Requests and enquiries from the media must be addressed to [INSERT Position Title].
Only the [INSERT: Mayor/President/Deputy/CEO] is authorised to speak to the media and make public statement on behalf of the [INSERT: City/Town/Shire].
The [INSERT: City/Town/Shire] will not engage with the media to provide public information or advice to the community about the emergency without the agreement of the Controlling Agency or Hazard Management Agency.
Public meetings
Where requested the [INSERT: City/Town/Shire] will assist the Incident Controller to conduct a public meeting for impacted communities, which may include in-person meetings and live streaming.
Facilities suitable for holding community meetings are identified in [INSERT: Section Reference].
 [OPTIONAL]: Checklists and Procedures 
[INSERT: List / reference / attach any relevant procedures, plans or checklists relevant to this section.]
[bookmark: _Toc236383102]Procurement and expenditure in an emergency
[INSTRUCTION: Describe the local government’s arrangements for emergency procurement and expenditure during an incident.]
The [INSERT: City/Town/Shire] ’s procurement and expenditure in an emergency must remain compliant with Local Government Act 1995 and purchasing policy requirements.
Where extraordinary procurement or expenditure is required, written approval is required from the Chief Executive Officer.
Some costs may be eligible for reimbursement where those costs have been authorised by the Hazard Management Agency, Controlling Agency, Department of Communities (for evacuation services) or Department of Primary Industries and Regional Development (for animal welfare). Before committing to the expenditure, local government officers should confirm the external funding agency’s request and approval in writing (email).
Further information about requirements for emergency procurement and expenditure is provided at [INSERT: link to procedure or reference to Part 2].
[OPTIONAL]: Checklists and Procedures 
[INSERT: List / reference / attach any relevant procedures, plans or checklists relevant to this section.]
[bookmark: _Toc236383103]Early Recovery Arrangements
[INSTRUCTION: this section should describe how the local government prepares for and initiates recovery activities, contributes to the impact statement and manages the transition to locally led recovery coordination. It should not reference to, and not duplicate or conflict with, the Local Recovery Plan.]
Initiation and Transition of Recovery 
The [INSERT: City/Town/Shire] is responsible for managing community recovery after an emergency. 
The HMA will initiate recovery activities during the response and transition management of these to the [INSERT: City/Town/Shire] at the conclusion of response activities.
The [INSERT: City/Town/Shire] has appointed a Local Recovery Coordinator and prepared a Local Recovery Plan. Where an incident has caused, or is likely to cause, community impacts, the [INSERT: position title e.g. CEO, Local Recovery Coordinator] will activate the local recovery arrangements as outlined in the Local Recovery Plan.
The Local Recovery Coordinator will liaise with the HMA to plan the transition of recovery activities. The State Recovery Coordinator at DFES can be contacted for advice and support. [INSERT: Reference to contact table].
If the Department of Communities has been activated by the HMA to provide relief and support services, they will also have a role in early recovery. 
Further information about local recovery arrangements is available in the Local Recovery Plan.
Impact Statement
Recovery planning is informed by assessing the impacts of the emergency and the needs of community members.
The HMA is responsible for preparing an Impact Statement for Level 2 and 3 incidents and for Level 1 incidents where there have been significant community impacts. They will request contributions from all agencies and asset owners, including the [INSERT: City/Town/Shire].
[INSERT: Position Title] is responsible for compiling information about impacts to [INSERT: City/Town/Shire] assets and service delivery to contribute to the Impact Statement. All departments within the [INSERT: City/Town/Shire] should contribute information about impacts to their business areas. 
The [INSERT: Position Title] is responsible for reviewing the Impact Statement.
The [INSERT: Position Title] is responsible for approving the Impact Statement.
The [INSERT: City/Town/Shire] will utilise the completed Impact Statement to inform the Local Operational Recovery Plan.
Relief Centre / Early Recovery Hub [OPTIONAL]  
When there have been significant community impacts the [INSERT: City/Town/Shire] may establish a relief centre / early recovery hub to connect impacted people with recovery information and support services.  
[INSERT: Position Title] is responsible for establishing and coordinating the relief/early recovery hub.
The [INSERT: City/Town/Shire] will seek support from the Department of Communities, DFES, Services Australia and other service providers to staff and resource the relief/early recovery hub. 
Further information is available in the Local Recovery Plan.
Disaster Recovery Funding Arrangements
Insurance is the primary instrument for funding the costs of repairing or rebuilding local government infrastructure and assets after a disaster and the [INSERT: City/Town/Shire] insures its assets to the extent possible. 
The [INSERT: City/Town/Shire] also makes a provision for unplanned emergency expenditure through a reserve fund. [INSTRUCTION: Delete if does not apply]
For larger emergencies, where the costs of recovery exceed available funds, the [INSERT: City/Town/Shire] will seek funding assistance from the State and Commonwealth government. When significant damage costs are anticipated, the [INSERT: Position Title] will initiate a Preliminary Event Notification through the State Recovery Coordinator and Recovery Funding Team at DFES.
www.dfes.wa.gov.au/recovery-funding
[INSERT: City/Town/Shire] officers must assist in collecting comprehensive photographic evidence of the impacts and damage prior to any repairs, with date and geo-location data, to support future funding claims, together with comprehensive records of work undertaken
 [OPTIONAL]: Checklists and Procedures 
[INSERT: List / reference / attach any relevant procedures, plans or checklists relevant to this section.]
[bookmark: _Toc236383104]Continuous Improvement
[INSTRUCTION: This section describes the local government’s arrangements for reviewing emergencies to support continual improvement.]
The [INSERT: City/Town/Shire] aims to learn from emergency events and exercises to strengthen the way we prepare for and respond to emergencies and support recovery in our community.
A review should be facilitated by [INSERT: Position Title] following all emergency incidents to capture and discuss:
· What worked well
· What could be improved
· Suggested improvements to plans, procedures or training
· Issues that should be raised with partner agencies
Observations and insights will be recorded and presented to the Local Emergency Management Committee to identify lessons for actioning.
Key actions will be documented, shared internally and with partner agencies where relevant, and inform updates to the Local Emergency Management Arrangements and related procedural documents.
Where the Controlling Agency undertakes an After-Action Review, the [INSERT: City/Town/Shire] will contribute to the review through the [INSERT: Position Title].
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[bookmark: _Toc236383105]CONTACTS AND RESOURCES DIRECTORY
[INSTRUCTION: Tables and lists in this part should be completed by the local government or deleted, and additional tables may be added if needed. All tables and lists should be referenced in relevant sections in Part 1 to assist in navigating the document.]
[bookmark: _Toc236383106]Incident Management Contacts
This section lists key local and district contacts and essential services providers that may be able to assist during an emergency. 
	DFES

	Regional Office
	

	
	

	SES
	132 500

	DBCA (Fire)

	Regional Office
	

	
	

	WA Police

	District Superintendent
	

	Local Emergency Coordinator
	

	Local Police Station – [Insert town name]
	

	WA Water Police
	Marine/River Incidents - 9442 8600

	
	

	UTILITIES

	Western Power / Horizon Power
	

	Water Corporation
	

	MAIN ROADS

	
	

	
	

	DEPARTMENT OF TRANSPORT & MAJOR INFRASTRUCTURE (MARITIME)

	
	

	
	

	DPIRD

	
	

	
	

	DEPARTMENT OF WATER AND ENVIRONMENTAL REGULATION (DWER)

	Contaminated Sites Unit (24 hrs)
	1300 762 982

	Pollution Response Unit (24 hrs)
	Phone: (08) 9480 9924
Pollution Hotline (24 hrs): 1300 784 782

	General enquiries
	Phone: (08) 6364 7000 (Business hours only)




	PUBLIC & ENVIRONMENTAL HEALTH

	
	

	
	

	
	

	EMERGENCY RELIEF AND SUPPORT

	Department of Communities
	[INSERT: Regional Coordinator – Emergency Relief and Support]

	Centrelink
	[INSERT: Regional Manager]

	
	




[bookmark: _Toc236383107]Local Government Emergency Contacts
This section lists after hours contacts for all local government personnel involved in incident response.
	Function/ requirement
	Position / Name
	Primary business number
	Alternative contact number
	Email

	[INSERT: City/Town/Shire] general contact
	[INSERT: After‑hours duty officer or contact centre]
	
	
	

	Emergency Services Manager 
	
	
	
	

	Emergency Services Officer
	
	
	
	

	CEO
	
	
	
	

	Mayor/President
	
	
	
	

	Local Recovery Coordinator
	
	
	
	

	Planning for Evacuations (Traffic Planner / Roads Manager)
	
	
	
	

	Media enquiries / liaison
	
	
	
	

	Facilities or evacuation centre access and opening
	
	
	
	

	Animal Management
	
	
	
	

	Environmental Health
	
	
	
	

	Waste Management
	
	
	
	

	Traffic Management
	
	
	
	

	Occupational Health and Safety / Wellbeing
	
	
	
	

	Information communication technology (ICT) support
	
	
	
	

	Finance Manager
	
	
	
	



[bookmark: _Toc236383108]Facilities for Incident Support
This section lists the local government facilities suitable to support an emergency response and the Incident Management Team, including facilities that can accommodate an Incident Management Team (IMT) or be used for community meetings, evacuation or as a refuge hub. Refer Part 1.5 and 1.7.
	Facility Name

	Description / Suitable Uses
	Capacity 

	Disability Access
	Amenities
	Address
	Contact Details / Access arrangements

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc236383109]Incident Support Resources
This section lists the resources, cache, businesses, and service providers available to support an emergency response and the Incident Management Team/Controlling Agency. Refer Part 1.5.
Plant and Equipment
	Equipment / Asset Description
	Location
	Ownership (LG or Private)
	Contact
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Emergency Power and ICT
	Equipment / Asset Description
	Location
	Ownership (LG or Private)
	Contact
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Resources and Emergency Caches 
	Equipment / Asset
	Location
	Contact
	Notes

	
	
	
	

	
	
	
	

	
	
	
	


Traffic Management
	Organisation/ business name 
	Services / Capability 
	Contact Details 
	Notes


	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc227105108]Local Contractors and Operators
	Organisation/ business name 
	Services / Capability 
	Contact Details 
	Notes


	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc236383110]Resource Sharing Agreements and Arrangements [OPTIONAL]  
This section provides information about agreements and partnerships the [INSERT: City/Town/Shire] has established to provide support in an emergency. 
	Organisation name
	Services covered in agreement 
	Contact person and details 
	Location of agreement

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc236383111]Essential Services Infrastructure and Industrial Sites   
	Site name 
	Description 
	Address
	Site owners and contact details 
	Notes


	[INSERT: Waste management premises]
	
	
	
	

	[INSERT: Water storage / treatment plants]
	
	
	
	

	[OPTIONAL: Heavy industry premises / precincts]
	
	
	
	

	[OPTIONAL: Hazardous materials storage sites]
	
	
	
	

	[OPTIONAL: Swimming Centres]
	
	
	
	


[bookmark: _Toc236383112]Places and Premises Requiring Special Consideration  
	Facility Name
	Description
	Address 
	Contact
	Notes

	[INSERT: Aged Care Premises]
	
	
	
	

	[INSERT: Residential Premises / Supported Accommodation]
	
	
	
	

	[INSERT: Hospitals]
	
	
	
	

	[INSERT: Day Care]
	
	
	
	

	[INSERT: Schools]
	
	
	
	

	[INSERT: Caravan Parks / Campgrounds]
	
	
	
	


[bookmark: _Toc236383113]Community Support Services [OPTIONAL]  
This section lists service providers who can support the community in an emergency.
Relief and Support
	Organisation
	Location
	Services
	Contact person and number 
	Notes

	Red Cross (local)
	
	Mental health first aid, personal support
	
	

	Salvation Army (local)
	
	Emergency relief and housing
	
	

	[INSERT: Food relief providers]
	
	
	
	

	[INSERT: CRC/ Neighbourhood / community centres]
	
	
	
	

	[INSERT: Headspace]
	
	
	
	

	[INSERT: Country Women’s Association]
	
	
	
	

	[INSERT: Service Organisations - Zonta, Lions etc]
	
	
	
	

	[INSERT: Translation services]
	
	
	
	

	[INSERT: Migrant settlement services]
	
	
	
	

	[INSERT: Community housing providers]
	
	
	
	

	Deaf Connect – WA Services
	
	Phone: (08) 9441 2677 
Email: intake@accessplus.org.au
	
	

	[INSERT: Disability support providers]
	
	
	
	


Aboriginal controlled organisations
	Organisation
	Location and areas serviced
	Contact details 
	Notes

	 
	
	
	

	 
	
	
	


[bookmark: _Toc236383114]Animal Welfare
This section identifies local facilities that may be available to assist with animal welfare in an emergency. 
Facilities and locations 
	Facility / Location 
	Type (eg small animal, livestock)
	Contact person(s) and details
	Capacity / Use
	Notes


	[INSERT: Stabling facilities]
	
	
	
	

	[INSERT: Kennels]
	
	
	
	

	[INSERT: Catteries]
	
	
	
	


Service providers
	Organisation
	Functions
	Contact details 
	Notes

	[INSERT: Vets]
	
	
	

	[INSERT: Stockfeed supplies]
	
	
	

	[INSERT: Registered Wildlife Rescuers]
	
	
	


[bookmark: _Toc236383115]Communication Channels [OPTIONAL]  
This section identifies communication channels the [INSERT: City/Town/Shire] will use to share public information with the community.
	Channel
	Purpose
	Details / notes

	Local Government and Community social media
	Rapid updates and community engagement
	Facebook: [INSERT: @] 
 X: [INSERT: @]

	Local/community radio
	Broadcast emergency information
	[INSERT: local station and frequency]

	Website
	Local emergency updates
	www. [INSERT]. gov.au/emergency

	Community networks
	Dissemination of official information through trusted local contacts
	[INSERT: community development or communication contacts] 

	Community notice boards
	Physical updates for residents
	[INSERT: locations]





[bookmark: _Toc236383116]Attachments [OPTIONAL]  
[INSTRUCTION: There is no model text or guidance for this section. The local government should determine attachments required for the Handbook and reference to Parts 1 and 2 as appropriate.]
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