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[bookmark: _Toc231900845][bookmark: _Toc232064048][bookmark: _Toc1765161249][INSTRUCTION: This page contains information for the Workplan author and should be deleted before final approval]
About this template 
This template is available to assist local governments develop an Emergency Management Workplan (Workplan). Use of the template is optional, and local governments may edit or amend the template as required to suit their individual requirements. Alternatively, other formats can be used. However, local governments should ensure their alternative workplan addresses the following requirements at minimum:
· Administration of the LEMC, including a schedule of meetings and annual reporting
· Scheduled reviews of the local government’s LEMA documents 
· Three-year exercise schedule and post-exercise reviews
· Pre-season preparedness including making sure information is up-to-date and staff are trained for their roles
The Emergency Management Workplan Guidance (Guidance) provides supporting information and examples to assist in developing a Workplan.
In the template: 
· Black text is recommended model text or tables, which may be used as is or amended as required. 
· [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 Workplan.
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[bookmark: _Toc237001371]Preliminaries
Version Control 
The Emergency Management Workplan 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. 
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
Distribution
[bookmark: _Toc225931144][INSERT: distribution list for the Emergency Management Workplan and where the current version is stored (e.g., SharePoint link and controlled hardcopy location).]


[bookmark: _Toc237001372]Introduction
[bookmark: _Toc231977862][bookmark: _Toc232064049][INSTRUCTION: This section explains the purpose and scope of the Emergency Management Workplan.]
The Emergency Management Workplan (Workplan) sets out a detailed schedule of emergency management activities for the [INSERT: local government name] over a two-year period. It forms part of the LEMA suite of documents and is the primary tool for the [INSERT: City/Town/Shire] and the Local Emergency Management Committee (LEMC) to plan how and when emergency management responsibilities and priorities will be delivered.
The Workplan supports delivery of the [INSERT: City/Town/Shire] emergency management priorities identified in the Local Emergency Management Plan:
[INSERT: List of emergency management priorities from the Local Emergency Management Plan]
The Workplan includes:
· An overview of how emergency management activities are scheduled across the year
· A detailed schedule of activities to track progress
· Appendices with additional details for key activities.
· [INSERT: any other contents as appropriate for the local government]
[bookmark: _Toc235717457]The Workplan is an internal administrative document that supports the implementation of the Local Emergency Management Plan. It does not include information relating to incident response, which is included in the Incident Support Handbook, or Recovery, which is contained in the Local Recovery Plan. It may, however, include activities relating to the review, maintenance, exercising and improvement of those arrangements.
[bookmark: _Toc235717458]

[bookmark: _Toc237001373]Annual Emergency Management Cycle 
[INSTRUCTION: This part establishes the broad structure of the Workplan by defining the local emergency management cycle for the local government area and identifies when different types of work and activities are most appropriately scheduled. Amend the model text and table to reflect the risk profile, seasonal conditions and context of the local government.]
The high-risk weather season in the [INSERT: local government name] occurs from [INSERT: Month] through to [INSERT: Month]. Prior to the high-risk weather season, the [INSERT: City/Town/Shire]’s and the LEMC focus on preparedness activities. During the season, the focus shifts to maintaining readiness to respond to incidents and support the community. After the season, the focus is on review, learning and improvement. The annual seasonal cycle of emergency management activities is summarised below.
	Period
	Strategic focus
	EM activities
	LEMC meeting focus
	Key outputs

	[INSERT Month – Month]
	
	
	
	

	[INSERT Month – Month]
	
	
	
	

	[INSERT Month – Month]
	
	
	
	

	[INSERT Month – Month]
	
	
	
	


[bookmark: _Toc220416253]

[bookmark: _Toc237001374]Emergency Management Activity Tracker
[bookmark: _Toc232064060][INSTRUCTION: Use this tracker to record the specific emergency management activities the local government will complete over the next two years. Start with the minimum requirements, then add local priorities, risk actions, preparedness activities and other planned emergency management work. Each action should be specific enough to assign to a lead role, schedule, monitor and evidence. Refer to the Guidance for examples and alternative tracker formats.]
	Ref
	EM work area
	EM action or activity
	Lead
	LEMC role
	Timeframe
	Status
	Output / Record

	[INSERT]
	LEMC governance and administration
	Schedule and conduct [INSERT: Number] LEMC meetings annually
	LEMC Executive Officer
	Submit agenda items/papers, read papers, attend and provide advice on emergency management matters.

	[INSERT: Meeting dates]
	
	Meeting schedule
Agenda and meeting papers 
Meeting minutes

	[INSERT]
	LEMC governance and administration
	Review Terms of Reference and confirm LEMC membership, agency representation, deputies and contact details.
	LEMC Chair / Executive Officer
	Confirm nominated representatives and deputies for each agency.
	Annually, by 30 September
	
	Membership list, agency confirmations and minutes noting review.

	[INSERT]
	LEMC governance and administration
	Prepare and submit the LEMC Annual Report to the DEMC.
	LEMC Executive Officer
	Provide annual updates on agency activities, exercises, incidents, lessons, training and priority actions.
	Annually, by DEMC due date
	
	LEMC Annual Report, LEMC endorsement and DEMC acknowledge-ment.

	[INSERT]
	Maintain current LEMA
	Review the Incident Support Handbook contact lists, escalation pathways, resource directories and support arrangements for accuracy.
	Local government emergency management lead
	Confirm agency contacts, escalation pathways and resource information.
	Update contacts at least annually; other arrangements reviewed after an incident involving an ISG activation and at least every 5 years. 
	
	Updated contact list, document register and confirmation emails.

	[INSERT]
	Maintain current LEMA
	Review the Local Recovery Plan to confirm recovery roles, contact details, local recovery arrangements and community support information remain current.
	Local Recovery Coordinator
	Provide recovery partner updates and identify changes to recovery arrangements.
	Update contacts at least annually; other arrangements reviewed after an incident involving activation of the local recovery plan and at least every 5 years. 
	
	Review record, updated plan and LEMC minutes noting recovery preparedness.

	[INSERT]
	Exercising, training and lessons
	Maintain a three-year exercise schedule to identify the arrangements, capabilities or hazards to be exercised each year.
	Local government emergency management lead
	Identify exercise priorities and confirm agency participation.
	Annually, by 30 June
	
	Three-year exercise schedule noted in LEMC minutes 

	[INSERT]
	Exercising, training and lessons
	Coordinate or participate in at least one emergency management exercise informed by local risk.
	Local government emergency management lead
/ Executive Officer
	Participate in exercise planning, delivery and evaluation.
	At least annually
	
	Exercise plan, attendance register and exercise products.

	[INSERT]
	Exercising, training and lessons
	Prepare a post-exercise report that records objectives, participants, observations, lessons and agreed improvement actions.
	Exercise lead
	Validate lessons and confirm actions assigned to agencies. 
Endorse the report or note out-of-session endorsement where required.
	Within [INSERT: number] business days after the exercise.
Submit report to DEMC with LEMC Annual Report or as agreed.
	
	Post-exercise report, action register and distribution record.
Post exercise report submitted to DEMC

	[INSERT]
	Exercising, training and lessons
	Record lessons and track improvement actions until completed.

	Local government emergency management lead
	Provide observations, confirm actions and review progress.

	After incidents, activations or exercises, and at each LEMC meeting.
	
	Lessons log, action register and LEMC minutes.

	[INSERT]
	Exercising, training and lessons
	Facilitate emergency management training for staff with roles / involvement in emergency management functions.
	Relevant business unit manager
	Advise on agency training opportunities and capability gaps.
Assist with training planning.
	Annually, prior to high-risk weather season.
	
	Training needs summary, Training plan 
Attendance records.

	[INSERT]
	Exercising, training and lessons
	Confirm local government staff with emergency management roles have current role information, contact details and access to relevant procedures.
	Relevant business unit manager
	Identify agency contacts or procedures that local government staff need to access.
	Before high-risk season
	
	Staff list, induction record, procedure access record and action register.

	[INSERT]
	
	
	
	
	
	
	

	[INSERT]
	
	
	
	
	
	
	

	[INSERT]
	
	
	
	
	
	
	




[INSTRUCTION:  Appendices can be included to provide more detail to support the tracker.  Appendices One, Two and Three address essential LEMA requirements. The local government may also choose to include additional appendices and information to support other categories or actions in the Workplan. Where the information exists in another plan or procedure do not duplicate in this document.]
[bookmark: _Toc237001375]Appendix 1:	LEMC governance and administration 
The meeting schedule below shows when [INSERT: LEMC name] meetings will be held and the key seasonal, governance and workplan matters to be considered at each meeting.
1.1 LEMC meeting schedule
[INSTRUCTION: Edit table as required to suit the meeting arrangements of the LEMC.]
	Meeting number and Month
	Agenda items: Seasonal themes and business
	Standing agenda items
	Meeting outputs

	[INSERT]
	[INSERT]
	· Contact details
· Update on funding applications
· Review progress of risk treatment strategies / emerging risks
· Review LEMA elements
· Discuss progress against relevant items in the Workplan
· Review SEMC directions, sector updates and consultation requests

	· Endorse LEMC Annual Report
· Establish Workplan priorities for next 12 months, including exercise schedule
· Confirm exercise arrangements
· Identify priorities for review/ improvement in LEMA

	[INSERT]
	[INSERT]
	
	· Undertake exercise to test LEMA or local government capabilities 

	[INSERT]
	[INSERT]
	
	· Review local and emerging risks
· Post-exercise report
· Local government advice on preparedness
· Agency update on risks and preparedness
· Review LEMA, including Local Recovery Plan 

	[INSERT]
	[INSERT]
	
	· Post-incident reports
· Identify priorities for review/improvement in LEMA 



1.2 LEMC administration roles and responsibilities
The following roles and activities support the effective function of the [INSERT: LEMC name].
[INSTRUCTION: Edit table as required to suit local government arrangements. Roles may be combined, amended or expanded to reflect local arrangements]
	Function
	Responsible role or team
	Key activities

	LEMC Chair
	[INSERT]
	Chair Meetings
Confirm Committee outcomes
Support endorsement processes

	LEMC Executive Officer (XO) 
	[INSERT]
	Prepare and distribute a schedule of meetings
Track Actions
Manage correspondence or documents on behalf of LEMC
Plan meeting agendas
Prepare and submit LEMC Annual Report

	Secretariat
	[INSERT]
	Maintain database of members and contact details
Issue meeting invitations at least 4 weeks in advance with a call for agenda items
Distribute agendas and papers at least five business days in advance
Distribute draft minutes within ten business days
Support the Chair and XO

	Emergency management coordination
	[INSERT]
	Liaise with stakeholders to plan and undertake exercises 
Facilitate post exercise and post incident reviews
Coordinate consultation on LEMA reviews
Distribute outcomes of reviews and lessons 



[bookmark: _Toc237001376]Appendix 2: Maintain current LEMA 
The table below provide a full list of the [INSERT: City/Town/Shire]’s LEMA documents and review dates for each document in accordance with State EM Preparedness Procedure 3.8.
2.1 LEMA document review schedule
	Document Name
	Date last approved
	Review frequency
	Planned start date next review
	Major review or update

	[INSERT]
	
	
	
	

	[INSERT]
	
	
	
	

	[INSERT]
	
	
	
	

	[INSERT]
	
	
	
	


[bookmark: _Toc232064058]
[bookmark: _Toc237001377]Appendix 3:	Exercising, training and lessons management
[INSTRUCTION:  This section should provide supporting information about the local government’s plans for exercising, training and lessons management.]
3.1 Three-Year Exercise Schedule 
	Exercise name
	Arrangements / Capabilities / Hazard to be exercised
	Proposed date (can be month or quarter)
	Type of exercise
	Location
	Staff and stakeholders involved

	[INSERT]
	
	
	
	
	

	[INSERT]
	
	
	
	
	

	[INSERT]
	
	
	
	
	


3.2 Emergency Management Training Plan
	Name of training program / Activity
	Delivery Model
	Date / Timing of Training
	Skills / Capability Area
	Positions (staff) to attend training
	Status

	[INSERT]
	
	
	
	
	

	[INSERT]
	
	
	
	
	

	[INSERT]
	
	
	
	
	


[bookmark: _Toc235794171][bookmark: _Toc235794446][bookmark: _Toc235798627][bookmark: _Toc232064054]3.3 Lessons Management 
The lessons management process, register or action tracking system is located [INSERT: document reference or location]
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