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[bookmark: _Toc201514526]Exercise [Name] – Evaluation Report 
This template is designed to be tailored based on analysis of the exercise feedback sheets and post-exercise debrief with the writing group. Suggested wording is in black, which you may choose to use or amend. Delete or update guidance text in red once complete.
[bookmark: _Toc201514527]Executive summary
Exercise [NAME] was held at [VENUE] on [DATE]. 
[bookmark: _Hlk211867946]The exercise aim was to assess local emergency management arrangements and strengthen the planning, and coordination of the LEMC/LEOC in preparing for and managing the consequences of a [event].  The exercise will evaluate and strengthen the capability of the LEMC/LEOC to coordinate, communicate and deliver inclusive emergency management arrangements that meet the additional support needs of people with disability.
[Insert additional or alternate aim as required]

Its objectives were to:
[Select objectives used in the exercise and add alternates as required]
[bookmark: _Hlk211344157]Test how effectively LEOCs coordinate with the relevant Functional Areas including Transport, Health, and Welfare Services, local councils, emergency services, and community disability support agencies in addressing the extra support needs of people with disability. 
1. Participants clearly identify roles and responsibilities of LEOCs, Functional Areas, local councils and disability service providers during discussion of the scenario.
1. Disability coordination/liaison officers are identified for disability related requests at the EOC. 
1. Decision-making processes and escalation pathways are described consistently across agencies.
1. Coordination challenges are recognised and potential solutions discussed collaboratively.
	[Insert additional standard measures as required]

Assess the adequacy of communication channels and information sharing mechanisms to ensure warnings, updates and information are accessible to all community members.
1. Disability networks are identified to support two-way communication channels between the EOC and local disability sector.
1. Information-sharing processes are established with local disability networks. 
1. Gaps in communication channels between the EOC and disability networks are acknowledged and documented for future review.
1. Participants explore how disability data and local knowledge can be used to identify and support at-risk individuals.
1. Strategies to reach people with disability who live independently and may be isolated or vulnerable are identified.
1. Opportunities to enhance communication and information sharing between stakeholders are identified and recorded for follow-up.
	[Insert additional standard measures as required]

Assess the adequacy of existing systems and processes to deliver accessible emergency warnings, information and updates to all community members with disability. 
1. Participants identify the multiple channels (SMS, radio, social media, Auslan videos, Easy Read, captioned broadcasts) used to distribute accessible warnings and information.
1. Accessibility gaps (e.g., missing captions, lack of interpreters, unclear signage) are identified and recorded for improvement.
1. [bookmark: _Hlk211439187]Participants demonstrate awareness of plain language principles and inclusive communication practices. 
1. Observations from people with disability confirm that key safety information was understandable and supported people to act on the information provided.
1. Predeveloped accessible templates for emergency warnings and public information are identified.
1. Lessons are incorporated into future communication plans, templates, and staff training.
[Insert additional standard measures as required]

Test the adequacy of EOC arrangements for providing timely, secure and accessible transport options to support evacuation of people with disability, their equipment and assistance animals.
1. Roles and responsibilities for transport coordination for people with disability in emergencies are clearly assigned. 
1. The needs of people with disability and additional support requirements, including equipment and assistance animals are incorporated into transport planning and arrangements. 
1. Participants describe processes and systems for identifying and prioritising evacuation of people with disability in a timely manner, consistent with emergency plans and procedures.
1. Opportunities for EOC coordination with transport providers, emergency services, and disability/animal support agencies are identified.
1. Resource limitations of accessible transport options are recognised and potential solutions discussed collaboratively.
[Insert additional standard measures as required]

[bookmark: _Hlk211442069][bookmark: _Hlk211438153]Assess the suitability and adequacy of evacuation centres and other shelter options in providing physically safe and accessible venues for people with disability.
1. Accessibility audits/checklists are completed for all identified evacuation centres on a regular basis.
1. Alternative accessible places of shelter or emergency accommodation are identified.
1. Plans for mobilising disability supports such as accessible transport, communication aids and personal assistance are identified in accordance with relevant plans.
1. Evacuation Centre staff and volunteers have undertaken disability awareness training.
1. Post-exercise debrief identifies accessibility barriers. 
[Insert additional standard measures as required]

Explore how recovery committees, disability service providers and community organisations work together to ensure equitable access to recovery services and supports for people with disability during the early recovery phase. 
1. Recovery committees demonstrate effective coordination with disability service providers and community representatives.
1. The recovery centre provides safe, accessible, and inclusive services that meet the needs of people with disability. 
1. People with disability and their representative organisations are actively included in recovery planning through subcommittees, reference groups, community resilience networks.
1. Opportunities for improving partnerships, processes and accessibility are recorded for post exercise debrief.

[Insert additional standard measures as required]

[Analyse the feedback and summarise key findings]

[bookmark: _Hlk186551238]The exercise met / did not meet [DELETE INAPPLICABLE] its objectives. 

Overall, participants reported that the exercise was relevant / irrelevant [DELETE INAPPLICABLE] and a good / poor [DELETE INAPPLICABLE] use of their time. The majority agreed / strongly agreed / disagreed / strongly disagreed [DELETE INAPPLICABLE] that the exercise increased their knowledge and understanding of disability inclusive emergency management, with [x]% agreeing / disagreeing [DELETE INAPPLICABLE] that they felt more confident in their role during an emergency.
[Highlight any important themes from the free text boxes in the feedback sheets, exercise hot debrief and/or post-exercise writing group debrief]
[bookmark: _Toc201514528]Recommendations
The following recommendations are based on the exercise observations and feedback
[INSERT RECOMMENDATIONS BELOW]
1. E.g. The REMC does something
1. E.g. AGENCY XXXX does something
1. Etc.
[bookmark: _Toc201514529]Background
As part of its role in planning for emergencies, the [INSERT NAME] Local Emergency Management Committee developed and delivered exercise [NAME] at [VENUE] on [DATE].
[bookmark: _Toc201514530]Overview
[bookmark: _Toc201514531]Audience
[bookmark: _Hlk186551364]Exercise [NAME] was attended by [INSERT LIST OF PARTICIPANTS].
[bookmark: _Toc201514532]Scope
This exercise involved members of the LEMC/LEOC [DELETE INAPPLICABLE], as defined in the relevant LEMP [DELETE INAPPLICABLE]. 
[INSERT OVERVIEW OF EXERCISE SCENARIO AND PURPOSE]
[bookmark: _Toc201514533]In Scope:
· [LIST ITEMS IN SCOPE]
· E.g. Coordination considerations from warning through impact to early recovery

Out of Scope:
· [LIST ITEMS OUT OF SCOPE]
· E.g. Activation of an EOC

Exercise overview
This exercise provided insights into the challenges of [Include reference to any challenges faced].
The primary target audience for this exercise is LEMCs/LEOCs and their members.
Participants were able to explore issues in depth and workshop responses to plausible situations. 
[Add anything noteworthy about the approach or scenario coming out of feedback or debriefs]
[bookmark: _Toc201514534]Exercise Writing 
The exercise writing group met [INSERT NUMBER OF] times to prepare the scenario and supporting documents. 
[Outline any noteworthy constraints or opportunities for improvement for future exercises]
[bookmark: _Toc201514535]Exercise Logistics
The exercise venue was appropriate / inappropriate [DELETE INAPPLICABLE], with adequate parking.
[Outline any noteworthy constraints or opportunities for improvement for future exercises]
[bookmark: _Toc201514536]
Observations
Outline issues raised during discussions, based on notes taken during the exercise, feedback sheets and debriefs.
Observations are usually linked to one or more implications that logically link to one or more actions – either to sustain, improve or fix. Detailed advice is in the AIDR Lessons Management Handbook.
[bookmark: _Toc201514537]Analysis 
Hold a debrief with the exercise planning team and facilitators as soon as possible after the exercise to collect observations and thoughts. The exercise planning team should convene when participant feedback is available to analyse the exercise, incorporating participant feedback, debrief observations and any other feedback or reflections from the day
The report should address the objectives:
Were the objectives achieved?
Do current plans, policies and procedures support the LEMC/LEOC to effectively address the needs of people with disability during an emergency? 
What areas require further planning?
What strengths were identified?
How might identified resource issues be resolved?
What could be done differently?
[bookmark: _Toc201514538]Recommendations
The report should provide actionable opportunities for improvement and recommendations. Using analysis and observations, outline the related recommendations below.
The following recommendations are based on the exercise observations and feedback
[INSERT RECOMMENDATIONS]
1. eg: The LEMC does something
1. eg: The AGENCY does something
1. Etc.


[bookmark: _Toc201514539]Annexes—Planning and Facilitation Resources
[bookmark: _Toc201514540]A—Participant List
Include a list of participants (agency / organisation and individuals names) in attendance at the exercise
[bookmark: _Toc201514541]B—Qualitative Data
If resources permit, it is useful to transcribe participants’ comments from Appendix 4A - Feedback Sheet
[bookmark: _Toc201514542]C—Quantitative Data
If resources permit, it is useful to transcribe participants’ numerical responses Appendix 4A - Feedback Sheet into the Appendix 4C – Evaluation Report Data and produce a graphical summary. The table will update the total responses, percentages, and graph automatically.
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