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[bookmark: _Toc12538925][bookmark: _Toc139626570][bookmark: _Toc214143321]Introduction
[bookmark: _Hlk210810506][bookmark: _Toc12538926][bookmark: _Toc139626571]The Local Emergency Management Committee (LEMC) Disability Inclusive Exercising Toolkit has been developed as part of the FY25/26 Emergency Management Exercise Program, administered by the Premier’s Department. 
The Toolkit has been designed as a readily available resource to facilitate and promote exercising of local emergency management arrangements, with specific consideration of people living with disability and the unique challenges they may face in times of crisis. 
There are various supporting tools contained within the Appendices of this Toolkit, while not prescriptive, they provide a guide to support exercise design and delivery.
Additional information and resources are also available on the Premier’s Department Emergency Management Capability Hub, which contains dedicated sections for Person Centred Emergency Management and Exercise Management. 
[bookmark: _Toc214143322]Purpose
[bookmark: _Hlk210813102][bookmark: _Toc139626572]The purpose of this Toolkit is to support Local Emergency Management Committees to explore, test and validate disability inclusive planning, policy, and practices for emergencies in their area.
[bookmark: _Hlk211925869]LEMCs play an important role in embedding disability inclusive approaches into emergency management plans, policy and practice across prevention, preparation, response and recovery. Local emergency plans (including consequence management guides) must consider the extra supports that people with disability need and how they will be considered and addressed in emergencies.  Emergency plans at all levels of government must include provisions for people with disability who may require[footnoteRef:2]:  [2:  Australia’s Disability Strategy (ADS)] 

· additional assistance to plan and prepare for an emergency 
· targeted and accessible information and communication before, during and after emergencies 
· additional assistance and appropriate support in the event of evacuation or physical isolation and/or
· support through the recovery process.
The State Emergency Management Committee (SEMC) Disability Action Plan identifies six priority areas for disability inclusive emergency planning.
1. Risk Information, early warnings and communication channels
2. Community profiles and data to inform emergency planning
3. Emergency management and disaster recovery planning and exercising.
4. Evacuation and shelter options
5. Accessible transport options
6. Emergency preparedness support
These priority areas align with the Disability Inclusive Emergency Management Toolkit (DIEM Toolkit).  The DIEM Toolkit was co-designed to assist emergency planners to develop inclusive emergency management actions that address accessibility, safety and equity for everyone[footnoteRef:3]. The DIEM Toolkit is an important reference document for emergency management planners. [3:  Disability Inclusive Emergency Management Toolkit
] 

This Exercising Toolkit recognises that different local emergency management areas have different capacities and capabilities to manage exercises, and that each LEMC may incorporate disability considerations into its existing exercise program in different ways. 
[bookmark: _Toc214143323]Audience
The primary audience for this Toolkit is members of NSW Local Emergency Management Committees. It is designed for staff who may not have formal training in exercise management, as well as for committees with varying levels of experience in disability inclusive emergency management, from those just beginning to consider inclusion, to those already well progressed in embedding it into their plans and arrangements.
Whilst the Toolkit has been primarily designed with LEMCs in mind, it can be adapted for use by Regional Emergency Management Committees (REMCs) and the SEMC to integrate disability inclusive practices into emergency management exercises. 
It may also be a valuable resource for other organisations, planners and managers involved in designing and delivering emergency management services and programs. 
[bookmark: _Toc214143324]Why disability inclusive exercising?
Disability inclusive emergency management requires a comprehensive approach to ensuring that emergency management information, planning and practice address the needs of people with disability. It involves integrating supportive mechanisms at all stages of emergency management to ensure safety, accessibility and shared responsibility.[footnoteRef:4] [4:  Disability Inclusive Emergency Management Toolkit
 ] 

[bookmark: _Hlk211249112]Exercising is a critical component of preparedness and a function of the LEMC under the State Emergency and Rescue Management Act 1989.  Disability inclusive exercising provides a valuable opportunity to focus specifically on the issues, extra support needs, capabilities and resources of people with disability before, during and after emergencies. 
[bookmark: _Hlk211235412]Disability inclusion in exercising is not a one-off or occasional activity. LEMCs are encouraged to integrate disability inclusive considerations into every exercise.  The Special Ideas and Injects Guide within included as an appendix to this Toolkit is designed to assist LEMCs by providing a range of options that can be incorporated into any emergency management exercise to strengthen inclusive practice.
[bookmark: _Hlk211250648]Incorporating disability perspectives into exercising promotes collaboration with combat agencies, functional areas, councils and people with disability and their support services.  
Embedding disability inclusive approaches into local emergency management exercising programs supports a holistic approach to preparing for, responding to, and recovering from disasters.
[bookmark: _Toc214143325]Using the Toolkit
This Toolkit recognises that emergency response and recovery are complex, with competing issues and demands faced by combat agencies, emergency operations centres (EOCs), emergency management and recovery committees. The wide range of stakeholders that have a role in response and recovery, and the inclusion of people with disability and the services that support them, is an important theme in the Toolkit.
This Toolkit contains evidence-based guidance and resources, templates and slides that guide emergency planners to develop and facilitate exercises. The Toolkit can be used to support exercise management programs to include a disability inclusive component into all exercises. 
[bookmark: _Hlk211249376]It is designed to support LEMCs to conduct disability inclusive exercises, regardless of their level of experience or previous involvement in disability inclusive planning.  It can be used in a variety of ways depending on local context and capability. For example, an LEMC may conduct an exercise as an initial step to build awareness of the importance of disability inclusion in local emergency management planning. Alternatively, LEMCs who are more advanced, such as those that have participated in disability inclusive emergency planning workshops or forums, may conduct an exercise to integrate, test and validate disability inclusive elements in their plans and arrangements.  
The Toolkit has been developed based on the nationally recognised exercise management methodology in the Australian Institute for Disaster Resilience (AIDR) Managing Exercises Handbook. The appendices are designed to be tailored to suit local circumstances. Not all tools may be necessary for the purposes of your exercise.
[bookmark: _Toc214143326]The exercise concept
The first step in running an exercise of any type is to be clear on why the exercise is needed and what it is trying to achieve – its purpose. These are presented in an exercise plan or concept document for approval by the LEMC. An Exercise Plan template that includes disability inclusive prompts is in Appendix 1.
[bookmark: _Toc214143327]Identify the need
Disability inclusive considerations can often be overlooked in traditional emergency management exercise programs. Integrating disability considerations into exercises provides valuable opportunities to identify and explore issues, test and validate plans, and practise EOC coordination. It also supports collaboration with disability stakeholders such as Disabled People’s Organisations and disability service providers helping to strengthen relationships and networks.
The specific focus or need for the exercise should be determined by the LEMC’s current level of maturity of disability inclusion in its local emergency management and recovery planning. For example, the exercise may aim to raise awareness of disability inclusive practice and identify gaps, or to test new plans and arrangements. 
[image: ]The exercise need will also be based on where the LEMC is focussing disability considerations into its emergency management planning cycle for example:Figure 1 - emergency management planning cycle

Preparing the plan: Exploring issues of disability inclusion during emergencies, identifying disability and community organisation resources, confirming coordination arrangements, working out roles and responsibilities.
Confirming the plan is feasible: Validating the local emergency management plan’s effectiveness in including the support needs of people with disability and collaboration with the services that support them. Identifying any gaps or improvements.
Practise using the plan: Developing capability to support people with disability in an emergency and collaborate with the services that support them in accordance with the local emergency management plan.    
Review: Similar to confirming that the plan works, experienced LEMCs can run exercises to test procedures, processes and tools.
[bookmark: _Toc214143328]Determine the aim and objectives
[bookmark: _Hlk211866250]The exercise aim is a statement of intent based on the identified need. There should be only one aim, which leads to a series of objectives that will suggest the most appropriate style, size and complexity of the exercise. 
Disability inclusive exercising will generally aim to explore how emergency management arrangements, communication, coordination processes and collaboration with disability support organisations will address the extra support needs of people with disability in an emergency.
Depending on the experience and capabilities of the LEMC the aim may be to explore disability considerations, issues and gaps in existing plans or to test or validate recently incorporated disability inclusive elements in plans and arrangements.
Exercise objectives are specific, measurable, achievable, relevant and task-based statements describing what individuals, groups or agencies will achieve during the exercise. While there is only ever one aim, an exercise may have many objectives.
Disability inclusive exercise objectives have been developed below to help inform exercise planning.  These are also contained in the Exercise Plan template (Appendix 1), along with a range of measures for each objective.
1. Test how effectively the EOC coordinates 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. 
2. Assess the adequacy of communication channels and information sharing mechanisms to ensure warnings, updates and information are accessible to all community members.
3. Assess the adequacy of existing systems and processes to deliver accessible emergency warnings, information and updates to all community members with disability. 
4. 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.
5. Assess the suitability and adequacy of evacuation centres and other shelter options in providing physically safe and accessible venues for people with disability.
6. 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. 
[bookmark: _Toc214143329]Confirm the scope
Disability inclusive exercising may address response, recovery, or both. The scope should make this clear.  
[bookmark: _Hlk211930816]In-scope issues may include: 
EOC control and coordination structures
Coordination considerations from warning through impact to early recovery
Roles, tasks and expectations of emergency services, functional areas and disability service providers
Evacuation centre accessibility 
Accessible transport options
Accessible communications and messaging
Identifying resources and capabilities of disability support organisations and people with disability
Building connections and working in partnership with local disability representatives and advocacy agencies. 
Out-of-scope issues could include:
Physical activation and set up of an EOC
Physical activation and set up of an evacuation centre
Strategic issues decided at state level
The scope should also include the agencies, organisations and stakeholders that will be participating, based on the need, aim and objectives. Exercises that include a disability focus should always include disability representative stakeholders.
[bookmark: _Toc139554369][bookmark: _Toc214143330]The exercise scenario
[bookmark: _Hlk211931624]The exercise scenario is central to the day’s activity. It should be based on local context, risk factors and historical data of the LGA or region. Choose a hazard relevant to the LGA. It’s helpful to use a historical impact as the scenario basis. Develop the scenario with the local combat agency for the identified hazard. Use their technical and specialist advice as well as the local emergency management plan and recovery plan to develop the impacts and consequences of the emergency in your scenario. The scenario should be realistic and complex enough to stretch thinking and test assumptions. 
The aim of the scenario is to set the context and background for discussions that can progress through the emergency phases from warning, through to response and recovery, depending on the need, aim and objectives. Selected disability inclusive special ideas and injects can be incorporated into the scenario at relevant points.
[bookmark: _Hlk209099914]The scenario will consist of a background (or general idea) and a series of injects, challenges or problems (special ideas) that tell the unfolding story and stimulate discussion. Each inject should be discussed in the context of 
“what” (the inject)
“so what” (what does the inject mean?)
“now what” (what do we do about it?).
[bookmark: _Toc214143331]Disability inclusive special ideas and injects
[bookmark: _Hlk211248963]Disability inclusive exercising involves using a hazard scenario as the overarching story line and incorporating a range of disability focussed special ideas and injects throughout the exercise.  The Special Ideas and Injects Guide (Appendix 2) is designed to support LEMCs in integrating disability inclusive considerations into any hazard-based emergency management exercise. 
LEMC’s may choose to conduct an exercise with a dedicated focus on exploring, testing and strengthening disability inclusive actions by incorporating the full sequence of special ideas throughout the exercise storyline.  Alternatively, exercise planning teams can use the Guide to select specific special ideas to include at a few targeted points within the scenario.
The Guide can also be used to integrate special ideas and injects into off the shelf exercise scenarios. This approach allows for disability inclusion to be embedded as a core element of every emergency management exercise, regardless of its hazard, scale or focus.   
[bookmark: _Toc211500279][bookmark: _Toc211500383][bookmark: _Toc139554365][bookmark: _Toc214143332]Exercise design 
The exercise style is based on the aim and objectives. This Toolkit is primarily structured to support discussion style exercises. This exercise style is appropriate for most exercises exploring issues and identifying gaps in disability inclusion, validating plans and engaging with stakeholders. 
Discussion exercises are built around telling a story—the scenario. Participants can explore issues in depth and provide verbal responses to situations. The exercise can cover different time periods, from when warnings are received, through response into recovery. Discussion exercises are useful for developing agreed approaches, assessing plan effectiveness, building relationships, and exploring novel ideas or approaches. Discussion exercises often involve decision-makers brainstorming solutions to problems[footnoteRef:5].  [5:  AIDR 2017, Managing Exercises, p9] 

Discussion exercises are an effective way to exercise disability inclusion. They provide the opportunity to explore and build a conceptual understanding of issues, identify gaps, test ideas and build relationships. 
[bookmark: _Toc211500281][bookmark: _Toc211500385][bookmark: _Toc211500282][bookmark: _Toc211500386][bookmark: _Toc211500283][bookmark: _Toc211500387][bookmark: _Toc139554366][bookmark: _Toc214143333]Exercise planning group
[bookmark: _Hlk210839976]An exercise planning team will be established to lead the planning and preparation of an exercise. This group should include:
· LEMC representatives
· combat agency representatives to provide technical advice on the hazard scenario  
· relevant functional areas and supporting agencies
· experienced exercise planning and facilitation specialist/s
· disability inclusion advisor*
· other key stakeholders as required
*The Disability Inclusion Advisor provides expert guidance to ensure that disability inclusion is embedded throughout the exercise design, delivery and evaluation.  Their role is to advise the exercise planning group on applying the principles of accessibility, inclusion and equity into the exercise. The Disability Advisor supports the team to identify potential barriers faced by people with disability in emergency situations and to develop realistic, respectful, and constructive ways to explore these challenges within the exercise. They may also help connect the planning team with local disability networks, advocates, and service providers.
Disability Inclusion Advisors may come from:
· Disability Inclusion Officers from local councils or state government agencies
· Representatives from a council Disability Access and Inclusion Advisory Committee (DAIAIC)**
· Community Development Officers with responsibility for inclusion, diversity, or accessibility portfolios
· Local or regional disabled people’s organisations and disability service providers 
· Peak bodies or advocacy organisations
· People with disability who have experience engaging with emergency management processes, such as participating in previous exercises, planning, or recovery committees.
[bookmark: _Hlk211942941]**A council representative with knowledge of the local community and disability context is also an important representative on the planning team. Many councils have a Disability Access and Inclusion Advisory Committee (DAIAIC) comprising community members with disability, service providers and elected Councillors, who can provide valuable insights and local connections to support inclusive exercise planning and implementation.
[bookmark: _Toc214143334]Exercise control group
An Exercise Control (EXCON) Group will be established for the purpose of running and facilitating the exercise. 
[bookmark: _Hlk211943727]The EXCON should also include a Disability Inclusion Advisor. In this context, the role of the Disability Advisor is to provide expert guidance on disability inclusion throughout exercise delivery. The Disability Inclusion Advisor assists the facilitators and evaluators to recognise inclusion related issues and to identify opportunities for strengthening disability inclusive practice.  
[bookmark: _Hlk211935471]The Disability Inclusion Advisor can also perform the role of a Disability Inclusion Evaluator to assess how effectively disability inclusion is considered and implemented throughout the exercise. This role observes discussions, decisions, and actions to identify strengths, gaps, and opportunities for improvement in meeting the needs of people with disability throughout the scenario. The Disability Inclusion Evaluator provides feedback on the accessibility of communication, coordination, and service delivery arrangements, and contributes to the overall evaluation report with findings and recommendations that enhance disability-inclusive emergency management practices.
Appendix 1 (Exercise Plan) contains a list of EXCON Staff Responsibilities and associated functions.
[bookmark: _Toc214143335]Participants
[bookmark: _Toc214143336]Participants for disability inclusive exercises
Disability inclusive exercising is primarily targeted at LEMC and recovery committee members to strengthen their understanding and practice of inclusive emergency management and build networks with the local disability sector.
[bookmark: _Hlk211929567]It is important to involve disability representatives who understand the local disability sector and context.  Representatives from Disabled People’s Organisations and disability support organisations, including people with lived experience, are key stakeholders that contribute important knowledge and resources in an exercise. They have:
· in-depth understanding of the factors that increase risk for people with disability in emergencies
· local area knowledge of the community
· pre-existing relationships with clients and their family/social networks
· access to informal networks of support and communication.
Engaging disability representatives, and people with lived experience throughout the exercise process ensures that the diverse perspectives, needs, and experiences of people with disability are meaningfully incorporated into the design, delivery and evaluation of the exercise. 
If the LEMC does not have established contacts with disability representatives, the council community services manager or disability inclusion officer can assist the LEMC to identify and connect with disability networks and representatives.  This may be through Inclusion and Access Advisory Committees, Community Resilience Networks (CRNs) and other local interagency networks.
[bookmark: _Toc214143337]Other exercise participants
[bookmark: _Hlk211929328]Other exercise participants may include, but are not limited to:
Local Emergency Operations Controller (LEOCON)
Regional Emergency Management Officer (REMO) and Local Emergency Management Officer (LEMO)
LEMC Combat Agency with responsibility for the identified hazard in the chosen exercise scenario
Functional Area Coordinators and Representatives (regional, state)
Council officers with knowledge of the local community and disability context
Disability representatives
Local Emergency Operations Centre (LEOC) Representatives, as relevant to the area and exercise scenario such as
NSW Police Force
NSW Ambulance
NSW Rural Fire Service
Fire & Rescue NSW
NSW State Emergency Service
Marine Rescue NSW
VRA Rescue
Surf Life Saving NSW
Other Stakeholders as deemed appropriate by the LEMC.
[bookmark: _Toc214143338]Planning the exercise day
The exercise planning and control groups should develop and document the exercise, using tools such as:
exercise plan (Appendix 1)
aim and objectives
scenario development for the hazard
general idea 
special ideas 
focus questions
disability inclusive special ideas and injects (Appendix 2)
exercise logistics
date and time
location and parking
catering
agenda (Appendix 3)
invitation list and invitations (Appendix 4)
delivery staffing – facilitator, note-taker(s), greeters, ushers
equipment and other resources to deliver the exercise
specific participants needs (e.g., mobility considerations)
detailed budget proposal
exercise evaluation 
Exercise evaluation report (Appendix 5)
Participant feedback sheet (Appendix 5A)
Evaluation data (Appendix 5B)
After-Action Review Debrief outcomes (Appendix 5C)
Observers checklist (Appendix 5D)
[bookmark: _Toc211500287][bookmark: _Toc211500391]Templates for an Exercise Project Plan (Appendix 1A), Facilitator Guide (Appendix 1B) and Special Ideas and Injects Guide Supporting Presentation (Appendix 2A) also accompany this Toolkit as supporting resources. 
[bookmark: _Toc214143339]Pre-exercise planning and activities
[bookmark: _Toc214143340]Preparation for LEMCs
[bookmark: _Hlk211944355]It is important that exercise planners understand the LEMC’s existing capability in relation to disability inclusive emergency management before designing an exercise, to ensure that exercise special ideas and injects are pitched at an appropriate and constructive level. 
Assessing the LEMC’s current level of awareness and integration of disability inclusive practice will help exercise planners target exercise objectives appropriately. Reviewing the following areas can assist planners in benchmarking an LEMC’s current level of disability-inclusive planning:
Local Emergency Management Plans 
· How are people with disability and their support needs are profiled in the local emergency and recovery plans?
· Do community profiles include demographic information about the prevalence, distribution and diversity of needs of people with disability in the LGA?
· Are disability-inclusive considerations such as logistics, sheltering, transport, and communications addressed in plans, including operational plans of functional areas and supporting agencies? 
· Are vulnerable facilities in the LGA identified in emergency plans? 
· Have evacuation centres been audited for disability accessibility?
Disability Networks
· Does the LEMC have established contacts and partnerships with local disability organisations and service providers to support two-way information sharing, field updates and intelligence gathering?
· Has the LEMC undertaken a mapping process to understand who/how many and where disability support organisations and services are across the LGA?
Reviewing local emergency management plans and the LEMC’s connections to the local disability sector can be a valuable preparatory activity to undertake with the LEMC before conducting an exercise. Understanding and establishing relationships with disability organisations and networks helps to build a shared understanding of local disability related capabilities and gaps, foster partnerships and ensure that exercise discussions and outcomes are grounded in the local context.  
[bookmark: _Toc214143341]Preparation for participants
[bookmark: _Hlk211243931][bookmark: _Hlk211944591]To build and enhance foundational knowledge of disability inclusive emergency management, LEMC members are encouraged to complete the Emergency Sector Disability Awareness (ESDA) online training developed by Collaborating4Inclusion. This offers introductory e-learning modules for the emergency management sector on disability inclusion which will support both exercise preparation and ongoing learning. 
[bookmark: _Toc139554368][bookmark: _Toc214143342]The exercise day
A duration of four hours is recommended for discussion exercises, and the following components should be addressed: 
[image: ]
More detail on suggested components of a discussion exercise is available within Appendix 1 (Exercise Plan), including in-depth guidance on exercise evaluation.






[bookmark: _Toc214143343]Next steps - disability inclusive emergency planning 
Key findings and lessons from exercises that incorporate disability inclusive considerations provide a valuable opportunity for LEMCs to develop Local Emergency Management Plans which consider the additional support needs of people with disability. 
The Disability Inclusive Emergency Management Toolkit (DIEM Toolkit) builds on the Disability Inclusive Disaster Risk Reduction (DIDRR) Framework for Collaborative Action, and will support LEMCs to integrate disability inclusive disaster risk reduction principles. 
The Principles and Practical Action Guide (DIEM Toolkit Appendix 8) is a self-assessment tool designed to help emergency planners to assess their maturity against the three action areas of Inclusive Planning, Strategic Partnerships, and Accessible Resourcing. The tool enables planners to identify existing strengths and gaps in their disability inclusive emergency planning and to prioritise actions that will enhance their capability and maturity DIDRR.  Completing the DIEM maturity assessment is a valuable activity for LEMCs to undertake following an exercise.
Some examples of planning activities that may be pursued following a maturity level self-assessment using the Principles and Practical Action Guide include: 
· Assessing of emergency management plans for inclusivity gaps
· Inviting dialogue with disability representatives and advocates
· Developing inclusive emergency management plans with input from the disability community
· Mapping disability support services and service providers and vulnerable facilities across the LGA
· Implementing protocols for accessible information dissemination and
· Training personnel on disability awareness and inclusive practices.
The DIEM Toolkit is supported by the  DIEM elearning modules, which provide learners with a strong foundational understanding of all of the tools that constitute the DIEM Toolkit. 
A range of useful resources are available to support LEMCs in strengthening their disability inclusive emergency management planning on the EM Capability Hub - Person Centred Emergency Management webpage. These include the Emergency Sector Disability Awareness (ESDA) training, which all emergency management personnel and volunteers are encouraged to complete to enhance their understanding of disability inclusion and accessible practice.  







[bookmark: _Toc139554372][bookmark: _Toc214143344][bookmark: _Toc139554373]Appendices—planning and facilitation resources
Using the appendices
Each appendix is a guide for building, delivering and evaluating the exercise. They are provided as stand-alone documents that can be easily formatted.
[bookmark: _Toc139554374][bookmark: _Toc214143345]Appendix 1 - Exercise Plan
[bookmark: _Toc211500315][bookmark: _Toc211500419][bookmark: _Toc139554376][bookmark: _Toc214143346][bookmark: _Toc139554378]Appendix 1A - Exercise Project Plan 
[bookmark: _Toc214143347]Appendix 1B - Facilitator Guide
[bookmark: _Toc139554377][bookmark: _Toc214143348]Appendix 2 - Special Ideas and Injects Guide
[bookmark: _Toc139554381][bookmark: _Toc214143349][bookmark: _Toc139554379]Appendix 2A – Special Ideas and Injects Guide Supporting Presentation
[bookmark: _Toc214143350]Appendix 3 – Exercise Agenda
[bookmark: _Toc139554380][bookmark: _Toc214143351]Appendix 4 - Participant Invitation
[bookmark: _Toc214143352]Appendix 4A - Participant Instructions
[bookmark: _Toc139554382][bookmark: _Toc214143353]Appendix 5 - Evaluation Report
[bookmark: _Toc214143354]Appendix 5A - Participant Feedback Sheet
[bookmark: _Toc214143355]Appendix 5B - Evaluation Report Data 
[bookmark: _Toc214143356]Appendix 5C - After-Action Review Debrief Form
[bookmark: _Toc214143357]Appendix 5D - Observers Checklist 
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