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[LGA Name]	[image: NSW Government logo]
Minutes
Evacuation Planning Meeting

[Click here to enter a Date] 
[Click here to enter Time 00:00 am to 00:00 pm] 
[Click here to enter Venue Location] 
Attendance and declarations
This template provides suggested content only, please edit as appropriate. 
In attendance
· General Manager of the council of the relevant Local Government Area (LGA) 
· Local Emergency Operations Controller for the LGA
· A senior representative of each emergency services organisation operating in the LGA 
· A representative from:
· each Functional Area (Agriculture and Animal Services, Education Services, Energy and Utility Services, Engineering Services, Environmental Services, Health Services, Public Information Services, Telecommunication Services, Transport Services and Welfare Services)
· the NSW Reconstruction Authority
· the Local Aboriginal Land Councils and/or other Aboriginal Community Controlled Organisations, where possible. 
Apologies
[Click here to enter Apologies] 

Declarations of interest
[Click here to enter Declarations of interest] 
Agenda items
Item 1: NSW Government’s role in providing evacuation centres 
· Discuss Government initiated evacuation centres and coordination of ad-hoc community managed evacuation centres. 
· [Click here to enter Actions] 

Item 2: Annual evacuation centre site desktop audit
· Discuss the annual evacuation centre site desktop audit and include details of any new evacuation centres. 
· Validate evacuation centre audit records for accuracy within the Local EMPLAN (Section 7.5) and LEMC Evacuation Centre Audit and Summary Forms. 
· When was the last evacuation centre site desktop audit undertaken, and by who? 
· [Click here to enter Actions]

Item 3: Physical evacuation centre site audit
· When was the last physical audit conducted? Evacuation centre audits must be conducted every 3 years or earlier if renovations to the evacuation centre site occur. 
· Have any renovations occurred to the evacuation centre/s? 
· Validate evacuation centre audit records within the local EMPLAN (Section 7.5) and LEMC Evacuation Centre Audit and Summary forms.
· [Click here to enter Actions]

Item 4: Vulnerable facilities and groups
· Data and maps to support this process should be prepared in advance of this meeting. 
· What are the vulnerable facilities/groups within the LGA and what support might they require? 
· Include details of the types of vulnerable facilities and groups. Refer to Section 7.4 of the Local Emergency Management Plan template for a list of the types of vulnerable facilities and groups.
· [Click here to enter Actions]

Item 5: Completion of the Local Emergency Management Plan
· Discuss updates to the Local Emergency Management Plan and record actions required to be completed following this planning session. 
· Have any issues or concerns been identified for consideration of escalation to regional or State level for support?   
· [Click here to enter Actions]

Item 6: Other business
· Invite attendees to table any general business with relevance to evacuation planning. 
· [Click here to enter Actions]
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