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Participant Instructions
Exercise [NAME]
Major Evacuation Centre (MEC) Exercise - Bushfire
[Enter a Date] 
[Enter Time 00:00 am to 00:00 pm] 
[Enter Venue Location] 
Delete or update guidance text in red once complete.
[Update, add to, or amend timings and activities above as required]

Background
The NSW Premier’s Department has developed the Major Evacuation Centre (MEC) Guidelines to enhance the state’s ability to manage large-scale evacuations and support displaced communities during significant emergencies. The Guidelines clarify roles, responsibilities, and escalation pathways across local, regional, and state levels when circumstances require the activation of a Major Evacuation Centre.
To support the release, an exercise is required to test key elements of the Guidelines. This includes validating the proposed decision-making tools, activation processes, and governance arrangements, particularly the appointment and function of the MEC Controller and Incident Management Team (IMT) roles.
The exercise will include a blend of desktop and functional elements but will not involve the full establishment of a MEC. Instead, it will focus on simulating realistic decision points and coordination challenges across all levels of emergency management.

Need
There is a need to test and validate the effectiveness and practical applicability of the MEC Guidelines at the Regional Emergency Management Committee (REMC) level following their release.
This need arises from the increasing likelihood of large-scale displacement events in New South Wales, and the complexity involved in establishing and managing MECs across multiple levels of emergency management.
Specific areas of focus include:
Testing the use of MEC decision-making tools in realistic simulated scenario conditions.
Assessing how MEC Controller and IMT roles are understood, appointed, and operationalised.
Enhancing confidence in MEC governance structures and processes during MEC establishment scenarios.
Exploring the effectiveness of communication and coordination mechanisms across local, regional, state, and multi-agency levels.
Overview
This exercise will provide insights into the challenges associated with activating and managing a MEC in a complex emergency setting. It will examine decision-making, governance, and the application of the MEC Guidelines in a scenario involving escalating emergency conditions.
The primary target audience for this exercise is REMCs and their members. The exercise may also be relevant to Local Emergency Management Committees (LEMC) involved in the establishment and management of a MEC.

Participants
Participants in this exercise will include members of the REMC and representatives from participating organisations as defined in the area’s Regional Emergency Management Plan (REMP). Participants may include, but are not limited to:
Regional Emergency Operations Controller (REOCON) and Local Emergency Operations Controller (LEOCON)
Regional Emergency Management Officer (REMO) and Local Emergency Management Officer (LEMO)
REMC Combat and Supporting Agency Representatives, as relevant to the area, including:
NSW Ambulance
NSW Rural Fire Service
Fire & Rescue NSW
NSW State Emergency Service
Marine Rescue NSW
VRA Rescue
Surf Life Saving Australia
Functional Area Coordinators and Representatives
Other Stakeholders as deemed appropriate by the REMC

Exercise Aim
Validate the MEC Guidelines by testing their application during a simulated major evacuation event, with a focus on decision-making, escalation pathways, and governance arrangements, including the appointment and functioning of the MEC Controller and Incident Management Team (IMT).

Exercise Objectives
Test the application and effectiveness of the MEC decision-making tools outlined in the MEC guidelines.
Participants followed logical and appropriate steps to escalate and activate a Major Evacuation Centre (MEC) in accordance with the MEC Guidelines.
Participants considered realistic and relevant factors prior to initiating a request for MEC activation.
Participants correctly identified and selected the appropriate tools required to request MEC activation, consistent with the MEC Guidelines.
The MEC Activation Checklist was used as intended to support the decision-making process for activating a MEC.
The MEC Activation Checklist was considered useful and effective by participants in guiding the activation decision.
The MEC Risk Assessment Template was used to inform the request to the SEOCON for MEC activation.
The information captured in the MEC Risk Assessment Template was appropriate, sufficient, and relevant to evacuation-related risks.
Exercise observers confirmed that decision-making documentation (e.g. checklists, risk assessments) was completed in a timely and accurate manner.
[Insert additional standard measures as required]

Assess the appointment process and functional operation of the MEC Controller and Incident Management Team (IMT) roles.
1. Participants identified realistic and appropriate considerations for appointing an MEC Controller from within the REMC.
1. A suitably qualified individual was appointed to the role of MEC Controller during the exercise.
1. Any gaps in qualifications or capability relating to the appointment of the MEC Controller were identified and documented for REMC follow-up.
1. Under the direction of the appointed MEC Controller, a functional MEC IMT structure was developed in alignment with the MEC Guidelines.
1. The REMC was able to staff the initial operational shift of the MEC IMT using personnel and resources available within or accessible to the region.
1. Any gaps in qualifications or capability within the appointed MEC IMT were identified and documented for REMC follow-up.
1. Any missing, redundant, or unclear MEC IMT roles were identified and recorded for further review and escalation to the relevant authority.
[Insert additional standard measures as required]

Validate the suitability of the governance arrangements in the MEC Guidelines, including coordination across local, regional, and state levels.
1. Participants identified functional, practical, and realistic mechanisms for establishing and maintaining communication and liaison with key stakeholders, including combat agencies, local/regional/state EOCs, and community representatives.
1. Any gaps in capability, systems, or procedures related to maintaining effective communication and liaison were identified and documented for REMC follow-up. 
[Insert additional standard measures as required]

Scope
This exercise involves members of the REMC, as defined in the relevant REMP. It is structured as a six-hour, discussion-based desktop exercise with integrated functional elements designed to test and validate the decision-making and governance tools outlined in the MEC Guidelines. The scenario will centre around an escalating bushfire emergency within the region.
The exercise is intended for application at the regional level and reflects the scope and responsibilities of REMCs in relation to MEC activation. It has been deliberately designed to be non-specific to any single geographic area, ensuring it can be delivered consistently across all regions of New South Wales. The exercise will not include the actual or simulated physical activation of a MEC, nor will it address the operational management of an established MEC. Instead, it will focus on the processes related to MEC activation, governance, and strategic-level decision-making.

In Scope:
REMC level decision-making and coordination activities.
Use of MEC decision-making tools, including the Activation Checklist and Risk Assessment Template.
Appointment of the MEC Controller and MEC Incident Management Team (IMT).
Interagency communication and coordination during MEC activation planning.
Documentation and observation of decisions made for exercise evaluation purposes.

Out of Scope:
Physical activation or setup of a Major Evacuation Centre.
Operational management or service delivery within an established MEC.
Involvement of the general public or real-time field deployments.
Testing of site-specific logistics or facility readiness.
Agency-specific internal procedures not related to REMC-level coordination or MEC governance.

Contact
For day of exercise contact, please phone/email [Insert (Rank), Name, Phone, Email]. An exercise Control Group Has been established. Details as follows:
	Role
	(Rank), Name, Phone, Email.

	Exercise Director
	[Insert (Rank), Name, Phone, Email]

	Exercise Planning Coordinator
	[Insert (Rank), Name, Phone, Email]

	Exercise Controller
	[Insert (Rank), Name, Phone, Email]

	Exercise Facilitator
	[Insert (Rank), Name, Phone, Email]

	Logistics Coordinator
	[Insert (Rank), Name, Phone, Email]

	Exercise Evaluation Coordinator
	[Insert (Rank), Name, Phone, Email]

	Exercise Evaluators
	[Insert (Rank), Name, Phone, Email]



Meals, Catering and Refreshments
[Insert details for meal/catering arrangements]

Accommodation
[Insert details for accommodation arrangements]

Reference material
· Major Evacuation Centre (MEC) Guidelines 2025
· [Insert details for any additional reference materials]
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