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Exercise [Name] – Facilitator Guide 
Date: [INSERT]
Time: [INSERT]
Venue: [INSERT]
	Time
	Activity
	Presenter
	Resources

	0830
	Arrival and registration
Encourage informal introductions
	· Exercise Controller
	· Slide deck

	0900
	Welcome/acknowledgement of Country
Agenda
Housekeeping
Introductions (Exercise facilitation team)
Evaluation Process
	· Exercise Controller
	· Slide deck

	0910
	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).
Objectives
1. Test the application and effectiveness of the MEC decision-making tools outlined in the MEC guidelines.
2. Assess the appointment process and functional operation of the MEC Controller and Incident Management Team (IMT) roles.
3. Validate the suitability of the governance arrangements in the MEC Guidelines, including coordination across local, regional, and state levels.
	· Exercise Controller
	· Slide deck

	0920
	Presentation – MEC Guidelines
A brief overview of the new MEC Guidelines
	· Premiers Department / REOCON
	· Slide deck
· MEC Guidelines (1 per participant)

	0930
	Scenario
Deliver the exercise scenario General Idea, as per Appendix 2C – Exercise Scenario Guide
	· Facilitator
	· Slide deck

	0935
	Phase 1 – Pre Activation
Inject 1
The REMC has assembled at the REOC. The REOCON has delivered a briefing summarising the latest SES intelligence and forecasts. Based on this briefing, the REMC must now begin preparations for managing a likely large influx of displaced persons from affected communities.  
Trigger Questions
1. What are the key considerations for the management of displaced persons, given the newly forecast conditions?
2. What factors should the REMC take into account when considering whether to activate a MEC?
3. What steps should the REMC follow to initiate MEC activation, and which decision-making tools should be applied to support this process?
Functional Activity 1
As a group, review and complete the MEC Activation checklist based on the information available, and determine whether it is appropriate to request MEC activation in your region.
Trigger Questions
1. What decision did the REMC reach regarding MEC activation, and is this decision justified based on the scenario and forecast conditions?
2. Did the MEC Activation Checklist support effective decision-making? Were any limitations or gaps identified in its use?
Facilitator Note (if required):
If participants determine that MEC activation is not currently warranted, advise that the SEOCON has requested reconsideration in light of updated SES intelligence indicating an imminent increase in displaced persons across the broader region. This prompt should encourage participants to reassess their decision in the context of worsening conditions and proceed with requesting MEC activation, allowing the exercise to continue to the next phase.
	· Facilitator
	· Slide deck
· Whiteboard
· MEC Activation Checklist template (MEC Guidelines Appendix 2)

	1015
	Phase 2 – Activation Request
Inject 2
The REMC has resolved to request activation of a MEC for your region. A formal written request must now be prepared and submitted to the SEOCON, seeking approval to proceed with MEC activation.
Trigger Questions
1. What key information should be included in the written request to the SEOCON? What should it highlight or address?
2. Who is responsible for preparing and submitting the request, and what is the process for submitting it?
	· Facilitator
	· Slide deck
· Whiteboard

	1030
	MORNING TEA
	N/A
	

	1045
	Phase 2 – Activation Request (cont’d)
Functional Activity 2
The MEC Guidelines state that the SEOCON may request a risk assessment to accompany a written request for MEC activation.
1. As a full group, brainstorm the key considerations that should be included in the risk assessment.
2. Break into smaller groups or syndicates. Each group is to complete a MEC Activation Risk Assessment using the Risk Management Assessment Template provided in the MEC Guidelines. Groups should record their responses on butchers paper and prepare a brief presentation to share their findings with the wider group.
Trigger Questions
1. As a collective, did the group identify all relevant factors likely to inform the SEOCON’s decision to approve the MEC activation request? Were any critical considerations missed?
2. Was the Risk Assessment Template a useful tool for supporting or justifying the REMC’s request to activate a MEC? Why or why not?
Optional Inject 2A
Prior to submitting the initial MEC activation request and following receipt of the intelligence from the SES regarding forecast weather conditions, the region currently has several local evacuation centres already operating.
Trigger Questions
1. What key considerations must be taken into account when deciding whether to request MEC activation, given that multiple local evacuation centres are already operational?
2. How might the existence of these local centres influence the REMC’s decision to open a MEC, and what decision making tools are available to support this decision-making process?
	· Facilitator
	· Slide deck
· Whiteboard
· Risk Management Assessment template (MEC Guidelines Appendix 5)
· Butchers paper – 2 pages per group

	1130
	Phase 3 – MEC Controller Appointment
Inject 3
The REOCON has been advised that the SEOCON has approved the request to activate a MEC in your region. The appointment of a MEC Controller by the SEOCON is expected to occur shortly.
Trigger Questions
1. Based on your understanding of the MEC Controller role, what skills, experience, and capabilities should a suitable appointee possess?
2. Are there individuals within the REMC or within the region who could effectively fulfil the MEC Controller role? If so, identify a list of personnel who could be listed in the REMP as potential nominees.
3. Are there any gaps in the current pool of suitably qualified and experienced personnel within the REMC or across the region who could act as MEC Controllers? What training, development, or other initiatives might the REMC need to implement to ensure ongoing access to appropriately skilled MEC Controllers?
Functional Activity 3
For the purposes of this exercise, appoint a participant from the REMC to act as the MEC Controller. This person will assume the role for the remainder of the scenario and contribute to subsequent decision-making activities.
	· Facilitator
	· Slide deck
· Whiteboard

	1200
	LUNCH
	N/A
	

	1230
	Phase 4 – MEC IMT
Inject 4
The SEOCON has formally appointed a suitably qualified MEC Controller from outside the impacted region to take responsibility for MEC operations in your region. The Controller is now tasked with establishing and managing the MEC in accordance with the MEC Guidelines and your region’s REMP.
Trigger Questions
1. Who needs to be informed of the MEC Controller appointment?
2. How will this appointment be communicated internally and to relevant external stakeholders?
Functional Activity 4
Under the leadership and direction of the exercise-appointed MEC Controller, work collectively to:
1. Develop a functional and realistic MEC Incident Management Team (IMT) structure, including all key IMT roles appropriate to the scenario, that could be established to support MEC operations in your region, aligned with your region’s specific planning context.
2. Determine a suitable IMT shift structure that reflects realistic operational demands for a MEC in your region.
3. Identify personnel from within the REMC or regional network who could fill IMT roles for the first operational shift, either to support another region’s MEC, or in the event your region retains capacity to support its own MEC operations.
Trigger Questions
1. Based on the proposed IMT structure, would your region have the capacity to support the establishment and resourcing of a local MEC IMT during concurrent emergency operations? Why or why not?
2. What actions could the REMC take to strengthen its ability to contribute to MEC IMT resourcing for its own region, or in support of a neighbouring region?
3. Does the REMC and broader regional network currently have sufficient personnel with the skills, qualifications, and experience to staff the full range of roles within a MEC IMT?
4. If gaps exist, what are they and what strategies or initiatives could the REMC pursue to address them?
	· Facilitator
· MEC Controller
	· Slide deck
· Whiteboard

	1340
	Phase 5 – Communication and Coordination
Inject 5
The MEC has now been established and is operational. It is ready to receive its first evacuees.
Trigger Questions
1. How will the MEC IMT maintain ongoing communication and liaison with each of the following throughout the duration of the MEC activation:
a. The Combat Agency
b. Local, Regional, and State EOCs
c. The wider community, including evacuees and the general public?
Inject 6
Several days into the MEC operation, the MEC IMT is advised that weather conditions have deteriorated. A second major rain event is now forecast, with renewed heavy rainfall expected to return approximately 72 hours after the current system passes.
Trigger Questions
1. How will the MEC IMT ensure it remains informed of changing conditions so it can effectively plan and adapt operations? What ongoing processes or communication mechanisms need to be established to maintain situational awareness?
2. Once this intelligence is received by the MEC IMT, who needs to be informed and how will the MEC IMT communicate this information to the relevant stakeholders?
Inject 7
The MEC Controller has been advised that a neighbouring region is expected to receive approval to activate a second MEC.
Trigger Questions
1. How will your MEC IMT ensure effective communication and coordination is established with the neighbouring MEC IMT, so that the operations of each centre are aligned and do not adversely impact one another?
2. What actions can your MEC IMT and region take to ensure consistent and accurate public messaging regarding the operation of both MECs?
Inject 8
An unexpected increase in concurrent emergency operations across the region has led to heightened demand for IMT personnel. As a result, there is now a risk that the region may become depleted of available personnel to staff the MEC IMT.
Trigger Questions
1. How should the MEC IMT and MEC Controller work with relevant stakeholders to manage this emerging risk? What immediate actions should be taken to maintain operational continuity at the MEC?
Optional Inject 8A
Due to the broader emergency, the power grid has suffered a major failure, resulting in the loss of all mains power. Critical utilities such as hot water and toilet systems have also been impacted. Backup power is expected to last no more than 12 hours, and utility providers advise that full restoration may take up to 48 hours. The facility can no longer safely support operations. All evacuees must be safely relocated to alternate sites.
Trigger Questions
1. What coordination and communication actions must the MEC IMT undertake at the local, regional, and state levels to ensure the relocation process is as safe, efficient, and seamless as possible?
	· Facilitator
	· Slide deck
· Whiteboard

	1425
	AFTERNOON TEA
	N/A
	

	1435
	Exercise Debrief and Closing
	· Facilitator
· Exercise Controller
	· Slide deck
· Whiteboard
· Debrief / Evaluation Forms



OFFICIAL
Facilitator Guide │
OFFICIAL

OFFICIAL
Exercise Scenario - Major Evacuation Centre (MEC) Exercise - Flood │ [Insert Exercise Name]
image1.png
GOVERNMENT




