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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]. 
The exercise aim was to 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).
[Insert additional or alternate aim as required]
Its objectives were:
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]
[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 MEC Guidelines, 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. eg: The REMC does something
1. eg: AGENCY XXXX does something
1. Etc.
[bookmark: _Toc201514529]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 included 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.
As part of its role in planning for emergencies, the [INSERT NAME] Local / Regional [DELETE INAPPLICABLE] Emergency Management Committee developed and delivered exercise [NAME] at [VENUE] on [DATE] to validate MEC Guidelines in the local/regional context.
[bookmark: _Toc201514530]Overview
[bookmark: _Toc201514531]Audience
[bookmark: _Hlk186551364]Exercise [NAME] was attended by those listed in Annex A – Participant List.
[bookmark: _Toc201514532]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 flood 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.
[bookmark: _Toc201514533]Exercise 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 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 effective engagement with spontaneous volunteers?
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 the 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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