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INTRODUCTION 

The command and control of the Department of Education (DoE or the Department) 

resources during a disaster or emergency ultimately rests with the Director-General. 

To deliver the required response across the Department during critical periods it is 

necessary to have a three tiered structure ready to be activated to meet the operational 

needs. 

PURPOSE 

The purpose of this Executive Emergency Response Plan is to provide details of how 

the strategic level of the Department prepares and responds to a disaster or 

emergency situation. 

This Emergency Response Plan (ERP) applies to the executive level of the 

Department and their approach to support the Regions and Schools during a disaster 

or emergency. 

When a School facility is impacted, or is about to be impacted, by a disaster or 

emergency this plan will be enacted at the direction of the Director-General (DG) or 

the Deputy Director-General (DDG) who will assume the role of the Executive 

Response Controller (ERC). The decision to activate the Executive ERP can be made 

in either a Lean Forward or Stand Up status and should occur after consideration of: 

 The severity of the event, including the number of the Department’s sites likely 

to be impacted; 

 The potential impact on school or regional operations; 

 The potential impact on the safety of students or staff; 

 The potential impact on The Department facilities or assets; and 

 Other relevant advice. 

Each disaster or emergency may have extenuating circumstances which require the 

application of an additional appreciation to provide a solution to new risks or 

circumstances. Disaster and emergency responses may occur across the state 

without standing up the executive level response and the decision to stand up the 

executive level will be discretionary. 

The Department has adopted an ‘all hazards approach’ to the planning of response 

strategies to disasters or emergencies. 

Disasters or emergencies may occur under such circumstances that the School 

Response Controller (SRC) can make pre-emptive decisions to take action and best 

prepare the students, staff or school for the event. This is the preferred scenario for 

the Department. 
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MISSION 

To lead the Department’s response to disasters and emergencies. 

To support the Regional and School responses to disasters and emergencies. 

To support the Queensland Disaster Management Arrangements. 

EXECUTION 

Upon standing up the Department’s response the following is to occur: 

1. The DDG Corporate Services is to assume the role of Executive Response 

Controller (ERC); 

2. Stand up the Executive Response Team (ERT) and the Executive Support 

Group (ESG); 

3. Open the Executive Coordination Centre (ECC); 

4. Identify the risk and known or expected impact on the Schools and Regions; 

5. Monitor the courses of action at the Regional and School levels; 

6. Engage Deployable Response Teams to deploy to the Regions; 

7. Conduct a Strategic Assessment of the specific risk or the impact of a sudden 

event against the current Regional and Schools Emergency Response Plans 

(ERPs); 

8. Prepare and implement any additional strategy; 

9. Commence the Communication Strategy; 

10. Deploy an Agency representative to SDCC if stood up; 

11. Gather information and intelligence on the event and/or impact; 

12. Prepare a Brief for the DG; 

13. Support the Regional Response Controllers (RRCs); 

14. Maintain situational awareness; 

15. Liaise with stakeholders to coordinate support activities; 

16. Monitor the status of the department’s resources; and 

17. Monitor the Business Continuity Plan (BCP) activities as required. 

The ERT and ESG may operate in a scalable posture depending on the size, context 

or complexity of the disaster or emergency and this will be determined by the ERC 

who may direct a shift in status. 
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ERT AND ESG STRUCTURE 

Following is the basic structural diagram for the executive level response.  

 

EXECUTIVE RESPONSE TEAM 

The ERT delivers the strategic direction, guidance, support and resources to the Regional 

Response Controllers (RRC) and is the peak disaster and emergency management decision-

making body in the Department in accordance with the Executive Emergency Response Plan. 

 

The role of the ERT is to: 

 Provide support, guidance and problem solving capacity to the ERC and RRC; 

 Monitor the role and performance of the RRT’s; 
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 Provide support to the DG at the QDMC, the SDCG or at the State Disaster 

Coordination Centre; 

 Address issues raised through mainstream lines of communication and resolving or 

redirecting such into the disaster or emergency management stream within the ERT; 

and 

 Be accountable to the DG.  

The management task of the ERT is to bring together an integrated, organised and resourced 

Department network that can take appropriate and timely action to prevent, mitigate or 

respond to the effects of the disaster or emergency. 

The ERT will consist of the most senior members of the Department and is activated by the 

ERC which is usually the DDG, Corporate Services. It may also include some liaison officers 

from other agencies as required and invited by the ERC. 

The ERC will ensure arrangements are in place to enable a close working relationship with 

the Department’s relevant functional areas and any external supporting agencies. The 

mechanism for coordination activities with other agencies will be via the Executive Support 

Group (ESG). This synergy of agency resources will facilitate effective co-ordination and 

provide the Department’s operational ‘point of truth’. 

A quorum of seven members is required for ERT meetings. 

EXECUTIVE RESPONSE CONTROLLER 

The Executive Response Controller (ERC) is the Department’s responsible officer to lead and 

oversee the response and is accountable to the DG. The ERC will direct, control, coordinate 

and/or communicate to the regions and supporting agencies. The ERC will form the ERT and 

activate the ECC as required. 

The ERC is nominally the DDG, Corporate Services. 

The role of the ERC includes; 

 Leading and coordinating the Department’s disaster or emergency response and 

recovery; 

 Forming the ERT, ESG and activating the ECC; 

 Managing and coordinating resources to support the regional responses; 

 Representing the Department at the SDCG if required; 

 Providing strategic direction and support to each RRC; 

 Monitoring the Regional ERPs; and 

 Being accountable to the DG. 

During a disaster situation the ERC will ensure close liaison is established with the SDCC to 

coordinate and support the whole of government response. Whilst the State Disaster 

Coordinator at the SDCC will be the overall command and control authority for the whole of 

government response, the ERC remains responsible for the strategic control of The 

Department resources to support the state-wide response to disasters or emergencies. 

REGIONAL DIRECTORS 

Regional Directors (RD) usually assume the role of the Regional Response Controller (RRC) 

under the Regional Emergency Response Plan. Subsequently the RRC (RD) of an affected 

region(s) also becomes part of the ERT. Other RDs may also be invited into the ERT 



7 

 

depending on the location, size or scale of the disaster or emergency and the potential for 

spreading to or impacting on adjacent or other regions. 

The RRC will teleconference into ERT meetings. 

EXECUTIVE SUPPORT GROUP 

The Executive Support Group (ESG) supports the leadership, management, planning and 

coordination functions of the ERT using a team structure to deliver the required organisational 

outcomes. Central to this is the development of the Common Operating Picture (COP) to 

support situational awareness for decision-making within the Department. 

The ESG includes the following functional cells: 

 Operations Cell; 

 Intelligence Cell; 

 CEP Cell; 

 Logistics and Finance Cell; and 

 Human Resources and Wellbeing Cell. 

The Assistant Director-General, Infrastructure Services Branch, who sits on the ERT, also 

assumes the role of the Operations Co-ordinator and leads the Executive Support Group 

(ESG). 

Appendix 1 outlines the role and responsibilities of the functions within the ESG. 

EXECUTIVE COORDINATION CENTRE 

The Executive Coordination Centre (ECC) is a purpose-built facility, activated as required as 

a place from which the ERC can monitor, guide and support regional and school controllers 

managing major departmental responses to disasters or emergencies. 

The ECC is located on the 4rd Floor of 30 Mary Street, Brisbane. It has the technology to 

support information gathering, data storage and display along with managing response 

operations to support the Regions. 

The function of the ECC is to house the ESG to support the ERT. It is where the  Departments 

functional area leaders and any other relevant agency (eg BAS) can co-locate representatives 

who can provide advice on their current capability and contribute to the Departments 

operational planning and response. 

The ECC is equipped with information and communication technology that enhances the 

situational awareness of the ERC and the ERT to better inform decision-making at the 

strategic, operational and tactical levels. 

Co-location of key support units within the Department enables the ERC to effectively 

coordinate the response to the emergency and to support the role and functions of the SDCC 

when activated. 

Where circumstances prevent operation or access to the nominated ECC location, alternative 

arrangements will be made by the ERC, and may include working from home arrangements. 

TERRORIST INCIDENTS – ADDITIONAL CONSIDERATIONS 
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The arrangements that are implemented for a terrorist incident vary from the disaster 

management arrangements. During a terrorist incident the Queensland Police Service (QPS) 

will assume operational command and operate from the Police Operations Centre in Police 

Headquarters. 

The Australia-New Zealand Counter-Terrorism Committee Handbook states that ‘The Police 

Operations Centre (POC) provides the strategic operational command for a response to an 

incident or act. It also provides liaison and coordination between other State or Territory 

command and coordination centres’. 

Should the incident impact on the Department then the ERC will establish communications 

with the POC. Similarly the ERC can embed a departmental representative in the POC of 

sufficient authority to speak on behalf of the ERC or the DG and support the coordination of 

information flows, communications and other aspects of the response and investigation as 

required. 

NORMAL OPERATIONS – E&SS 

Prior to the need to activate the ERT, ESG and ECC, the Emergency & School Security (E&SS) 

Team will be responsible for: 

 Gathering intelligence to identify possible future events; 

 Specific information gathering prior to an event; 

 Leading the prevention and preparation to natural hazard events; 

 Supporting response and recovery operations of a lesser nature event; 

 Providing adequately trained personnel and equipment for the response; 

 Supporting Regional Directors; 

 Storing and maintaining emergency response equipment; 

 Liaison with SDCC and the SDCG under business as usual operations; 

 Reporting during and after an event not requiring activation of the ERT; and 

 Liaison with non-state schools and Early Childhood and Education Care services. 

When the ERT and ECC are activated, E&SS will transition into ESG roles. 

Emergency management contacts will be updated and distributed prior to the season and then 

checked prior to each event. These will also be available at the ECC when activated. 

ANCILLARY ROLES 

During the course of disasters or emergencies (including acts of terrorism) the Queensland 

Government may enact other entities to provide strategic advice and guidance to response 

agencies and the community. These include: 

 The Queensland Security Cabinet Committee (QSCC) which provides strategic 

leadership in relation to counter-terrorism preparedness arrangements and the 

management of a terrorism incident in Queensland; or 

 The Queensland Disaster Management Committee which provides strategic 

leadership for disaster preparedness, response and recovery in Queensland. 

The Queensland State Crisis and Communication Centre (SC3) operates virtually at a 

strategic, whole-of-government policy level and has contacts in each department in case the 

situation requires that department’s input. 
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These structures may require the Department to participate usually through the DG or other 

key senior members of the Department depending on the context of the threat or event. 

A senior officer must also represent the department at the SDCG and may have support staff 

assisting in the SDCC. This may be the ERC or it may be another delegated member. Staff 

from the Department’s media unit will support the whole of government public information 

effort at the SDCC. 

In events where the health of the community is at risk the State Health Emergency 

Coordination Centre (SHECC) is convened by the Department of Health and this may require 

participation by Department staff from the Organisational Health Unit. They also represent the 

Department on the WoG State Human and Social Recovery Group (SHSR) and are the liaison 

point into the ERT.  

RESPONSE ACTIVATION IN LINE WITH SDCC 

The ERT, ESG and ECC will operate in a scalable posture as determined by the ERC pending 

the nature of the event. The ERC may elect to operate consistent with the phases of the 

activation status of the SDCC. A depiction of the status appears below. E&SS maintains a 

standing watching brief for disasters or emergencies which keeps the Department at the Alert 

level. 

The ERC can direct a change to any status as required. Upon Leaning Forward the ESG will 

open the ECC and the ERC will call a meeting of the ERT. 

 

ACTIVATION TRIGGERS 

The decision to activate the ERT, ESG or ECC in either the Lean Forward or Stand Up 

status, will be made by the DDG Corporate Services who will assume the role of the ERC 

after consideration of: 

 The severity of the event, including the number of Department sites likely to be 

impacted; 

 The potential impact on school or regional operations; 

 The potential impact on the safety of students or staff; 

 The potential impact on the Departments facilities or assets; and 

 Other relevant advice. 

The ERT will be notified of the activation through an SMS, email or phone call. The message 

will advise the team member to contact the ERC or ESG for any available updates and of the 

timings for any ERT Meeting. 
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The activation of the ERC, ERT or ESG is not limited to weather events but rather to address 

any disaster or emergency impacting on the Department. 

All ERT and ESG members on their activation will report to the nominated ECC as advised, to 

be briefed on the current situation and any other required information to prepare the teams in 

the coming days of the response operation.  

It may be practicable on general work days to assemble the ERT staff who may be required 

in the near future to brief them and be provided with their expected rosters for the coming 

period. 

ECC DAILY SCHEDULE (EXAMPLE) 

The ERT, ESG and ECC will benefit from a daily schedule or operational rhythm to coordinate 

with Regions the State Disaster Management entities and enable the Regions and Schools to 

be able to provide timely information to meet necessary timelines. ECC shift times will be 

dependant of the size and scale of the event and the Department’s reporting commitments as 

requested by the DG, the Minister, other agencies or the SDCC. 

The following is a suggestion only on how timings may be managed. 

SDCC 
Timings 

ECC 
Timing EXECUTIVE COORDINATION CENTRE 

0600 – 

0800 

Statewide 

update 

0500 Day shift commencement, collect additional tasks left by ESG Ops 
Coordinator. Collate other agency reports and monitor School 
Closure system/website, Websites and media. 

0630 Check School Closure Website, stakeholder follow-up. 

0800 OCA SITREP finalised, Intel collection. 

0800 ERT Meeting. 

 0900 SITREP to stakeholders. 

1230 Evening Shift Start - ESG Team Briefing. 

1300 Data entry, all Stakeholders follow-up. 

1330 Day shift finish - ESG Team Briefing. 

1345 Data entry, all Stakeholders follow-up. 

1400 – 
1600 
SDCC 
SITREP 

1400 OCA SITREP finalised, Intel collection. 

1500 SITREP to stakeholders, Intel collection. 

1530 Data entry, Intelligence report completed. 

 1800 ERT Meeting. 

2000 –

2100 

Statewide 

Update 

2000 Data entry, any key Intel that requires follow up on day shift to be 
identified, summarised and a hard copy to be left at ESG Managers 
desk. 

2100 Evening shift finish. 

REMOTE ECC LOCATION 

In the event that the Executive Coordination Centre (ECC) cannot activate in Education House, 
it may be necessary for the ERT and ESG staff to perform their duties and functions remotely 
or from home. 

A remote ECC has been identified at: 

South Wing Meeting Room 
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Coorparoo Education Precinct 
347 Old Cleveland Road 
Coorparoo Qld 4151 

A remote ESG structure should operate effectively with the help of the Department’s OCA and 
increased periodic teleconferencing. Teleconferencing may be required more frequently. The 
ESG Ops Coordinator will inform the ERT and ESG of any such arrangements. 

ERT MEETING AGENDA 

The ERT will hold regular meetings which will be determined by the size, scale, speed, impact 

and consequence of the disaster or emergency. For slow moving or rising tide events the ERT 

may consider meeting at 0800hrs, 1200hrs and 1800hrs. 

Any meeting of the ERT should follow a prepared agenda format and have minutes taken to 

record the discussions and decisions of the ERT. Whilst the agenda for any ERT meeting will 

be flexible depending on the scale and nature of the incident, any framework should include: 

 

  

ROSTERING GUIDELINES 

 

Duration of work 

Personnel involved in the incident response should operate in accordance with the following 

guideline. 
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 Continuous hours of duty (without a break) should be a maximum of 5 hours. 

 Meal breaks should be a minimum of 30 minutes. 

 Work shifts should not exceed 10 hours, excluding meal breaks. 

 Generally the maximum number of hours worked in a 24 hour period should not 

exceed 12 hours, excluding meal breaks. 

 The minimum break between shifts should be 10 hours. 

In circumstances where guideline limits are exceeded, a risk assessment should be 

undertaken to identify and manage risk. This should be undertaken in consultation with the 

Work Health and Safety Unit. 

Hours and Overtime / Critical Incident Entitlements and Conditions Directives can be found 

at: https://www.forgov.qld.gov.au/documents/directive/0616/0616-critical-incident-

entitlements-and-conditions 

The critical timings which surround disaster and emergency events do not always allow for 

structured rostering and it may be that rostering of staff about the final preparation and 

immediate response periods will be determined by the nature of the event and rostering will 

be adjusted accordingly. 

ESG DATA MANAGEMENT 

Within the ECC the management of data is premised on the timely dissemination of accurate 

information to key internal and external stakeholders and the accurate and timely recording of 

all data (through OCA) relating to the current event/s. 

To support the effective management of data it is essential that: 

 Regional staff are instructed/competent in the “School Closures System’ to ensure all 

data relating to School, ECEC and Office Accommodation closures and subsequent 

re-openings will be recorded promptly and accurately. Assist the Department staff in 

entering closures/re openings in system if necessary. 

 Compile “Initial/Recovery Response Entry Logs” within OCA to record Closures, 

Openings, Initial Damage and Recovery Damage of the Departments facilities. 

 Compile information on Cyclone Shelters and Evacuation Centres. 

 Develop Situation Reports and disseminate as per aster Event Communications 

Strategy. 

 All inbound and outbound emails relating to disaster events are managed. 

 Building and Asset Services (BAS) Damage Assessment spreadsheets are validated 

and uploaded into OCA. 

 Prepare and store Briefs and Reports etc. 

 Liaise with the Department CEP regarding media releases. 

School (Asset) closures, re-openings (including relevant dates) and type of damage are 

recorded in OCA within the “Initial/Recovery Response” logs. 

Asset Damage Logs 

During the recovery phase of an event, BAS are responsible for sending daily “Asset Damage 

Spreadsheets” for all damage attributed to the specific event. 

https://www.forgov.qld.gov.au/documents/directive/0616/0616-critical-incident-entitlements-and-conditions
https://www.forgov.qld.gov.au/documents/directive/0616/0616-critical-incident-entitlements-and-conditions
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Once received from BAS the spreadsheets are to be saved in OCA and are related to the 

specific event until all damage logs from BAS have a 100 percent completion of 

rectification/repairs for all schools that have recorded damage. 

Emails/Communications 

All incoming emails during an event are to be sent via OCA qed-emergency@id.ngcomms.net 

and related to each specific event, which are then archived within the OCA system. 

TELECONFERENCES 

Teleconferences can be organised and conducted through OCA which has the capability to 
plan multiple teleconferences in advance and automatically dial participants at the applicable 
time. 

ERT Invitees will be sent an email once each teleconference has been planned and invitees 
may be required to “Accept” or “Reject” the teleconference. 

 

APPENDIX 1 

ERC AND ESG – ROLES AND RESPONSIBILITIES 

EXECUTIVE RESPONSE CONTROLLER 

Role :            Executive Response Controller–leads the Departments 
response  
Reports to :  Director General (DG) 

The responsible officer to lead and oversee the Department’s response by 
bringing together an integrated, organised and resourced Department network 
taking appropriate and timely action to prevent, mitigate or respond to the 
effects of the disaster or emergency. Also provide strategic direction and 
support to Regional Response Controllers (RRCs).  

IMMEDIATE OR ‘STAND-UP’ ACTIONS 

 Assume control of the Department’s response and activate the Executive 
Response Team (ERT) and ESG Teams. 

 Move to Executive Coordination Centre. 

 Obtain update on the incident. 

 Check-in with DG to advise of activation of the ERT. 

 Set the Mission, tasks and products. 

 Maintain personal log of actions. 
 

DURING THE INCIDENT 

 Represent the Department at the SDCG if practicable or nominate proxy. 

 Monitor the implementation and performance of RRT’s and RERPs. 

 Convene regular meetings of the ERT. 

 Managing and coordinating resources to support the regional responses; 

mailto:qed-emergency@id.ngcomms.net
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 Providing strategic direction and support to RRCs;  

 Provide support, guidance and problem solving capacity to the RRC(s); 

 Provide support to the DG at the QDMC, the SDCG or at the State Crisis and 
Communications Centre. 

 Monitor and review the Department’s strategy and plans. 
 

POST INCIDENT 

 Provide/ensure all relevant electronic and hardcopy documents used are 
provided to Intelligence Cell for storage.  

 Convene and Chair the post incident debrief. 
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OPERATIONS COORDINATOR 

Role :            Operations Coordinator  – leads the Executive Support Group 

(ESG)  

Reports to :  Executive Response Controller (ERC) 

Implement and manage ERT and ERC decisions and strategies through the 

management of the Executive Support Group. 

IMMEDIATE OR ‘STAND-UP’ ACTIONS 

 Move to Executive Coordination Centre and assist set-up of the room. 

 Obtain update on the incident. 

 Check-in with Executive Response Controller (ERC) and confirm initial tasks 

and priorities.  

 Brief the ESG on the incident and advise immediate priorities. 

 Maintain personal log of actions. 

 Identify any additional staff required. 

DURING THE INCIDENT 

 Update and support the ERC. 

 Implement decisions from ERC or Executive Response Team (ERT).  

 Deploy ESG staff to SDCC as required and support their operations.  

 Task ESG cells to support the response. 

 Develop plans and options for the ERC. 

 Monitor staff levels and skills required for ESG. 

 Monitor information from all available sources on the event and impact on 

departmental assets. 

 Approve internal SITREP’s or Briefings as required.  

 Recommend external SITREPS to ERC. 

 Ensure actions recorded on Incident Log. 

 Monitor implementation of Regional Response Plans. 

 If SDCC activated, ensure DoE representative has up-to-date information from 

ESG. 

 

POST INCIDENT 

 Provide/ensure all relevant electronic and hardcopy documents used are 

provided to intelligence Cell for storage.  

 Attend and contribute to post incident debrief. 
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OPERATIONS OFFICER 

Role :            Operations Officer  – leads the Operations Cell  

Reports to :  Operations Coordinator 

To provide support to Operations Coordinator by managing ESG  tasks, resources 

and any staff deployments to the SDCC or to the Regions. 

IMMEDIATE OR ‘STAND-UP’ ACTIONS 

 Move to Executive Coordination Centre and assist set-up of the room. 

 Obtain update on the incident. 

 Check-in with Operations Coordinator and confirm initial tasks and priorities.  

 Maintain personal log of actions 

 Update Operations coordinator as required. 

 Identify any additional staff required. 

DURING THE INCIDENT 

 Responsible for overall management of the ECC including tasks and products.  

 Manage ESS email address. 

 Manage Requests for Assistance from the Regions for information or resources. 

 Brief and deploy staff, resources or equipment as required to the Regions. 

 Uploading damage assessment spread sheets into OCA Asset Damage Logs. 

 Liaising with, and coordination of actions as required with other agencies eg 

DHPW-BAS, ERGON,  

 Prepare Strategic Assessments as required.  

 Provide summary reporting on damage costs and timeframes and school closures.  

 Develop plans Support the ERC. 

 Coordinate tasks of ESG cells to support the response. 

 Manage staff levels and skills required for ESG. 

 Monitor information from all available sources on the event and impact on 

departmental assets. 

 Ensure actions recorded on Incident Log. 

 Monitor welfare and fatigue in ESG. 

POST INCIDENT 

 Provide/ensure all relevant electronic and hardcopy documents used are provided 

to intelligence Cell for storage. 

 Document lessons learnt and add to post operation debrief.  

 Attend and contribute to post incident debrief. 

 

 
  



17 

 

 
 

 

INTELLIGENCE OFFICER 
 

Role :            Intelligence Officer – leads the Intelligence Cell 

Reports to :  Operations Coordinator 

Responsible for the collection, collation, analysis, display and distribution of 

information and intelligence to develop the DoE common operating picture, 

individual situational awareness to support decision making and planning. 

IMMEDIATE OR ‘STAND-UP’ ACTIONS 

 Move to Executive Coordination Centre and assist set-up of the room. 

 Check-in with Operations Coordinator and confirm initial tasks and priorities. 

 Collate all available information on the event. 

 Record information obtained. 

 Commence Incident Log. 

 Identify any additional intelligence staff required. 

DURING THE INCIDENT 

 Monitor and collate information from all available sources on the event and 

impact on departmental assets. 

 Organise information and display relevant information to enable others to gain 

situational awareness. 

 Develop internal SITREP’s or Briefings as required.  

 Manage any Alerts and Warnings for the incident.  

 Ensure all operational information and intelligence relevant to DoE operations is 

provided to ERT through Operations Coordinator. 

 Maintain up-to-date Incident Log. 

 Communicate WoG SITREPs received and other Intelligence/information 

summaries or assessments as directed.  

 Monitor State School closures and coordinate with other stakeholders. 

 If SDCC activated, contribute to SDCC intelligence gathering and development 

of state-wide Common Operating Picture. 

 Managing data entry into OCA. 

POST INCIDENT 

 Ensure collection and storage of all relevant electronic and hardcopy documents 

used in the management of the incident in the ECC. 

 Photograph any whyteboards or other information displayed in the ECC. 

 Attend and contribute to post incident debrief. 
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COMMUNICATIONS OFFICER 

Role :            Communications Officer  – leads the Communications Cell  

Reports to :  Operations Coordinator 

To manage the development of communications and briefs and subsequent 

distribution of information across the Department and externally during the 

response to a disaster or emergency.  

IMMEDIATE OR ‘STAND-UP’ ACTIONS 

 Move to Executive Coordination Centre and assist set-up of the room. 

 Obtain update on the incident. 

 Check-in with Operations Coordinator and confirm initial communications 

strategy and priorities.  

 Maintain personal log of actions 

 Update Operations Coordinator as required. 

 Identify any additional staff required. 

DURING THE INCIDENT 

 Support Intelligence Cell through monitoring of all media channels including 

electronic newspapers, TV and social media. 

 Communicates with stakeholders for all media related issues.  

 Develop communications packages for internal and external use. 

 Support the preparation of Briefs and reporting requirements for the ERC, 

DG and  Minister as required. 

 Ensure any media advice is coordinated through SDCC. 

 Manage Requests for Assistance from the Regions for communications 

information or resources. 

 Brief and deploy communications staff, resources or equipment as required 

to the Regions. 

 Ensure actions recorded on Incident Log. 

POST INCIDENT 

 Provide/ensure all relevant electronic and hardcopy documents used are 

provided to Intelligence Cell for storage. 

 Document lessons learnt and add to post operation debrief.  

 Attend and contribute to post incident debrief. 
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LOGISTICS AND FINANCE OFFICER 

Role :            Logistics and Finance Officer  – leads the Logistics Cell  

Reports to :  Operations Coordinator 

To securing resources and external services to support and sustain response 

operations and assist in the restoration of departmental operations. To record 

expenditures. 

IMMEDIATE OR ‘STAND-UP’ ACTIONS 

 Move to Executive Coordination Centre and assist set-up of the room. 

 Obtain update on the incident. 

 Check-in with Operations Coordinator and confirm initial resource or logistic 

needs.  

 Maintain personal log of actions 

 Update Operations Coordinator as required. 

 Identify any additional staff required. 

DURING THE INCIDENT 

 Overview finance management of response and recovery operations 

 Source equipment or other resources for deployment to the Regions.  

 Receive and review damage assessment logs from Regions and BAS.  

 Coordinating all transport and accommodation requirements. 

 Coordinating all catering requirements for ECC. 

 Coordinating all office equipment and stationary requirements.  

 Manage the acquisition and payment of goods or services as required 

 Maintain summary of costs 

 Ensure actions recorded on Incident Log. 

POST INCIDENT 

 Provide/ensure all relevant electronic and hardcopy documents used are 

provided to Intelligence Cell for storage. 

 Ensure current summary of costs are provided. 

 Document lessons learnt and add to post operation debrief.  

 Attend and contribute to post incident debrief. 
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HR AND WELLBEING OFFICER 

Role :            HR and Wellbeing Officer  – leads the HR and Wellbeing Cell  

Reports to :  Operations Coordinator 

To support the Regions in monitoring the wellbeing of staff and identifying any 

corporate support required to the Regions. To provide staff advice to the ERC 

and to monitor the management of risk across the operation for the welfare of 

all staff.   

IMMEDIATE OR ‘STAND-UP’ ACTIONS 

 Move to Executive Coordination Centre and assist set-up of the room. 

 Obtain update on the incident. 

 Check-in with Operations Coordinator and confirm initial resource or logistic 

needs.  

 Maintain personal log of actions 

 Update Operations Coordinator as required. 

 Identify any additional staff required. 

DURING THE INCIDENT 

 Supporting DoE personnel in the Regions and ECC through additional 

support strategies, advice on entitlements and wellbeing support. 

 Monitor needs and act to deploy additional personnel to Regions to support 

(e.g. Guidance Officers, Central Office staff, Employee Advisor, Shadow 

team) as required 

 Support requests to deploy additional staff to support Schools (e.g. Deputy 

Principal, Guidance Officers) 

 Providing identify adequately trained personnel and equipment for the 

response to disaster events where required by the ERC. 

 Engage and coordinate support services such as OPTUM, CYHMS, 

Headspace etc  

 Monitoring of the Evacuation Centres, Places of Safer Refuge and Cyclone 

Shelters 

 Ensure actions recorded on Incident Log. 

POST INCIDENT 

 Provide/ensure all relevant electronic and hardcopy documents used are 

provided to Intelligence Cell for storage. 

 Ensure continuity of welfare responses after ERT ceases operating. 

 Document lessons learnt and add to post operation debrief.  

 Attend and contribute to post incident debrief. 
 

 


