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Q. Tips for use of Parliament Security Walkie Talkie 

 

 To turn on, turn the volume dial (on the right) up until you hear a beep (takes a few seconds)  
 Messages come through on dial on the left) 
 Any messages that come in for the NCMC will come in as ‘front desk for Civil Defence’. 
 To talk, push the black button with the orange border at the left side and hold down while you talk (it 

takes a few seconds to work). 
 

Respond with ‘Civil Defence receiving’, take the message and deal with as appropriate. 
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Section 1 Overview 
This Standard Operating Procedure (SOP) covers the key objectives and tasks of the Planning function 
during a CDEM led response. It is used by: 

• the Planning Manager to ensure the completion of key tasks, and the management, review and 
adjustment of the overall operation of the Planning function 

• Planning function team members to guide them through their tasks 
• Other Function Staff to understand what the Planning function’s roles, objectives and tasks are.  

 Objectives 

The objective of the Planning function is to facilitate the development of the Controller’s Action Plan to:  

• ensure an integrated and coordinated response 
• facilitate effective decision-making.  

The planning process includes the gathering and assessment of information; determination of risks that 
would affect the effective delivery of tasks; identification of strategies to manage those risks and close 
gaps; and the evaluation and maintenance of the plan. 

 Responsibilities 

The Planning function is responsible for carrying out the following tasks: 

• Leading the Planning process, including Activation and De-Activation. 
• Coordinating national efforts through developing and issuing an Action Plan 
• Conducting contingency planning that could be activated should the event escalate and a greater 

response be required 
• Providing technical support, expertise and advice to CDEM Groups 
• Supporting the development of the transition from Response to Recovery plan 
• Supporting recovery planning 

 Roles 

The MCDEM Planning function is led by the Planning Manager, who, on behalf of the Controller, is 
responsible for all Planning function tasks.  

The Planning Manager may be supported by a Planning Team to support them in the execution of their 
tasks. The exact team structure and numbers will depend on (and vary according to) the event. 
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Section 2 Tasks 
The key tasks of the Planning Section include: 

• Oversee the Planning process – see Section 3 for Planning Manager checklists for activation / 
de-activation. 

• Coordinate national efforts through developing and issuing an Action Plan 
• Conduct contingency planning that could be activated should the event escalate and a greater 

response be required 
• Support recovery planning 
• Provide technical support, expertise and advice to CDEM Groups 

The following section provides detail and guidance on these tasks and their sub-tasks. 

Task assignment: Planning Manager 
The exact selection and assignment of tasks will be different for each event.  

The Planning Manager determines, assigns, and continuously adjusts the tasks, depending on: 

• the nature, circumstances and requirements of the event and what needs to be done 
• the changing demands of the response over time. 
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MCDEM Planning Function SOP       Oversee the Planning Process 

 Oversee the Planning Process 

The Planning Manager is responsible for the overall planning activities as part of the national response. 
They are responsible for ensuring that the Planning function:  

● develops an Initial Action Plan (IAP), National Action Plans (NAPs) and Contingency Plans – See 
Section 2.2 

● operates to a daily function schedule 
● conducts Planning Meetings 
● attends Controller Incident Management Team (IMT) meetings 
● shares information through Status Reports 
● records all key inputs, decisions and outputs from planning processes in an Event Decision / 

Issues Log 
● is adequately staffed (in conjunction with Logistics for resource support) 
● is supported, and health and safety is maintained.  
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2.1.4 Compile a Status Report 

Status Reports are used to record a snap-shot in time reflection of the emergency. They are both an 
auditable track of response management actions and decisions and a method to provide information 
hand-over for shift-change and IMT meetings.  

The following table provides a basic framework for compiling a Status Report. 
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2.1.5 Maintain an Event Decision / Issues Log 
Planning Event Logs are developed and maintained to provide an easily searchable record of all key 
Planning inputs, outputs, and decisions that form a critical part of the overall record for the response. 

A suggested manual Event Log format is provided at Appendix D.  
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 Supporting the Controller to develop an Initial Action Plan 

In response to a sudden-onset emergency, it may be necessary to issue an Initial Action Plan to set the 
initial response priorities whilst the situation is assessed and the response structure is established. The 
Controller will direct this process and may seek support from the Planning Manager for the development 
of the Operational Period, Controller’s Priorities and Outcome.  

The development of the Initial Action Plan follows an abridged format of the Planning Process. It should 
be set to a short operational period (no more than 3 days), and be focussed on achieving two core 
outputs: 

1 Understanding the Problem (Impact and Needs Assessment)  
• Evaluate / Size-up post-impact conditions in order to understand what has happened, is 

happening and what is needed to know in order to influence follow-on detailed planning. 

2 Minimising impacts1 through: 
• Immediate protective actions (i.e. Life saving, search and rescue, cordons, evacuations, public 

information and warnings etc) 
• Reduction of suffering / Immediate care for affected individuals, including but not limited to: 

• providing medical care 
• providing life sustaining relief (i.e. food and water, shelter, sanitation) 
• protecting people and property 
• re-establishing / rehabilitating essential infrastructure and services 

• Mobilising incident response coordination and control structures to meet future response needs / 
efforts 

The following table provides an abridged planning process checklist to support the Controller to develop 
an Initial Action Plan.  

  

                                                
1 Immediate emergency response priorities in accordance with DGL 4/05 Recovery Management: 

1  Preservation of life – rescue and triage (prioritisation of injured). 
2  Maintenance of law and order – supporting police operations. 
3  Care of sick, injured and welfare provision – first aid, medical and evacuation facilities. 
4  Property protection – supporting fire services. 
5  Re-establish (even if by temporary repair) essential services – water, sewerage, telecommunications, 

electricity, food, essential items, transport services, public information and media. 
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 Coordinate national efforts through developing and issuing an Action Plan 

MCDEM conducts operational level planning at the national level to set the context for the national 
response. It confirms the Controllers Priorities for the response, the measures to be applied to achieve 
those goals (Strategies and Objectives), and the allocation of responsibilities (for leading response 
strategies or achieving objectives) to various organisational elements within the response operation to 
achieve them.  

At the national level, logistics, situation, and planning drive coordination. At the local / regional level, 
everything serves to support operations.  

The Action Plan sets out the Controller’s Priorities and Objectives for the response to an emergency.  

• At Mode 3, the Action Plan coordinates national support to the response activities of affected 
CDEM Group(s).  

• At Mode 4, the Action Plan sets the direction for the overall national response to the event, which 
will coordinate the actions of CDEM Group(s) and national agencies. 

There are six sub-tasks for developing and issuing National Action Plans.  
• understand the problem 
• develop Controllers Priorities, Operational period and Outcome 
• develop Response Objectives 
• prepare and disseminate the Plan 
• evaluate progress against the Action Plan 
• revise the Plan. 

Supporting the Controller to develop an Initial Action Plan is an abridged version of the above steps. 
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2.3.5 Evaluate progress against the Action Plan 
Evaluation of the plan should be done through a Planning Meeting that measures progress against each 
Response Objective in order to identify if amendments are necessary. Progress should be evaluated 
using the Situation Report to identify if any amendments need to be made to: 

• Response objectives 
• Resource prioritisation  
• Task allocation to agencies. 

Ideally this will be led by Operations function.  
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2.3.6 Revise the Plan 
The issue of a new or updated Action Plan will automatically cancel the arrangements of the previous 
Action Plan. Updates may be significant enough to require a change to the Action Plan’s version 
number. For example, Action Plan 1.0 may be updated and released as Action Plan 1.1, 1.2, or 1.3.  

New Action Plans should not be developed if the current Action Plan’s arrangements, especially the 
Controllers Priorities, are still valid. In these situations, the current Action Plan may be updated. 

If a new Action plan is required, it should be planned in detail.  
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 Develop long-term (sustained response) plans 

Long-term (sustained response) plans enable responses to be structured into a sustainable approach. 
It shifts the response approach from being reactive to pro-active, enabling Intelligence and Logistic 
functions to coordinate their efforts and ‘get ahead of the situation’ by focusing on the next phase.  

Long term planning uses most of the same processes as Action Planning. The difference is that it looks 
beyond one operational period3. 

Long-term, sustained response plans are built upon existing Action Plans, and are refined through 
continued planning. They focus on developing the transition conditions required to set the conditions for 
recovery. It addresses response objectives that cannot be met in the short term (the current Action Plan) 
or the medium term (the subsequent Action Plan).  

The following table provides an indicative means to coordinate long-term planning: 

  

                                                
3 This approach is the same as PRINCE2 – managing complex change through directing delivery of the solution through clearly 
defined stages that have widely understood outcomes that link to the overarching reason why the change is required.  
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 Develop contingency plans 

Contingency Plans are developed for a particular situation that has not, but may occur. They may be 
developed after an Action Plan has been completed or in parallel. They use the same process, inputs, 
and personnel as the Action Plan process though depend on more assumptions and estimates for the 
scenario framing than Action Plans, as they cover situations that are yet to happen.  

Contingency plans are typically used to address situations such as: 
• A situation being exacerbated in demand for support from the current conditions 
• A situation being exacerbated by additional consequences – i.e. an earthquake occurring during 

a significant weather event (or vice versa) 
• A second situation occurring that has no direct impact on the current emergency other than 

requiring the same resources / response management focus - i.e. a weather event occurring in 
the North Island followed by an earthquake in the South Island.  

The contingency planning process can basically be broken down into three simple questions: 
• What is/are the risk(s) to be managed? 
• What are we going to do about it? 
• What can we do ahead of time to get prepared? 

The following table provides the core differences from developing a National Action Plan for what is used 
for developing Contingency Plans: 
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 Assist with planning the transition to Recovery 

As a response concludes, a planned transition to recovery is essential to establish effective recovery 
arrangements, especially in that the transition may need to be staged across regions / areas.  

The initial step in transition is the development of a unified understanding of: 
• a summary of the nature and extent of impacts to the area covered by the CDEM Group(s), 

noting specifically any areas or situations that have the potential to re-escalate the emergency 
• a summary of the condition of the various aspects of the community affected by the emergency, 

focusing on the four recovery environments and their interrelationships 
• the response action plan in place at the time of transition, emphasising intended actions that are 

incomplete 
• the nature and state of all assigned resources for a given scale of emergency.  
• proposals for activities to be continued in the recovery phase 
• a forecast of the expected recovery outcomes. 

The following table provides a format for planning the transition to recovery through a planning meeting 
with IMT staff: 
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Appendices 
Appendix A Shift Handover Form ..................................................................................................... 48 
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Appendix C Action Plan Template .................................................................................................... 61 

Appendix D Decision Log .................................................................................................................. 64 
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Appendix A Checklists 

The Planning Manager uses the following checklists to establish and maintain the Planning function.  
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Response Situation 

 

DESC / ODESC 
objectives and 
priorities  

Insert information 

 
Status of 
response 
agencies   

Insert information 

 

Section 2:  Response 
Controllers Priorities 

 
Insert information 
 

 

Implementation 

 
Response 
Objectives 

Insert information 

 
Outcome Insert information 

 
Response Tasks 
(by agency; 
roles & 
responsibilities) 

Insert information 

 
Decision points  
 

Insert information 

 
Coordination 
measures  
 

Timings:   

•  
Routes:   

•  
Boundaries:  

•  
Locations:   

•  
Preparatory Measures for Recovery:  

•  
 

Logistics 

 

Welfare  Insert information 

 
Health / 
medical  

Insert information 

 
Lifeline utilities  Insert information 

 
Transport / 
traffic control  
 

Insert information 

 
Finance  
 

Insert information 
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Response 
outline 

Insert information 

 
International 
assistance  

Insert information 

 

 Coordination and Control 

 
Coordination 
arrangements  

Insert information 

 

 

Authorised by:    
 

 

____________________________________________ 

Controller 

 

 

 

 

 

Appendices (suggested) 
 

Maps 

 

 

Response Structure 
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3. Ensure all Intelligence function staff have a copy of the 
conventions 

☐ 
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2. Add information collection tasks to the Daily Schedule ☐ 

3. Make the Information Collection Plan available to all NCC staff ☐ 

4. Identify how regularly the Information Collection Plan will be 
updated e.g. following the release of an action plan ☐ 

5. Add the update into to the Daily Schedule ☐ 

What is an Information Collection Plan? 
The Information Collection Plan is the primary product used by the Intelligence function to coordinate the 
collection of information requirements on behalf of the NCC.  

An effective Information Collection Plan will be synchronised with the Action Plan and be continuously 
updated as the response evolves.  

The Information Collection Plan outlines: 

 The information required 
 The format it will be provided in  
 How regularly the information will be updated 
 Where to source the information 

Update and maintain the Information Collection Plan as information is collected and new 
requirements are developed 
As priorities shift to sustained response and transition to recovery, the Information Collection Plan should 
be continuously adjusted to reflect changing requirements as key activities determine what information is 
essential. 

Drawing on the progress of the earlier stages of the intelligence cycle and any feedback received, the 
Intelligence function should review the Information Collection Plan to: 

 Assess if the Information Collection Plan need to be modified as information requirements are 
met and information gaps / uncertainties reduce 

 Determine if any information gaps exist in the understanding of the situation: 
 Do new developments with the event require a reprioritisation of requirements?  
 Are there issues with the information flows to the Intelligence team? Are there any information 

gaps? 
 Has the Information team sufficiently processed and interpreted the information? If not, how can 

this be remedied?  
 Assess whether the quality of any of the information collected needs to be improved. It is vital 

that the Intelligence team is aware of whether or not its products are providing value and meeting 
customers’ requirements. The Intelligence team should seek feedback from customers. 

 Assess whether a reprioritisation of information collection objectives is required. 
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The difference between the situational overview and a Situation Report 
A Situational Report is a formal document provided by the NCC to all stakeholders. It only includes 
validated information. A situational overview is the presentation of summarised information and other 
intelligence designed solely for all functions across the NCC to understand at a high level the situation 
on the ground. The best example of a situational overview is a dashboard, which aggregates data into a 
live summarised view. 

The difference a situational overview and situational awareness 
A situational overview as the name implies, is focused on high level, summarised information. In contrast 
situational awareness refers to much more specific operational level detail. The purpose of the 
Intelligence function is to provide meaningful intelligence, by determining information and processing this 
to support an informed NCC. Therefore, operational level detail or ‘raw’ information feeds (e.gf. weather 
radar, individual river levels) should not be presented to the NCC unless they serve a purpose.  

Due to the technological constrains, there are cases where this ‘raw’ information may be displayed on a 
projector that is viewable by the NCC. 

Bespoke information products for Control 
In order to best understand and utilise the Intelligence information, Control may require bespoke 
products (maps, reports, verbal briefings etc.) to be produced. For clarity, as these are bespoke 
products, they are not discussed further in these Standard Operating Procedures, although a series of 
templates are available in Drive link XXX.  
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Current state Is the hazard event continuing to worsen? e.g. river 
levels continue to rise 

Estimated Impacts  Has the impact been underestimated or is it continuing to 
worsen? e.g. number of identified houses destroyed 
continues to increase 

Are there adequate response resources? e.g. forecast 
food demand vs supply 

Are response activities effective? e.g. public information 
leading to effective fuel rationing 

Potential changes Are there any forecast impacts in the operational 
environment we need to plan for? e.g. incoming cold-
weather will require improved overnight shelter 

Is a significant secondary hazard likely to occur? e.g. 
monitoring fire reports following an earthquake that has 
cut-off water supplies 

Developing thresholds 
Thresholds are where an indicator reaches a set point where Control needs to be informed. A threshold 
is set by identifying critical points within an emergency, and should relate to either the initiation of a 
contingency plan or a reconsideration of priorities. For example, based on river level rises, a change 
from a no evacuation plan to evacuation due to the high likelihood of flooding. 

The difference between an indicator and a threshold  
Indicators are measurements, events, or other data that is a predictor of change in demand, availability 
of resources, or situation e.g. water supply points within 1500m walking distance of households. 

A threshold expresses a potential trigger point that may result in a significant change in the environment 
e.g. once the water availability reduces to less than 2l per person per day, then there are likely 
consequences to the availability of drinking water. Thresholds are often also trigger points for decisions, 
for example, requiring a significant reassessment of the priorities or direction of the response, or 
potentially enacting a contingency plan. 
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