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1.1 Introduction 

This publication contains the standard operating procedures (SOPs) for the Policy function in the 
National Crisis Management Centre (NCMC). 

1.2 Policy Contact Details 

Operations Desk phone:

Policy Desk phone:

      

Email:

24 hour telephone number for MCDEM Duty Officer (to check NCMC activation status in an 
emergency):

Key acronyms in this document are: 

● CDEM: Civil Defence Emergency Management 
● DPMC: Department of the Prime Minister and Cabinet 
● NCMC: National Crisis Management Centre 
● NSC: Cabinet National Security Committee 
● NSP: National Security Policy  
● ODESC: Officials' Committee for Domestic and External Security Co-ordination 
● PIM: Public Information Management/Manager 
● SOP: Standard Operating Procedure 

1.3 Purpose 

This SOP explains the Policy Team functions in the NCMC, the composition of the team, the 
reporting lines and decision-making processes, and the roles of the Policy Desk Manager and the 
Policy Team. 

It also provides guidance, templates and examples for key activities undertaken by the Policy 
Team in the NCMC. These include: 

 Producing rapid briefings to the Prime Minister,Minister of Civil Defence,and other Ministers, 
and ongoing rolling ministerial updates 

 Producing a briefing/aide memoire for the Minister 
 Producing a note or memo for the Minister 
 Producing a note or memo for the Director CDEM / National Controller 
 Producing a briefing for the Officials' Committee for Domestic and External Security 

Coordination (ODESC) 
 Producing a visit briefing and arranging a Ministerial visit 
 Preparing a Cabinet paper 
 Preparing a statement to the House  
 Preparing and evaluating documentation for declarations of states of emergency 
 Providing advice on Government financial support 
 Providing an advance payment to a local authority 
 Providing Disaster Relief Funds to a local authority. 
 

s6(a)

s6(a)

s6(a)

s6(a)

s6(a)
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1.4 Context 

The purpose of the NCMC is to provide the Government with the ability to coordinate Government 
and non-Government resources for emergencies (local or national). 

Key functions that the NCMC supports are to: 

 gather and collate information 

 assess impacts 

 produce reports, directives and public statements 

 provide and coordinate assistance 

 accommodate and provide information for meetings of the central government crisis 
management structures 

 provide policy advice and Ministerial servicing 

 establish recovery arrangements. 

1.5 Policy team purpose 

The purpose of the Policy function during an emergency is to provide support to the Director CDEM, 
the National Controller, the Minister of Civil Defence, Cabinet and ODESC by developing and 
coordinating policy options for Government support in response and recovery from an event. Policy 
advice needs to be coordinated and integrated across all sectors and departments responding to 
an event, or providing recovery assistance.   

1.6 Policy team responsibilities 

In summary, the principal responsibilities of the Policy team are to develop whole-of-government 
policy advice and to draft documents to present policy advice, for consideration by the Minister(s), 
Cabinet and ODESC.   

The Policy Duty Manager will coordinate the initial response. They may then act as Policy Desk 
Manager, depending on the level of the event, or may assign a separate Desk Manager.  NCMC 
Policy staff report to the Policy Desk Manager.   

In an emergency event, National Security Policy (NSP) team is also responsible for providing 
support to the Director CDEM.   

Ministerial briefings and Cabinet papers are signed out by either the National Controller or Director 
CDEM, depending on the particular briefing and circumstances. When teams are operating at both 
NCMC and in regular work spaces1, discussion and agreement is required as to whether the NCMC 
Policy Desk Manager or the NSP Director makes the final decision on the content of papers (in 
consultation with the Director CDEM and the National Controller). 

In case of an event that may require NCMC activation, a text is sent via the National Warning 
System to all members of the CDEM Policy team, who should then contact the Duty Policy 
Manager.  

1.7 Policy team structure 

The NCMC has different modes of operation and these impact on the structure of the Policy Team 
and where it is located.  The Policy Team consists of staff from NSP. However, in larger activations, 
the team can be supported by staff from within the Security and Intelligence Group, wider 
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1.10 Inputs 

The inputs to the Policy function are: 

● Private Secretary and Minister’s office 
● Director CDEM 
● Communications from outside the NCMC, received by e-mail, phone, EMIS, radio, fax. This 

includes situation reports, information updates, requests for assistance, and offers of 
assistance  

● Tasks from the National Controller 
● National Action Plans 
● Information generated in the NCMC. 

1.11 Resources required 

The usual communication channels are required to perform the Policy Function in the NCMC at any 
mode of activation: telephone (landline and mobile) and Internet access (including to EMIS) and 
email. 

Other resources that must be available and ready to use in the event of activation include: 
● High capacity printer/photocopier/scanner 
● Microsoft Office Software applications 
● Computer software/hardware  
● Stationary, particularly A4 copier paper, printer toner and pens 
● Access cards to facilities (e.g. NCMC) 
● ID (MCDEM, security clearance) 
● Physical copies of key knowledge documents (e.g. legislation Guide to the National Civil 

Defence Emergency Management Plan 2015) 
 

The Functional Manager for the Policy desk should check these resources are on hand often and 
in advance of an imminent likely emergency. 

1.12 Functional relationships 

Policy function members will liaise and establish functional links with personnel in the NCMC and 
in particular these people/desks: 

 Public Information Manager (PIM) – to ensure consistency of public messaging, and also to 
assist support the Minister’s (or (Prime) Ministers’) needs in terms of media and visits 

 Intelligence – as the source of information and intelligence needed to advise key people and 
prepare briefings and so forth 

 Planning – to gather information from SitReps and action plans to inform Policy activities 
and outputs such as briefings etc 

 Control – to ensure shared information about the Minister’s (or (Prime) Ministers’) 
movements and needs, and the availability of key staff to review and sign off papers 

 Operations – as a further source of intelligence 

 Logistics – for rostering and staff support and resources 

 Liaison Groups – such as NZTA, Police and Fire, for intelligence that will inform briefings 
etc. 

For more information on the Desk Functions, please refer to Appendix B. 
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Policy also needs to liaise and establish links with external government agencies, and occasionally 
private groups such as the insurance sector, in order to source information but also critically to 
ensure a coordinated policy approach and stream of advice across government. Some agencies 
are represented in the NCMC in larger activations (the liaison agencies – refer above) and can be 
dealt with directly, or will attend special meetings, such as ODESC, watch groups, or senior official 
groups; otherwise, agencies should be contacted by telephone and email as soon as possible 
during an activation to appraise them of the situation. Contact will need to be maintained throughout 
the response and often into the initial recovery phase.  In some cases Policy staff will develop joint 
papers with other agencies. 

A list of contact names is provided in Appendix C. 

1.13 Legal considerations 

All information in the NCMC is discoverable and can be requested under the Official Information 
Act (1982). 

It is imperative that Policy team staff can access legal advice when the NCMC is activated. 
A 24/7 contact to DPMC legal staff is required and is provided in Appendix C. 

1.14 Reporting 

Policy staff report to the Policy Desk Manager. The Policy Desk Manager reports to the National 
Controller but must keep in regular communication with the Director NSP and the Director CDEM.  

1.15 EMIS 

During an emergency event, EMIS is the master record of all information and is also the primary 
means of disseminating information between functions within the NCMC. Key documents such as 
this SOP are also stored in the S drive as a backup (see below). 

 
EMIS records all information received and produced in the NCMC during the event.  It is managed 
by the Operations Desk, and tasks are assigned through it to relevant NCMC desks to be actioned.   

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



March 2018 

11 
 

During the event, the Policy page in EMIS should be checked regularly for any tasks that have been 
assigned to Policy.  

All information received or disseminated by the NCMC (by any function) must be recorded and filed 
in EMIS.  Use the ‘Messaging’ and ‘Tasking’ User Guides found in the ‘Global Documents>EMIS 
User Guides’ library in the NCMC Portal. 

Find policy documents via the NCMC EMIS portal using this pathway: ‘All Site Content’  ‘Sites 
and Workspaces’  ’NCMC Policy’.  

After the event, a decision should be made as to what documents produced (e.g. briefings) or 
received (e.g. emails) should be saved into iManage. The Operations team will set up a sub-folder 
in the iManage folder ‘Significant Event Coordination’ for events that require the NCMC to be 
activated (and also those that do not, but that require a level of MCDEM involvement). 

Refer to the EMIS folder for more information on how to access and use information on EMIS. 

1.16 S:\ Drive 

The S:\ drive should be used by the Policy Team to store documents that would not be saved into 
the event site on EMIS as they are not intended for wide distribution or sharing (such as Cabinet 
papers, and other documents with a security classification of In Confidence or above, which can 
include briefings).   

The S Drive also provides a secondary location to locate templates, copies of legislation, FAQs, 
and other important and/or useful documents (as a contingency if EMIS is not working).  

To go to the S:\ drive:  

 Click on “My Computer” on the desktop 

 Click on the S:\ drive 

 Go to the specific event folder 

 Each event has a separate folder under the S:\ drive 

 The event folder would be set up by Operations Desk at the start of the response phase  

 All of the relevant information produced should be saved in this event folder 

 Set up “Policy” folder under the event folder, if not already set up 

 Save all briefings, Cabinet papers and other documents produced in this “Policy” folder 

 You will find draft and completed Sitreps in the “ NCMC Sitreps” or “Situation Reports”  folder 
under the event folder 

You may also find other useful information such as maps and photos in the “Images” folder under 
the event folder. 

1.17 CabNet 

CabNet is a secure platform for supporting Cabinet and Cabinet committee processes and is a 
central repository for storing Cabinet and Cabinet committee meetings, papers and minutes of 
decisions.  

Policy desk computers have access to Cabnet (look in favourites). 

Policy staff may need to access CabNet to source previous Cabinet papers and minutes.  Policy 
may also use CabNet to submit a final draft of a Cabinet paper for Ministerial approval. 
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Policy staff in the NCMC should already have access to CabNet which requires users to have a 
RealMe login and either a SecurID token or to receive a security code by text.  

For guidance on CabNet see http://cabguide.cabinetoffice.govt.nz/using-cabnet 

The link to CabNet is https://cabnet.dpmc.govt.nz 

 

1.18 Emails 

Both of the computer terminals on the Policy desk in the NCMC has its own identifier (NCMC 47 or 
NCMC 48) and associated email address 
However, both terminals also have a shared generic email address

 
So that other desks in the NCMC know that an email has been sent from the Policy desk, emails 
should be sent using the generic email address  

 
It is important also that Policy staff check the inbox regularly, not just the 
email address of the terminal they are using. 

 

1.19 NCMC Reference materials 

The following reference materials are required: 

● Concept of Operations, National CDEM Response and Recovery 
● NCMC User Guides 
● EMIS User Guides 
● NCMC Activation SOP 
● Duty Policy Manager a quick overview of what to do when the NCMC is activated. See 

Appendix D. 
● Duty Policy Manager with a checklist in business-as-usual when coming on to their shifts. See 

Appendix E. 

 
 
 

s6(a)

s6(a)

s6(a)

s6(a)

s6(a)
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2 POLICY STAFF 

2.1 Overview 

The Policy Team liaises closely with response and recovery staff, and attends shift handovers and 
other general NCMC staff briefings.  The Policy Team is responsible for providing policy advice and 
developing whole-of-government policy advice for consideration by Cabinet.  Policy papers need 
to be coordinated and integrated across all sectors and departments responding to an event, or 
providing recovery assistance.  The Policy Team will work with other government officials on the 
implications of policy options prior to their being submitted to the Minister(s), Cabinet, or ODESC. 

2.2 Responsibility 

The key responsibilities of the NCMC Policy Team are to: 

 Produce urgent briefings or updates on the emergency for the Minister(s) on a regular basis. 

 Produce briefings and papers for Cabinet on the emergency situation and government 
resource/support requirements and options. 

 Provide advice on financial assistance policy, as needed.  

 Produce urgent briefings for the Director CDEM or ODESC as required. 

 Track and manage requests and questions from the Minister’s office, and other Ministerial 
servicing as required. 

 Assist in arrangements for Ministerial visits and produce visit briefings. 

 Prepare statements for the House.  

 Prepare the form for a declaration of a state of national emergency, ensuring that these are 
legally correct.  

 Establish and maintain a link with the Minister’s Office. 

 Liaise with officials from other departments and agencies. 

 Develop a policy overview of the situation and proposals for assistance. 

 Develop and analyse policy proposals to meet the needs identified by the Director, ODESC, 
the Minister or the Cabinet National Security Committee (NSC). 

 Peer review documents as needed; for example, draft media statements.  

 Assist councils with advice on the gazetting of declaration forms.  
 
There is also the role of the Functional Desk Manager for Policy. This person, in business-as-
usual, is to ensure that the NCMC Policy staff have opportunities for training; to prepare 
presentations on the Policy Desk Function for the other desks; to ensure the Policy duty roster is 
maintained and other administrative tasks are completed; to check that resources in the NCMC are 
up-to-date and ready to use; to identify surge capacity as much as is possible; to ensure any actions 
listed for Policy on a corrective action plan following an emergency are completed; and to liaise 
with other Functional Desk Managers. 
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3 POLICY DESK MANAGER 

3.1 Overview 

The Policy Desk Manager fulfils a standard Policy Manager role in the NCMC, with some specific 
features. 

3.2 Policy Desk Manager Responsibilities 

The Policy Desk Manager is responsible for: 

 Maintaining an overview of the Government’s support in response to, and recovery from, the 
event. 

 Leading the provision of coordinated policy advice to the Minister of Civil Defence, other 
Ministers, and Cabinet. 

 Liaising with the NCMC response personnel and National Controller through attendance at the 
National Controller’s briefings. 

 Coordinating policy advice with Officials Committee for Domestic and External Security 
Coordination (ODESC) agencies. 

 Supporting the Director CDEM and National Controller with Advice 

 Maintaining contact with the Director National Security Policy  

 Ensuring the Policy Team is adequately informed on the situation, priorities, and requirements 
that develop. 

 Providing guidance and management on the Policy Team functions. 
More information is given in Appendix D. 

 

3.3 Key activities 

The key tasks of the Policy Desk Manager are to: 

 Receive requests for policy advice and information 

 Ensure delivery of Policy products 

 Ensure co-ordination of across government policy advice (i.e. in Cabinet papers and ODESC 
briefings) 

 Manage Policy rostered staff  

 Keep the Director NSP informed of the situation and staffing needs 
The Policy Desk Manager should: 

 keep in close and regular contact with the: 
- Minister’s office to determine the Minister’s needs and as conduits of information both ways 
- Director CDEM and National Controller 
- Director NSP, including to discuss who will review and/or sign-out documents 

 Liaise with the PIM to develop consistent messages for the Minister(s) and to share information 
on: 
- the Minister’s needs for Comms/media messages;  
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- Ministerial visits (which will require media support); and  
- to glean updates on (social) media ‘read’ 

 Move around the Operations Room to stay close to events and monitor rolling logs 

 Attend National Controller and NCMC meetings and teleconferences as required 

 Make sure policy staff are taking breaks and finishing shifts on time.  
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 What government agencies are doing to respond: e.g. activations - 
ODESC/NCMC/states of emergency; deployments of personnel and/or assets; 
financial assistance; regulation 

 Key roles and responsibilities of agencies – who is leading what 
 Visits and meetings: if the Prime Minister, Ministers, Chief Executives are meeting 

any key people. 
 Key public messages of assurance 
 Who the public should call or where they should go for information 
 Expected time of next update 

4 Check public messages are consistent with PIM 

5 Have draft peer reviewed (if time allows). 

6 Have draft reviewed by Policy Desk Manager and/or Director NSP and National Controller (to 
be determined in advance). 

7 Send to Director CDEM for approval.  

8 Send to Minister’s Private Secretary (or action as otherwise agreed). 

9 Log final version in EMIS (refer to section 2.4 for information on logging). 
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Template  No current template.  

Example   No current example.  
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APPENDIX A POLICY SHIFT HANDOVER FORM  

Staff relieving a previous shift, must conduct a handover with the staff standing down.  To facilitate this process, staff should complete the Policy Shift Handover Form.  A copy of the form is shown below. 

 

Event Name: 
 
Current Activation Level: 

Outgoing Shift Policy Manager: 
 
Outgoing Shift team members: 

Outgoing Shift Date: 
 
Shift Times            :         hrs to        :            hrs 

Background key information:  (e.g.: any key information/actions undertaken as part of 
the event, declarations made) 

Information on Minister and their Office (e.g. their whereabouts currently, visits 
planned, information requirements) 

Summary of Policy Team key actions taken this shift: (briefings/other papers 
completed, actions undertaken, ODESC/NSC decisions made) 
 
 
 
 

Key timings 
 
Next Sit Rep due: 
Next Ministerial Briefing due: 
Next Desk Manager’s meeting: 

Next ODESC/NSC Meetings (and papers due): 

 

Other incoming shift priorities: (e.g. directives from Director/Minister and urgent 
information requirements) 

 

Other issues arising and follow up required: 

 

Desk Policy Manager Initials:  
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Tasks to be completed before shift handover 

Task Complete 

Complete handover report □ 

Complete timeline report  □ 

File relevant information and paper work (e.g. put NCMC SitReps 
and completed briefings into different folders) 

□ 

 

Handover 

Item Complete 

Handover report □ 

Timeline report  □ 

Where to find information in the NCMC computer systems (e.g. 
EMIS, Outlook, Share  S:\ Drive) 

□ 

Key websites for monitoring and getting information (e.g. GeoNet) □ 

Filing system (for paper work) □ 

Filing system (for computer systems) □ 

Emphasise upcoming meetings and tasks □ 

Inform the Minister’s office of the handover and whom they should 
contact for new shift  

□ 

If required, introduce the new crew to the Director, National 
Controller, Response Manager, etc. 

□ 

Update Director NSP □ 

 

Tasks to be completed after shift handover  

Task Complete 

Bring/email completed briefings back to Bowen House for usual 
formal process (e.g. get briefings database number; put the briefings 
into iManage) 

□ 
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Timeline for the event 

 

Example: 

 

Time Agency / person Key decisions & 
activities 

Notes 

0800 e.g. Magnitude 7.0  earthquake in 
Canterbury  

  

0850  NCMC activated  
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APPENDIX B IMPORTANT PEOPLE, OTHER DESK FUNCTIONS 
AND KEY DOCUMENTS 
 

Important People 
The key people from MCDEM that you may need to interact with while in the NCMC are listed 
below, together with details of their role in the NCMC. 

 

Sarah Stuart-
Black 

Director CDEM 

The Director is the link between the NCMC and Government.   

During a state of national emergency the Director directs and controls the resources 
available for civil defence emergency management. 

The principal functions of the Director are to: 

 Keep the Minister informed and advise the Minister if a declaration of a state of 
national emergency is required 

 Provide advice and direction to the National Controller 
 Represents MCDEM at ODESC 
 Approves government submissions 
 Fronts or supports media interviews 

The Director is responsible for the overall national level (NCMC) response to the event. 

 
David Coetzee 

National 
Controller 

Co-ordinates the national support or management of the emergency event. 

National Controller’s responsibilities: 

 Advises the MCDEM Duty Manager 
 Informs the Director 
 Communicates with CDEM Group or Local Controllers 
 Fronts or supports media interviews 
 Chairs the National Controller’s Team 
 Approves or delegates approval of SitReps and public information 
 Approves the National Action Plan and directs its implementation 

Response 
Manager  

(Check duty 
roster) 

Response Manager’s responsibilities: 

 Advises the MCDEM Duty Manager 
 Advises and supports the Operations Manager 
 Informs and advises other function managers 
 Informs and advises the national Controller 
 Understudies the National Controller and stands in when required 
 Oversees, facilitates and maintains NCMC operational focus 
 Schedules and leads NCMC briefings 
 Authorises SitReps and public information 
 Oversees NCMC staff welfare 
 Assists with technical infrastructure 

Public 
Information 
Manager 

(Check duty 
roster) 

Key point of contact between MCDEM and the media. 

 

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



March 2018 

48 
 

 Planning 
 Public information 
 Minister’s and ODESC briefs 
SitReps are compiled and released by the Operations function at pre-determined times and 
intervals (determined by the National Controller). A general guide in this regard is: 

 Mode 1: Not applicable 
 Mode 2: Early morning and late afternoon 
 Mode 3 & 4: Early morning, mid-afternoon and early evening 
 
National Action Plan 
A National Action Plan is prepared for a Mode 3 and 4 response. Its purpose is to ensure a 
coordinated response nationally, and therefore sets the overall response objectives and priorities 
as a direction by the National Controller. 

Development of the National Action Plan is coordinated by the Planning and Intelligence function 
based on an assessment of the situation and an analysis of overall response activities. Policy may 
be asked for input. 

The Plan is reviewed constantly and adjusted or re-confirmed at pre-determined intervals (indicated 
by the National Controller). It is distributed to all stakeholders involved in the response, and 
supports media releases. 
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APPENDIX D PROCESS UPON NCMC ACTIVATION OR FOR 
NOTICEABLE EMERGENCIES 

 

Process steps for the Duty Policy Manager (DPM) in an emergency: 

(1)    Respond to the activation text if one is sent 
(2)    The Duty Policy Manager will (if not contacted by either of the below): 
 contact the Civil Defence Private Secretary to determine/discuss the immediate requirements 

of the Minister’s office; and  
 contact the Director CDEM to assess the situation and determine/discuss what level of 

immediate Policy support is required 

 (3)   Then the Duty Policy Manager will: 
 contact Policy staff to determine availability and assign who will initially go to the NCMC  
 notify the Director NSP of the situation, and who is going to the NCMC in the first instance 
 notify the MCDEM Duty Manager of the initial Policy staffing arrangements for the NCMC; 

OR that Policy will work remotely 
 contact the Duty PIM to discuss if there are any immediate interfaces between what Policy 

and PIM need to deliver; and 
 notify the PAG advisor where the scale of the emergency immediately warrants it. 
 

Process steps for Policy staff in an emergency: 

(1) respond to activation text if one is sent 
(2) contact the Duty Policy Manager; and 
(3) It can be helpful to start making travel and/or childcare arrangements while you wait to find 

out if you will be required to work at the NCMC or remotely.  
 
Access to NCMC 

People with authorised identification will be able to enter the Parliamentary complex (without 
screening) from: 

 Entry between Parliament House and the Executive Wing 0700-2300 hrs, Monday to Friday; 
 Bowen House Main Entrance 0700-2000 hrs, Monday to Friday (or after the House rises, 

whichever is later). 
People without Parliamentary ID will have to go through security screening at either entrance.  You 
will either need to be accompanied by someone with an ID card or arrange to meet someone with 
ID at the security desk to be signed in.  If you arrive at the NCMC between 2300hrs and 0700hrs, 
or during the weekend you will need to ring the bell at the Executive Wing glass doors for security 
to let you in.  Once through the front door, your swipe card will allow you access from there to the 
NCMC. 

Once a roster has been established, a list of those involved in the NCMC response should be 
provided (usually via the NCMC Operations Desk) to Parliamentary security to facilitate access.
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APPENDIX E RESPONSIBILITIES OF POLICY DUTY MANAGER IN 
BAU AND EMERGENCIES 

 

BEFORE AN ACTIVATION 

 When you begin your shift (usually 9.00am on a Monday morning) print out (or save somewhere 
accessible) the duty roster that the Operations Team emails out. Ensure you know who the Duty 
Manager and the Duty Officer are.  

 Keep your phone(s) charged, and take them to meetings. If working in Pipitea House, let the 
Duty Manager know. It can be useful to take your laptop and charger home with you outside of 
business hours. 

 Take home a hard copy of the SOP – but keep in a secure place (as it has addresses, phone 
numbers etc. of public servants) – or have a copy saved on your laptop. 

 Send out an email each Friday checking if any NCMC Policy staff are NOT available that 
weekend or if there are any known absences coming up (e.g. Leave). 

 Have key information stored at reach (e.g. on your cell phone), such as EMIS log-in process and 
username/password and phone numbers of policy staff, other key people and NCMC contact 
details (some, but not all, are included in this SOP). 

 Handover to next Policy Duty Manager at 9:00am of the day the next rostered shift begins for 
Policy Duty Manager (i.e. at end of the week you are rostered on for).  

 If you have an iron key, it’s useful to save copies of the templates and examples of documents, 
and key documents such as the CDEM Act and the Guide to the National CDEM Plan, in case 
the internet and/or EMIS goes down. 

 

UPON ACTIVATION 

 Follow the sequence outlined in Appendix D. 
 

ONCE IN THE NCMC 

 Follow the directions in section 3.3.  
 
 
The Functional Manager for the Policy desk should check resources in the NCMC often or in 
advance of an imminent likely emergency (refer section 1.11) 
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APPENDIX F TEMPLATES 
 

1.     Standard MCDEM Briefing Paper 
2.     Briefing template for NCMC and emergencies 
3.     Aide memoire template  
4.     Memorandum template 
5.     Visit brief template  
6.     Cabinet paper template 
7.     Statement to Parliament template 
8.     Declaring a state of national emergency – form templates 
9.     Declaring a state of local emergency- form templates 
10.   Government financial support FAQs 
11.    Advance payment agreement template 
12.    Providing disaster relief funds to local communities  
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1. Standard MCDEM Briefing Template  

 
Coversheet - Minister’s Office / MCDEM use only 

 
Briefing:  
 
Date:  Priority:  

Security 
classification: 

 Tracking 
number: 

 

 
 
Contact for telephone discussion (if required) 
Name Position Telephone 1st contact 
     

     
 
 

Minister’s office to complete:  Approved  Declined 

  Noted  Needs change 

  Seen  Overtaken by Events 

 
 

 

 See Minister’s Notes  Withdrawn 

Comments:   
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BRIEFING 
 
Date:  Priority: Routine 

Security 
classification: 

In Confidence Tracking 
number: 

 

Purpose 
Insert a short statement to explain why the Minister is receiving this briefing and what its aim is. 
Use bullet points if appropriate. 

Executive Summary 
[Only required if document is longer than 3 pages excluding the cover page – otherwise delete 
section] 

Recommended action  
The Ministry of Civil Defence & Emergency Management recommends that you:  

a Agree  [insert recommendation text]; 
Agree / Disagree 

AND / OR [delete one or both as required, only used if providing alternatives or composite recs] 
b Agree [insert recommendation text]; 

Agree / Disagree  

c Agree  [insert recommendation text]; and 
Agree / Disagree 

d Note [specific element of briefing.]. 
 

Sarah Stuart-Black 
Director CDEM 
..... / ...... / ......  

Hon Kris Faafoi 
Minister of Civil Defence 
..... / ...... / ...... 

[Ensure signatures do not end up on orphan 

page] 
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Background  
1. Text. 
2. Text.  

Heading Level 1 
Sub-heading Level 2 
 

Sub-Heading Level 3 

3. Text. 
4. Text.  
5. Here is a line that is followed by bullet points:  

 First level bullet 

 Another one then:  
o Second level bullet;  
o And another; 
o One more; and 

 Another first level bullet. 

Heading Level 1 
Sub-heading Level 2 
Sub-Heading Level 3 

6. Text. 
7. Text.  
8. Here is a line that is followed by bullet points:  

 First level bullet 

 Another one then:  
o Second level bullet;  
o And another; 
o One more; and 

 Another first level bullet. 

Next steps 
9. Text. 
10. Text.  
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Appendix One 
1. Text. 
2. Text.  
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2. Briefing template for NCMC and emergencies  

 
Coversheet - Minister’s Office / MCDEM use only 

 
Briefing:  
 
Date:  Priority:  

Security 
classification: 

 Tracking 
number: 

 

 
 
Contact for telephone discussion (if required) 
Name Position Telephone 1st contact 
     

     
 
 

Minister’s office to complete:  Approved  Declined 

  Noted  Needs change 

  Seen  Overtaken by Events 

 
 

 

 See Minister’s Notes  Withdrawn 

Comments:   
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BRIEFING 
 
Date:  Priority: Routine 

Security 
classification: 

In Confidence Tracking 
number: 

 

 
Purpose 
Insert a short statement to explain why the Minister is receiving this briefing and what its aim is. 
Use bullet points if appropriate. 

Executive Summary 
[Only required if document is longer than 3 pages excluding the cover page – otherwise delete 
section] 

Recommended action  
The Ministry of Civil Defence & Emergency Management recommends that you:  

e Agree  [insert recommendation text]; 
Agree / Disagree 

AND / OR [delete one or both as required, only used if providing alternatives or composite recs] 
f Agree [insert recommendation text]; 

Agree / Disagree  

g Agree  [insert recommendation text]; and 
Agree / Disagree 

h Note [specific element of briefing.]. 

 

Sarah Stuart-Black 
Director CDEM 
..... / ...... / ......  

Hon Kris Faafoi 
Minister of Civil Defence 
..... / ...... / ...... 

[Ensure signatures do not end up on orphan 
page] 

 

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



 

  

65 
 

Background  
3. Briefing text. 

Outline in brief the emergency itself.  

Key information includes but is not limited to e.g. the magnitude and depth of an earthquake 
and where it was located OR the cause of a tsunami and its expected amplitude and where 
and when it is forecast to impact OR the strength of a cyclone and where and when it has 
impacted OR the amount of rain leading to flooding and where the flooding is impacting. 

Current situation 
4. Briefing text 

Do not repeat the information in the sitrep.  Ask various desks the current status for the 
following headings (advice is given on who to contact) or use SitReps, teleconferences and 
approved media messages. 

If there is nothing yet to say under these headings (i.e. emergency impacts have not yet 
occurred) then include a generic statement along the lines of “There is nothing to report at 
this time. We will provide an update in your next briefing or inform you as soon as possible if 
anything significant arises” 

People 
5. briefing text 

Could include but is not limited to numbers of people affected (killed, hurt, evacuated, on the 
move); what are the provisions for evacuation if necessary; impacts on public order and/or 
confidence. 

Damage  
6. briefing text 

Could include but is not limited to damage to property, buildings, infrastructure, land and the 
environment; whether there are cordons or restrictions to public access; remedial measures in 
place or underway; any continuing risk to public safety or property. 

Transport 
7. briefing text 

Could include but is not limited to effect on roads, railways, ports and airports; what is open or 
closed; remedial measures in place or underway. 

Health 
8. briefing text 

Could include but is not limited to effect on hospitals and health services; numbers of people 
being treated or effected; alternative measures in place or underway; effect on ambulance 
services. 

Lifeline utilities 
9. briefing text 

Could include but is not limited to effects on electricity, gas and energy; telecommunications; 
radio and television. 
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Social and economic impacts 
10. briefing text 

Highlight the potential social and economic impacts of the event.  Do not be alarmist, the 
impact assessment must be proportional to the magnitude of the event 

Social impacts 
11. briefing text 

Could include (but is not limited to) things such as disruption to lives (schools, workplaces and 
community venues are closed), public order and public confidence 

Economic impacts  
12. briefing text 

Could include (but is not limited to) things such effects on domestic economy and/or 
international trade, supply chain disruptions, lifeline utility outages, rationing. 

 
Financial assistance 
13. briefing text 

If appropriate at this juncture, outline the types of financial assistance available. Here is some 
sample text: 

xxxx 

As more information becomes available give advice on what financial assistance (if any) may 
be required. Usually response and recovery costs will not be included as these will  be subject 
to later claims from the affected local authority. 

Advance payment 
14. briefing text  

Include the name of the local authority that has requested an advance payment, the purpose 
of the payment and the amount. Note that a separate Cabinet paper will be provided. 

Disaster or mayoral relief fund 
15. briefing text 

Include the name of the local authority that has requested a contribution, the amount sought 
and whether they have a mayoral or disaster relief fund. Note that a separate briefing will be 
provided. 

 
State of emergency 
16. Briefing text 

Depending on the magnitude of the event, give information about the possibility / likelihood of 
a state of emergency (local or national) being declared. 

It may be useful to give information about the Minister’s responsibility in terms of states of 
emergency. Here is some sample text: 

xyz 

 
Key media messages 
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Appendix One 

19. Text. 
20. Text.  
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3. Aide Memoire template  

 

Coversheet – Minister’s Office / MCDEM use only 
 
Briefing: title 
 
Date:  Priority: Routine/Urgent 

Security 
classification: 

In Confidence Tracking 
number: 

 

 
 
Contact for telephone discussion (if required) 
Name Position Telephone 1st contact 
Sarah Stuart-Black Director, CDEM  

     
 

Minister’s office to complete:  Approved  Declined 

  Noted  Needs change 

  Seen  Overtaken by Events 

 
 

 

 See Minister’s Notes  Withdrawn 

Comments:   
   

s9(2)(a) s9(2)(a)
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BRIEFING: title 
 

Date:  Priority:  

Security 
classification: 

 Tracking 
number: 

 

Purpose 
We attach an aide-memoire to/for... 

Recommended action  
The Ministry of Civil Defence & Emergency Management recommends that you note the 
contents of the attached aide-memoire. 
 

Sarah Stuart-Black 
Director CDEM 
..... / ...... / ......  

Hon Kris Faafoi 
Minister of Civil Defence 
..... / ...... / ...... 
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AIDE-MEMOIRE 
Name of event/Cabinet Committee meeting/etc 

Date and time of event/meeting etc 

Cabinet paper: [Title of Cabinet paper] 
Background 

1. x. 

Important points 
2. x. 

Key messages 

3. .x  

 

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



 

  

 72 

4. Memorandum template  

 

Tracking No:  

Memorandum 
 

To: Minister of Civil Defence 

From: Sarah Stuart-Black, Director CDEM 

Date:  

Subject:  

Purpose 

This Memo is to inform you….  

Heading 

etc.. 

 
 
 
 
 
 
 
 
Sarah Stuart-Black 

Director CDEM 
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5. Visit brief template  

 
Coversheet - Minister’s Office / MCDEM use only 
 
Briefing: Visit [XXXX]– [DATE] 
 
Date:  Priority: Routine 

Security 
classification: 

In-Confidence Tracking 
number: 

Xx/xx 

 
 
Contact for telephone discussion (if required) 
Name Position Telephone 1st contact 
Sarah Stuart-Black Director CDEM  

     
 
 

Minister’s office to complete:  Approved  Declined 

  Noted  Needs change 

  Seen  Overtaken by Events 

 
 

 

 See Minister’s Notes  Withdrawn 

Comments:   
   

s9(2)(a) s9(2)(a)
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BRIEFING: Visit to [XXX]–[DATE] 
 

Date:  Priority: Routine 

Security 
classification: 

In-Confidence Tracking number: Xx/xx 

Purpose 
Attached is information to support your visit to [XXX] on [DATE]. 

Recommended action  
The Ministry of Civil Defence & Emergency Management recommends that you note the 
attached information. 

Sarah Stuart-Black 
Director CDEM 
..... / ...... / ......  

Hon Kris Faafoi 
Minister of Civil Defence 
..... / ...... / ...... 
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Visit to [XXX]: [DATE] 

1. You are visiting [XXX], to meet with [XXX], to discuss [e.g. the impacts of the recent xxx and 
needs of their communities].  

2. You will be accompanied by [NAME], [ROLE] mobile [XXXXXX].  

3. [Brief overview of the situation including how the response was managed, any specific issues, 
whether a state of emergency is [still] in place, and any clean-up/ response activities that are 
occurring]. Attached is your itinerary and information on the event, impacts, and response.  

Itinerary 

[Date] 

 [Create a bullet for each itinerary item and important details including transport, location, 
time, key names of people involved, and contact details.] 

  

[Date] 

 [Create a bullet for each itinerary item and important details including transport, location, 
time, key names of people involved, and contact details.]  

 [XXXX] event 
 [A couple of sentences describing the event- including the nature of the event (e.g. heavy 

rainfall, earthquake) the results of the event (e.g. flooding, landslips, damage to housing and 
infrastructure), whether a local or national state of emergency was declared].  

Response during the event  

 [Bullet key points relating to the response during the event. These may describe actions taken 
by the CDEM group, NZ Defence Force, the Police, welfare agencies, local council(s), and 
the Ministry of Health; whether people were evacuated; how the public were kept informed; 
which Emergency Operations Centres were activated and when; and if and when the state 
of emergency has been lifted.] 

  

Impacts and response post event 

 [Bullet key points relating to impacts of the event and response post event. Impacts might 
include damage to infrastructure, access/road closures, electricity, damage to land, or 
damage to farmland and livestock. The timeframe for resolving/alleviating these impacts 
should also be noted where possible (e.g. how long a road might be closed for, when power 
is expected to be restored). Response might include evacuations (including the 
accommodation and care of evacuees and the security of evacuated premises), attempts to 
make contact with isolated communities, opening of floodgates, clean-up, the appointment of 
Recovery Managers, or recovery planning.] 

  

Government assistance 

 [Bullet key points relating to government assistance. These will cover what support is 
available to local authorities and communities (see example below), any funds approved by 
the Ministry of Social Development towards Enhanced Taskforce Green, regional disaster 
relief funds, and any further government contributions to this, any support offered by the 
Ministries of primary Industry and Transport.  
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 The following support is available to local authorities and communities: 
o deployment of staff from the Ministry of Civil Defence & Emergency Management to 

provide on-the-ground advice and support; 
o reimbursement of local authorities for response and recovery costs such as 

accommodating, transporting, feeding and clothing displaced residents, and repairing 
essential infrastructure; 

o welfare assistance such as hardship grants, through the Ministry of Social 
Development; 

o police assistance with security and rural reconnaissance, supported by the NZ 
Defence Force if necessary; 

o help from Rural Support Trusts to assist those affected in rural areas; and 
o support to repair and clear state highways. 

 

 

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



 

77 
 

6. Cabinet paper template  

OFFICE OF THE MINISTER OF CIVIL DEFENCE 

 

 

Chair 

Cabinet Committee on Domestic and External Security Coordination 

 

 

TITLE 

 

Proposal 

 

1  
 

Executive Summary 

2  
 

Background 

 

3  
 

Current situation 

 

4  
 

Sector responses 

 

Health 

 

5  
 

Welfare 

 

6  
 

Housing 
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7  
 

Transport 

 

8  
 

Lifeline implications 

 

9  
 

Drinking water 

 

10  
 

Economy 

 

11  
 

International 

 

12  
 

Communications and media 

 

13  
 

Looking forward 

 

14  
 

Consultation 

 

15  
 

Financial Implications 

 

16  
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Legislative Implications 

 

17  
 

Regulatory Impact and Compliance Cost Statement 

 

18  
 

Publicity 

 

19  
 

Recommendations 

 

20 I recommend that the Committee: 
 

1        note… 

 

2        agree… 

 

Hon Kris Faafoi 

MINISTER OF CIVIL DEFENCE 

 

    /    /2018 
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7. Statement to Parliament template  

 

Template for Statement to Parliament 

 

[For reference only – delete before sending  

STATEMENTS IN THE HOUSE From Standing Orders (30 July 2014)  

356 Ministerial statements  

(1) A Minister may make a statement informing the House of some matter of significant public 
importance which requires to be brought to the House’s attention immediately.  

(2) A ministerial statement may be made at any time, but not so as to interrupt a member who is 
speaking. If possible, a copy of the statement should be delivered to the leader of each party 
before it is made.  

357 Comment on ministerial statement  

The leader of each party with six members or a member authorised by the leader may comment 
on a ministerial statement. Following their comments, the Minister may reply. ] 
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8. Declaring a state of national emergency – form templates 

Form 2, Schedule 2, CDEM Regulations 2003 (effective from 25 March 2012) 

Declaration by Minister of state of national emergency 
Section 66, Civil Defence Emergency Management Act 2002 

I,_ Kristopher John Fa’afoi _______________________________[full name] 
 
declare that a state of national emergency exists [select one] 

 over the whole of  New Zealand 
or 

 in _____________________________________________________________ 
 

______________________________________________________________ 
[specify names of Civil Defence Emergency Management Group areas or districts] 

 
owing to ______________________________________________________________ 
 

_______________________________________________________________ 
[describe emergency] 

 
The state of national emergency comes into force immediately on the making of this declaration, 
and expires 7 days after the time and date on which it comes into force (unless extended or 
terminated at an earlier time).  
 
Declared by: _____________________________________ 
         [signature] 
 
Designation: [select one] 

 Minister of Civil Defence 

 __________________________________________ 
 [specify other Minister of the Crown] 
 
Time and date of declaration: ___________________________________ 
 

Notes 

1. The Minister must advise the House of Representatives as soon as practicable of the making 
of this declaration.  
 

2. This declaration must also be— 
a) notified to the public immediately by any means of communication that are reasonably 

practicable in the circumstances; and 
b) published in the Gazette as soon as practicable. It is recommended that publication in 

the Gazette occur within 20 working days after the state of emergency is terminated. 
3. Calculating “7 days after the time and date on which the state of emergency comes into 

force”: If the state of emergency came into force at 9.35 am on 1 January, it would expire at 
9.35 am on 8 January. If the state of emergency came into force at 9.35 am on a Friday, it 
would expire at 9.35 am on the following Friday. 
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Form 3, Schedule 2, CDEM Regulations 2003 (effective from 25 March 2012) 

Declaration by Minister extending state of national emergency 
Section 71, Civil Defence Emergency Management Act 2002 

I,___ Kristopher John Fa’afoi ________________________________ [full name] 
 
extend the state of national emergency declared at _______________________________ 
 

_______________________________________________________________ 
[specify time and date, and include times and dates when any extensions took effect] 

 
[select one] 

 over the whole of  New Zealand 
or 

 for_____________________________________________________________ 
 
_______________________________________________________________ 
[specify names of Civil Defence Emergency Management Group areas or districts] 

 
owing to_______________________________________________________________ 
 

________________________________________________________________ 
[describe emergency] 

 
The state of national emergency is extended for 7 days immediately before [select one] 

 the expiry of the original declaration 
or 

 the last extension. 

 

Declared by: _____________________________________ 
   [signature] 
 
Designation: [select one] 

 Minister of Civil Defence 

 __________________________________________ 
 [specify other Minister of the Crown] 
 
Time and date of declaration: ___________________________________ 
 

Notes 

1. The Minister must advise the House of Representatives as soon as practicable of the making 
of this declaration.  

2. This declaration must also be— 
a) notified to the public immediately by any means of communication that are reasonably 

practicable in the circumstances; and 
b) published in the Gazette as soon as practicable. It is recommended that publication in 

the Gazette occur within 20 working days after the state of emergency is terminated. 
3. Calculating the extension of “7 days” for a declaration extending the state of emergency: If 

the extension came into force at 9.35 am on 1 January, it would expire at 9.35 am on 8 
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January. If the extension came into force at 9.35 am on a Friday, it would expire at 9.35 am 
on the following Friday. 

4. If this is a second or subsequent extension of a state of emergency, specify the time and date 
when each previous extension took effect and the time and date when the state of emergency 
was first declared. 
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Form 4, Schedule 2, CDEM Regulations 2003 (effective from 25 March 2012) 

Declaration by Minister terminating state of national emergency 
Section 72, Civil Defence Emergency Management Act 2002 

I,___ Kristopher John Fa’afoi __________________________________[full name] 
 
terminate the state of national emergency declared at_____________________________ 
 

_______________________________________________________________ 
[specify time and date, and include times and dates when any extensions took effect] 

     
 [select one] 

 over the whole of  New Zealand 
or 

 for ____________________________________________________________ 
 
_______________________________________________________________ 
[specify names of Civil Defence Emergency Management Group areas or districts] 

 
owing to _____________________________________________________________ 
 

_______________________________________________________________ 
 [describe emergency] 
 
 
The termination of the state of national emergency takes effect immediately from the time and 
date this declaration is made. 
 
Declared by: _____________________________________ 
  [signature] 
 
Designation: [select one] 

 Minister of Civil Defence 
 __________________________________________ 

 [specify other Minister of the Crown] 
 
 
Time and date of declaration: ___________________________________ 
 

Notes 

1. This declaration must be— 
a) notified to the public immediately by any means of communication that are reasonably 

practicable in the circumstances; and 
b) published in the Gazette as soon as practicable. It is recommended that publication in 

the Gazette occur within 20 working days after the state of emergency is terminated. 
2. If any extension of the state of emergency was made, specify the time and date when each 

extension took effect, as well as the time and date when the state of emergency was first 
declared. 

  

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



 

85 
 

9. Declaring a state of local emergencies – form templates 

Form 5, Schedule 2, CDEM Regulations 2003 (effective from 25 March 2012) 

Declaration by Minister of state of local emergency 
Section 69, Civil Defence Emergency Management Act 2002 

I, ____ Kristopher John Fa’afoi ______________________________________[full name] 
 
declare that a state of local emergency exists in_____________________________________ 
 

_____________________________________________________________________ 
[specify names of Civil Defence Emergency Management Group area, districts, or wards] 

 
owing to ____________________________________________________________________ 
 
 ______________________________________________________________________ 
 [describe emergency] 
 
 
The state of local emergency comes into force immediately on the making of this declaration. The 
state of local emergency expires 7 days after the time and date on which the state of emergency 
comes into force.  
 
 
Declared by: _____________________________________ 
  [signature] 
 
Designation: [select one] 

 Minister of Civil Defence 

 __________________________________________ 
 [specify other Minister of the Crown] 
 
 
Time and date of declaration: ___________________________________ 
 

Notes 

1. This declaration must be— 
a) notified to the public immediately by any means of communication that are reasonably 

practicable in the circumstances; and 
b) published in the Gazette as soon as practicable. It is recommended that publication in 

the Gazette occur within 20 working days after the state of emergency is terminated. 
2. Calculating the extension of “7 days” for a declaration extending the state of emergency: If 

the extension came into force at 9.35 am on 1 January, it would expire at 9.35 am on 8 
January. If the extension came into force at 9.35 am on a Friday, it would expire at 9.35 am 
on the following Friday. 
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Form 6, Schedule 2, CDEM Regulations 2003 (effective from 25 March 2012) 

Declaration by Minister extending state of local emergency 
Section 71, Civil Defence Emergency Management Act 2002 

I, ____ Kristopher John Fa’afoi ___________________________________[full name] 
 
extend the state of local emergency declared at ____________________________________ 
 
 _____________________________________________________________________ 

[specify time and date, and include times and dates when any extensions took effect] 
 
for ________________________________________________________________________ 
 
 _____________________________________________________________________ 

[specify names of Civil Defence Emergency Management Group area, districts, or wards] 
 
owing to ____________________________________________________________________ 
 
 _____________________________________________________________________ 
 [describe emergency] 
 
The state of national emergency is extended for 7 days immediately before [select one] 

 the expiry of the original declaration 
or 

 the last extension. 
 
 
Declared by: _____________________________________ 
         [signature] 
 
Designation: [select one] 

 Minister of Civil Defence 
 __________________________________________ 

         [specify other Minister of the Crown] 
 
 
Time and date of declaration: ___________________________________ 
 

Notes 

1. This declaration must be— 
a) notified to the public immediately by any means of communication that are reasonably 

practicable in the circumstances; and 
b) published in the Gazette as soon as practicable. It is recommended that publication in 

the Gazette occur within 20 working days after the state of emergency is terminated. 
2. Calculating the extension of “7 days” for a declaration extending the state of emergency: If 

the extension came into force at 9.35 am on 1 January, it would expire at 9.35 am on 8 
January. If the extension came into force at 9.35 am on a Friday, it would expire at 9.35 am 
on the following Friday. 

3. If this is a second or subsequent extension of a state of emergency, specify the time and date 
when each previous extension took effect and the time and date when the state of emergency 
was first declared. 
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Form 7, Schedule 2, CDEM Regulations 2003 (effective from 25 March 2012) 

Declaration by Minister terminating state of local emergency 
Section 72, Civil Defence Emergency Management Act 2002 

I, ___ Kristopher John Fa’afoi __________________________________[full name] 
 
terminate the state of local emergency declared at ________________________________ 
 
 _______________________________________________________________ 

[specify time and date, and include times and dates when any extensions took effect] 
 
for __________________________________________________________________ 
 
 _______________________________________________________________ 
 [specify names of Civil Defence Emergency Management Group area, districts, or wards] 
 
owing to ______________________________________________________________ 
 
 _______________________________________________________________ 
 [describe emergency] 
 
 
The termination of the state of local emergency takes effect from the time and date when this 
declaration is made. 
 
 

Declared by: _____________________________________ 
  [signature] 
 
Designation: [select one] 

 Minister of Civil Defence 

 __________________________________________ 
 [specify other Minister of the Crown] 
 
 
Time and date of declaration: ___________________________________ 
 

Notes 

1. This declaration must be— 
a) notified to the public immediately by any means of communication that are reasonably 

practicable in the circumstances; and 
b) published in the Gazette as soon as practicable. It is recommended that publication in 

the Gazette occur within 20 working days after the state of emergency is terminated. 
2. If any extension of the state of emergency was made, specify the time and date when each 

extension took effect, as well as the time and date when the state of emergency was first 
declared. 
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10. Government financial support FAQs  

 

Frequently Asked Questions about Government financial support for emergencies 

The following can be used for the purpose of producing advice on Government financial 
support. 

 

Who pays for costs incurred during a civil defence emergency? 

The initial and primary responsibility for paying for costs incurred during an emergency rests 
with the local community, local authorities and regional Civil Defence Emergency Management 
(CDEM) Groups.  Additionally, Government provides financial support to cover some response 
and recovery costs.   

Does a state of emergency need to be declared to receive Government financial support? 

The provision of financial support is not dependent on a declaration of a state of emergency 
having been made under the CDEM Act 2002.   

 

Where can information on Government financial support be found? 

The kinds of costs that the Government reimburses and the associated evaluation criteria are 
detailed in Section 33 of the Guide to the National CDEM Plan (the Guide) and are summarised 
below.   

 

In the first instance, a local authority should talk to their Regional Emergency Management 
Advisor about available Government financial support.  Further detail on available financial 

Category of cost Reimbursement policy 

Response costs: associated with caring for 
displaced or directly affected people, such as 
emergency accommodation, transport, meals 
and clothing. 

Fully reimbursed by the Government (Section 
33.4.1 of the Guide). 

‘Other’ response costs: associated with 
precautionary or preventive measures taken 
to reduce the immediate danger and the 
impact of the event, but not related to caring 
for directly affected people. 

Essential infrastructure recovery repairs: 
restoration of generally uninsurable local 
authority and community essential 
infrastructure, such as repairing river 
management systems. 

The Government may reimburse local 
authorities for 60% of these costs combined, 
above a threshold based on the capital value 
of the district or region concerned. (Section 
33.4.2, 33.5 and 33.7 of the Guide) 

Special policy: in exceptional circumstances, 
the Government may support activities that 
fall outside the scope of existing policies. 

Decisions are made on a case-by-case basis 
by Cabinet.  (Section 33.6 of the Guide). Rele

as
ed

 un
de

r th
e O

ffic
ial

 In
for

mati
on

 Act 
19

82



 

89 
 

support and the processes for claiming this support is available in section 33 of the Guide to the 
National CDEM Plan. 

 

What financial support is available to local authorities during an emergency event?  

There are currently two methods in place – advance payments and contributions to disaster 
recovery relief funds – which allow Government to provide financial support to local authorities 
during (and immediately after) an emergency event, thereby allowing them to carry out 
response and recovery activities more effectively by reducing their short-term financial burden. 

In order to receive and advance payment, local authorities must provide an estimate of the 
costs likely to be incurred as a result of the civil defence emergency to the Director of CDEM for 
assessment.  

Disaster relief funds are most commonly set up by local authorities as Mayoral Relief Funds and 
are designed to provide support to affected individuals, families and community organisations, 
in accordance with the provisions of the trust deed. 

 

What financial support is available to local authorities following an emergency event? 

MCDEM administers the Government’s provision of financial support to local authorities for four 
separate categories of costs incurred during response to and recovery from an emergency 
event.  These categories are: caring for the displaced response costs; other response costs; 
recovery costs; and special policy financial support.  Detail on each of these categories is in 
section 33 of the Guide. Policy has a role in advising the Minister. 

 

What is the process for making a claim for financial support? 

Claims by local authorities for reimbursement of response and recovery costs are submitted to 
the Director of CDEM after the emergency event.  The claims are assessed by the Director in 
discussion with the local authority concerned, before being submitted to the Minister of Civil 
Defence (and in some cases, Cabinet) for approval.  

 

What information is required to make a claim? 

Local authorities are initially responsible for meeting all emergency expenditure arising during 
and after an emergency event.  A clear record of any expenditure incurred and why should be 
maintained in order to provide support to any later claims.   

Section 33 of the Guide contains detailed advice on the information that is required to be 
included in a claim. 

 

What financial support is available from other government departments? 

In addition to MCDEM, the Ministry of Social Development, the Ministry of Primary Industries, 
the New Zealand Transport Authority and the Inland Revenue Department also have financial 
support measures that can be provided to directly affected parties following a civil defence 
emergency.  A summary of the key measures available is provided as Appendix 4 on the next 
page.   
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Summary of key financial support measures 

Agency Measure 

Response 

MCDEM Caring for the displaced (or isolated) – Government will fully reimburse local 
authorities for costs incurred in caring for displaced people during an 
emergency. 

 Other response costs and essential infrastructure – Government may partially 
reimburse costs that contribute to preventative actions taken to reduce the 
impact of an event. 

MSD Civil Defence Payments – to provide income support and assistance to 
evacuees for immediate needs such as temporary accommodation costs, food 
and clothing. 

Recovery 

MCDEM Recovery costs – Government may partially reimburse costs related to 
essential infrastructure repair and recovery. 

 Disaster recovery relief funds – contributions can be made by joint Ministers to 
local authority disaster relief funds. 

 Advance payments for response and recovery costs – where significant 
response and recovery costs are expected. Government may provide advance 
payment toward these costs based on local authority estimates. 

 Special policy support – provided to local authorities in order to establish new 
programmes for repair and recovery, under exceptional circumstances. 

MSD Relocation and reestablishment grants – for low income, uninsured households 
where essential household equipment has been destroyed. 

 Rural assistance payments – for farming families to meet their essential living 
needs. 

 Psychological support – for counselling and support services for people 
affected by disasters. 

 Taskforce Green and Enhanced Taskforce Green – labour assistance 
programmes for helping to clear up and repair damage. 

MPI Adverse Events Framework – recovery assistance provided for farms and 
farming families. 

IRD Tax assistance – for those affected by civil defence emergencies. 
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NZTA Road subsidy assistance – to assist with the repair of local (council) roads. 
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11. Advance payment agreement template  
[This agreement must be checked by DPMC Legal] 
 
Agreement made with [name of local authority] in response to the [date and name of event] 
THIS AGREEMENT is made on [date] 
 
 
BETWEEN         HER MAJESTY THE QUEEN acting by and through the 
DIRECTOR CIVIL DEFENCE EMERGENCY MANAGEMENT (the “Crown”) 
 

AND [NAME OF LOCAL AUTHORITY] (the “Council”) 
  
BACKGROUND 
 
A. The Crown has agreed to make a grant to the Council as an advance payment for 

the estimated response and recovery costs to be claimed by the Council in relation 
to the [insert name and date of event]. 

 
B. It is a requirement of Cabinet that Government grants for emergencies in New 

Zealand be covered by an agreement which requires that grant monies be held in 
special interest bearing bank accounts, and that surplus funds, and any interest 
earned on such funds, are to be returned to the Crown. 

 
 
THE PARTIES AGREE THAT: 
 
1.  The Crown will pay the Council the sum of [insert sum up to $500,000] (GST exclusive) 

(the grant) as an advance payment in anticipation of the estimated response and 
recovery costs to be claimed by the Council in relation to the [insert name and date of 
event]. 

 
2.  The Council must use the grant, and any interest earned on it, solely for the purpose of 

response and recovery costs incurred as a result of the [insert name and date of event] 
(the response and recovery costs). 

 
3. The Council must provide to the Director of Civil Defence Emergency Management a 

short written report of expenditure on the response and recovery costs by 1 December 
and 1 June each year until the Council has submitted a full claim for the response and 
recovery costs. 
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4. The Council must submit a full claim to the Crown for the response and recovery costs 

in accordance with Section 33 of the Guide to the Civil Defence Emergency 
Management Plan 2015 (the Guide).  The Crown will assess the claim in accordance 
with the criteria for Government support in the Guide. 

 
5. The Council shall make best endeavours to submit an interim claim for the response 

and recovery costs by [insert reasonable date], and to submit a final claim for any 
remaining response and recovery costs by [insert reasonable date].   

6. The Council must refund to the Crown any part of the grant or of the interest that the 
Crown determines does not meet the criteria for Government support in the Guide. 

 
7. The Council must refund to the Crown the full grant and interest if the Council fails to 

fulfil its obligations under this agreement. 
 
 
DISPUTE RESOLUTION: 
 
1. Negotiation: If any dispute or difference arises between the parties concerning the 

construction or performance of this Agreement or the rights and liabilities of the parties, 
the parties will actively, openly and in good faith discuss that dispute or difference with 
a view to resolving it by mutual agreement.  Neither party shall commence any litigation 
in relation to this Agreement unless it has provided an opportunity for the 
representatives of both parties to meet for the purpose of endeavouring to resolve the 
dispute or difference by mutual agreement. 

 
2. Mediation: Any dispute or difference which cannot be settled by active, open and good 

faith discussion between the parties will be submitted to mediation before either party 
commences any litigation. Either party may initiate mediation by giving written notice to 
the other. If the parties cannot agree a mediator within two working days of the notice, 
then a mediator will be appointed by the Board of Directors for the time being of the 
Resolution Institute or its successor. 

 
 
SIGNED for and on behalf of HER MAJESTY THE QUEEN by the Chief Executive, 
Department of the Prime Minister and Cabinet: (____________________________) 
In the presence of: (____________________________) 
 
Name: 
Occupation: 
Address: 
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The Common Seal of the [name of Council] was affixed in the presence of:    
(____________________________) 
  
Name: 
Occupation: 
Address: 
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NCC PIM Function  Page 4 of 81 
PIM SOP DRAFT.docx 

Section 1 Overview 
This standard operating procedure covers the key objectives and tasks of the PIM function in a CDEM 
NCC. This SOP is used by: 

● the NCC PIM Manager to ensure the completion of key tasks, and manage, review and adjust 
the overall operation of the PIM function. 

● NCC PIM function team members to guide them through their tasks, as directed by the PIM 
Manager. 

Objectives 
The objectives of the NCC PIM function are to: 

● ensure that affected communities know the correct actions to take throughout an emergency 

● support CDEM Group PIM functions 

● ensure that affected communities and the wider public know what is happening, and what the 
government is doing 

● coordinate all-of government communications so that key messages are consistent and PIM-
related issues are flagged, understood, and addressed appropriately at the national level. 

Responsibilities 
The PIM function is responsible for carrying out the following tasks: 

 

Coordinate the 
development of 

national level key 
messages

Provide expertise, 
advice, and support 
to CDEM Group PIM 

functions

Publish national key 
messages to 

MCDEM s channels

Manage media and 
social media

Communicate 
national warning 

and advisory 
information

Manage / 
administer the PIM 

function

Tasks of the NCC PIM function

See Section 2 Tasks on page 6 for a complete guide to PIM function tasks. 
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Section 2 Tasks 
This section provides detail and guidance on the core tasks of the PIM Function. The tasks described in 
this section represent what the PIM function may do in a response; however, most responses will not 
require all tasks to be completed.  

 

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

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

● the nature, circumstances and requirements of the emergency and what needs to be done 

● the information needs of affected communities and the wider public 

● the level of national PIM support required at the national and CDEM Group levels, and 

● the changing demands of the response over time. 

 

Checklists 
To ensure PIM function tasks are continuously identified and completed, the PIM Manager uses the 
following checklists: 

● PIM Manager Checklist – TSUNAMI on page 54 

● PIM Manager Checklist – other hazards on page 57. 

PIM Officers use: 

● Relevant sections of this SOP to guide them through their assigned tasks, and 

● PIM Officer Checklist on page 60 

 

Tasks 
 Communicate national warning and advisory information ..........................................................8 

2.1.1 Update website and social media ...........................................................................................8 

2.1.2 Contact CDEM Group PIM if messaging is inconsistent ..........................................................8 

2.1.3 Activation of MOU ...................................................................................................................9 

 Coordinate the development of national level key messages ................................................... 11 

2.2.1 Define appropriate level of messaging .................................................................................. 11 

2.2.2 Develop and adjust national-level key messages .................................................................. 13 

2.2.3 Contribute to/assist in providing updates and speaking points for the Minister ...................... 15 

2.2.4 Liaise and coordinate with stakeholders................................................................................ 17 

 Publish national key messages to MCDEM’s channels ............................................................. 21 

2.3.1 Publish key messages (social media and website) ............................................................... 21 

2.3.2 Publish key messages (other channels or resources) ........................................................... 23 

 Manage media and social media ................................................................................................. 24 
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2.4.1 Monitor media and social media ........................................................................................... 24 

2.4.2 Arrange/organise media interviews or national briefings ....................................................... 28 

2.4.3 Answer calls to the media line ............................................................................................... 32 

2.4.4 Write media releases as required ......................................................................................... 39 

 Provide expertise, advice, and support to CDEM Group PIM functions ................................... 40 

 Manage / administer the PIM function ......................................................................................... 41 

2.6.1 Maintain contact lists............................................................................................................. 41 

2.6.2 Monitor staffing, workload and wellbeing............................................................................... 43 

2.6.3 Contribute to shared NCC outputs ........................................................................................ 45 

2.6.4 Establish and maintain a PIM daily schedule ........................................................................ 47 

2.6.5 Manage the PIM shared inbox .............................................................................................. 48 

2.6.6 Manage PIM documents ....................................................................................................... 52 
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NCC Control Function  Page 22 of 81 

NCC PIM function SOP    Publish messages (social media & website) 

Writing ad-hoc 
messages 

Generally aim for no more than two tweets and two Facebook posts per day. 

Direct people to the right channels to get information (e.g. Council/CDEM Group 
Twitter accounts, Facebook Pages and websites). Make sure these are channels 
which are being updated. 

If sharing content from the lead agency always add a comment along the lines of 
“follow Agency Name for updates about the Event Name”. 

Use short simple sentences. Avoid redundant words. Write “we are assessing the 
situation” not “we are currently assessing the situation”. 

Local events can be used as an opportunity to leverage public education 
messages. E.g. a localised flood event can be a springboard to remind people to 
have a plan for their pets.  

 Use the pre-made public education social media images if possible. 
 Consider the time of day when deciding whether to post or not. There is 

no point publishing public education messages at three in the morning 
when no one is going to read them. 

State of local 
emergency 
declared 

When a state of local emergency has been declared we should always 
acknowledge this on the MCDEM website (create a new emergency event if one 
has not already been created) and on our social media channels. 

Retweet or share content from the Council or CDEM Group if they have posted 
about the declaration. 

Make sure to specify where the state of emergency exists and the reason for 
declaration (this is listed on the declaration form). 

Direct people back to the council or CDEM Group’s website or social media 
channels for updates about the event. Check that these channels are being 
updated. 

Write something along the lines of “A state of local emergency has been declared 
in [name of district or region] in response to the [event/situation]. Updates are 
being provided on the [council/group website and/or facebook page].” 

Key resources 
Key resources for managing social media and the MCDEM website emergency banner are listed below.  
All these documents are available in soft copy on the EMIS Duty Team page, and in the NCMC 
SDrive>PIM folder. 

● for approved public safety and action messages related to specific hazards: Consistent 
Messages: Working from the Same Page (available at http://www.civildefence.govt.nz/cdem-
sector/consistent-messages-for-cdem/)  

● general guidance for using Tweetdeck and Facebook platforms: Social Media Accounts.  

● managing emergency information banners on the MCDEM website: MCDEM Website SOP 
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NCC PIM function SOP     Prepare / coach national spokespeople 

What are they saying?  

 Are there any trends in what is being reported or discussed? 

Are they publishing our messages?  

 Are they quoting MCDEM spokespeople?  
 Is MCDEM social media content being embedded or quoted? 

Are they publishing messages from CDEM groups? 

Is the information they are publishing correct? 

Is there new information the duty team may not be aware of? 

What is the tone of the coverage? 

 Is it positive, negative or neutral?  
 Are they being supportive or critical of the CDEM response? 

Social media Is anyone saying anything about the event or response? 

What are they saying?  

 Are there any trends in what is being reported or discussed? 

Are people asking for specific information that is not currently being provided? 

 Is it information we hold? If so discuss and agree the appropriate 
response with the Duty PIM. 

Are MCDEM messages are being shared/retweeted or discussed? 

Are CDEM group messages are being shared/retweeted or discussed? 

Is incorrect information being shared? 

 Consider who the information is coming from and how large their 
audience is. If a public figure with thousands of followers is sharing 
incorrect information we should publish the correct advice/information. If it 
is someone with a very small number of followers it may not be 
necessary. Discuss and agree the appropriate response with the Duty 
PIM. 

Is there new information the duty team or CDEM groups involved in the response 
may not be aware of? 

News media channels 

 Media column in tweetdeck 

Main NZ media websites: 

 www.stuff.co.nz 
 www.nzherald.co.nz 
 www.newshub.co.nz 
 www.radionz.co.nz 
 www.onenews.co.nz 
 www.newstalkzb.co.nz  

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



 

NCC PIM Function  Page 26 of 81 
PIM SOP DRAFT.docx 

NCC PIM function SOP     Prepare / coach national spokespeople 

Twitter 

 Twitter is the main social media channel to monitor during an event. Use 
Tweetdeck to search. 

Twitter use in New Zealand is concentrated in the main centres (Auckland, 
Wellington and Christchurch in particular). Depending on the scale and location 
of the event, the number of people tweeting about a particular event will vary. 

Monitor replies to our tweets. You can reply to tweets with any messages that 
have already been approved such as National Warning System messages, 
MCDEM media releases, content on getthru.govt.nz or Working from the Same 
Page: Consistent Messages for CDEM. If people are asking for information or 
assistance that is provided by another agency (i.e. their local council or another 
government department), direct them to the appropriate channel. If there are 
questions you cannot answer, check with the Duty PIM before replying. 

Monitor content from monitoring agencies, CDEM groups, councils and other 
agencies involved in the response. Columns for many of these are already set up 
in Tweetdeck. Retweet any content that is relevant to the response (only if you 
are satisfied the account is an official one – if you are not sure, don’t retweet). 

Earthquakes #eqnz is the most commonly used hashtag for New Zealand earthquake events. 
There is a column for monitoring the #eqnz hashtag in Tweetdeck.  

You can also search using search terms such as the location of the earthquake 
or areas where damage may have been sustained. 

Keep an eye out for incorrect information being shared (such as the triangle of 
life). If this is happening it may be worth tweeting a reminder about the correct 
actions. Discuss and agree the appropriate response with the Duty PIM. 

Other events Aside from earthquakes (#eqnz) there are no standard hashtags for hazards. A 
single or multiple popular hashtags may start being used over the course of an 
event. Keep an eye on these.  

Search for key words such as the hazard type, the location of the event or areas 
that may be impacted.  

Facebook 

Searching You can search for key words such as the location of the event or areas where 
damage may have been sustained. However, Facebook searches may not return 
many results due to user privacy settings. 

Comments Monitor comments on our posts. You can reply to comments with any messages 
that have already been approved such as National Warning System messages, 
MCDEM media releases, content on getthru.govt.nz or Working from the Same 
Page: Consistent Messages for CDEM. If people are asking for information or 
assistance that is provided by another agency (i.e. their local council or another 
government department), direct them to the appropriate channel. If there are 
questions you cannot answer, check with the Duty PIM before replying. 
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NCC PIM function SOP     Prepare / coach national spokespeople 

Official sources Monitor content from monitoring agencies, CDEM groups, councils and other 
agencies involved in the response. The NZGetThru account has liked many of 
these. Click on the “See Pages Feed” link to view this content. Share any content 
that is relevant to the response (only if you are satisfied the account is an official 
one – if you are not sure, don’t share). 

Reddit 

 Check www.reddit.com/r/newzealand/ for posts related to the event. 

MCDEM does not have a Reddit account so we only monitor this channel – we 
do not post content or reply to comments. 

GeoNet has a presence on Reddit and comments on posts 
www.reddit.com/user/OfficialGeoNet  
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NCC PIM function SOP   Establishing and maintaining a PIM daily schedule 

Contributing to the planning process 
The PIM function must contribute to the development of the NCC Action Plan, as well as NCC 
Contingency and Transition Plans. PIM priorities and intended actions need to be outlined in all these 
types of plans. 

The planning process is led by the Planning function. The PIM Manager (or representative) must: 

● attend all scheduled planning meetings  

● ensure that PIM-related content into draft Action Plans is developed, approved, and provided to 
the Planning function.  

A template for a PIM Summary for the Action Plan is provided at Appendix N on page 80. 

Timings for planning meetings and deadlines for providing content must be recorded in the PIM Daily 
Schedule (see section 2.6.4 on page 47). 

Contributing to Situation Reports (SitReps) 
The PIM function must contribute to the development of NCC Situation Reports (SitReps). The SitRep 
development process is led by the Intelligence function.  

The PIM Manager (or representative) must ensure that appropriate PIM-related content for each SitRep 
is developed, approved, and provided to the Intelligence function.  

Deadlines for providing SitRep content must be recorded in the PIM Daily Schedule (see section 2.6.4 
on page 47). 
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Appendices 
Appendix A PIM Manager Checklist – TSUNAMI .............................................................................. 54 

Appendix B PIM Manager Checklist – other hazards ....................................................................... 57 

Appendix C PIM Officer Checklist ..................................................................................................... 60 

Appendix D PIM teleconferences ...................................................................................................... 61 

Appendix E PIM Daily Schedule (template) ...................................................................................... 64 

Appendix F Key info & resources ..................................................................................................... 65 

Appendix G Information sources ...................................................................................................... 67 

Appendix H NZSL interpreters........................................................................................................... 70 

Appendix I Locations for national media briefings .......................................................................... 71 

Appendix J Live streaming (Periscope and Facebook Live) ........................................................... 74 

Appendix K Translation, captioning, and large-print service providers ......................................... 76 

Appendix L Diverting the media line ................................................................................................. 77 

Appendix M Check auto-reply and forward is TURNED OFF for pim@ncmc.govt.nz .................... 78 

Appendix N PIM Summary for the Action Plan ................................................................................. 80 

 

 

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



 

NCC PIM Function  Page 70 of 81 

Appendix H NZSL interpreters 

NZSL interpreters are mandatory for all national media briefings. Follow the procedure below to engage 
an NZSL interpreter for a media briefing.  

CDEM Groups should have arrangements in place during BAU that allow NZSL interpreters to be swiftly 
engaged for media briefings during emergencies. The procedure below should be provided to CDEM 
Groups who may not have these arrangements in place.  

[procedure – ] s9(2)(a)
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3 Go to the interview room and turn on the television. The power button is located at the bottom 
right corner of the tv – you just need to touch the power symbol on the glass, it doesn’t need to 
be pressed hard. 

 Note: anything displayed on the second screen at NCMC62 will be visible on the screen in the 
interview room. 

 

 

I.5 Option 2: Beehive Theatrette 

The Beehive Theatrette is a good option is a larger space is required for a media briefing. 

The Speaker of the House is responsible for the parliamentary precinct and has given MCDEM 
permission to use the Beehive Theatrette for media briefings and conferences if required. The Theatrette 
is on the ground floor of the Beehive. 

To organise access to and setup the facility, call the main parliamentary number, and ask 
for the Duty Security Supervisor - they will assist you. 

If you cannot get through to anyone else, touch base with Logistics to help contact someone who can 
assist. 

 

s6(a)
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Appendix J Live streaming (Periscope and Facebook Live) 

J.1 Live streaming from Periscope 

● Tweet about the upcoming live streaming to gain interest. 

● Make sure the phone you are using is logged in to the Civil Defence twitter account via the app. 

● Open Periscope, and touch the camera icon on the bottom panel. 

● Enter the subject of your live video, e.g. ‘Press conference with National Controller– Kaikoura 
Earthquake update.’ 

● BEFORE YOU BEGIN, ENSURE ALL MEDIA MICROPHONES ARE NOT OBSTRUCTING. 

● Tap ‘Go live’ and you’re on. 

● This will stream directly to Civil Defence twitter page. 

● Once completed, there is the option of uploading to twitter and saving to camera roll. 

● This means it can be on twitter permanently and the saved to camera roll version can be shared 
on Facebook. 

 

J.2 Facebook Live 

● Post about the upcoming live streaming to gain interest. 

● Open the Facebook Pages app.  

IMPORTANT: You must post the Live Feed from the NZCivilDefence Facebook page. Ensure 
you are not posting the live feed from your personal account. 

● Tap the “Publish” button located under the page’s profile picture. 

 
● Tap “Live Video” in the new window that appears. 

 
● Enter a description for your live video, e.g. ‘Press conference with National Controller– Kaikoura 

Earthquake update.’ 

 
● BEFORE YOU BEGIN, ENSURE ALL MEDIA MICROPHONES ARE NOT OBSTRUCTING THE 

SPOKESPERSON, AND THE NZSL INTERPRETER IS IN SHOT. 

● Tap ‘Go live’ and you’re on. 

● This will stream directly to Civil Defence Facebook page. 
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● Once completed, tap ‘Finish’. 

 
● When you’re finished streaming, you will have the option to post a replay of the stream to your 

Facebook page, or to delete the video. You will also be able to download the video to your own 
device. To save the video, tap the highlighted button in the image below. 

 
 

 

J.3 Lollipod 

Initially the Lollipod head can be a little counter intuitive until you've got you head around it, so here's a 
very short video to get you started. 

 

Lollipod Phone Adapter 

The adapter is quite deep for some phones and the temptation is to place the phone at the rear of the 
adapter, but for best results: 

1. For the best grip place the phone at the very front of the adapter  

2. Close it so the top arm is level  

3. Press the top for two more clicks so it's under tension and the top arm flexes. 
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Appendix K Translation, captioning, and large-print service providers 

[need to develop an index of these providers for use in responses] 
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Section 1 Introduction 
 This standard operating procedure (SOP) contains the operational 

processes and procedures for Regional Coordinators and Senior Regional 
Emergency Management Advisors, referred to throughout the document as 
REMAs, before, during and after an emergency. 

The aim of this SOP is to provide staff with guidance related to: 

● the role of a Duty REMA, and 

● key actions for REMAs to complete before, during, and after a 
deployment.  
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Principles 1. REMAs will be deployed to potential emergencies as soon as 
practicable. This direction will come from the Director, National 
Controller or Duty Manager.  

2. REMAs from unaffected regions and appropriate staff from National 
Office may be deployed as back-up should operations continue over an 
extended period of time.  This is to allow staff to rest and to ensure that 
MCDEM can maintain longer-term coverage of an affected area. 

3. One REMA from each office (Northern, Central and Southern) will be 
appointed each week as a Duty REMA. The Duty REMAs will be 
contactable 24/7 and will respond to the MCDEM Duty Officer within 30 
minutes of receiving a notice of an emergency in their region and/or 
NCMC activation.   

4. The National Controller will organise a REMA teleconference call as 
soon as practicable. REMAs from unaffected CDEM Groups are to keep 
informed of the situation through this teleconference call and monitoring 
social media networks. REMAs are responsible for keeping the CDEM 
Groups that they work with informed. 

5. The relevant Duty REMA will be the initial point of contact for the 
MCDEM Duty Team, and will monitor warnings and low-level 
emergencies across their assigned region.   

6. If the situation in a CDEM Group requires MCDEM liaison, the Duty 
REMA will inform the REMA who works with that CDEM Group and brief 
them on the situation. 

7. If the NCMC is activated and a REMA is available, a REMA will work in 
the NCMC as REMA liaison. In the first instance, if the Central region is 
unaffected, this will be a Central Region REMA based in Wellington. 

8. If REMAs are deployed, where possible the REMA will be deployed to 
the Group ECC of the CDEM Group that they work with. 

9. If possible REMAs will be deployed in pairs. With the intent that one 
REMA is to focus on response and the other to focus on recovery. 

10. If possible a REMA will be deployed to all activated ECCs and EOCs. 

11. REMAs will deploy by vehicle where possible. Other methods of 
transport may be considered if road access into the affected area is not 
possible or is too dangerous. 
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Section 4 Pre-deployment 
 This section details REMA actions when required to deploy. 

 

Means of travel Vehicles are used as the primary means of travel for deployment.  

Air travel is used for inter-island deployments, where time restraints 
preclude driving, for when roads are impassable, or health and safety risk is 
high.   
 

Deployment 

numbers 

The need for deployment numbers is assessed as part of the pre-
deployment procedure (see page 10).  

In most cases, REMAs will be deployed on an individual basis, though 
multiple REMAs may be deployed to CDEM Groups in a widespread 
emergency.  Consideration may be given to deploy 2 or more REMAs for 
health and safety reasons or due to the magnitude of the emergency.  
Multiple REMAs might be deployed to a single CDEM Group if: 

● The ECC and multiple EOCs within the CDEM Group have 
activated, and require a REMA presence 

● the emergency has had a severe impact on the affected area 

● the impact of the event, response size and operating tempo within 
an ECC/EOC are such that a single REMA may not be able to 
adequately cover the activity. 

 

Health and safety MCDEM management and individual REMAs both have a number of 
responsibilities with regard to health and safety.  These include:- 

● providing and maintaining a safe working environment at all times 
during the deployment 

● ensuring that systems and procedures during the period of 
deployment do not lead to REMAs being unnecessarily exposed to 
hazards or risks    

● having a current first aid certificate  

● having operative communications 

● ensuring the REMAs have procedures for dealing with emergencies 
during deployments and are trained and equipped appropriately  

● ensuring that vehicles, as a place of work, are appropriate for the 
deployment being undertaken.  

● reporting incidents, near misses and any other aspects of risk to 
MCDEM Health & Safety team. 

Note: Following the pre-deployment procedure on page 10 will help ensure 
that the requirements for health and safety are considered and met. 
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Section 5 Response and REMA Deployment 
 This section details response actions for REMAs including actions while on 

deployment. 
 

REMA’s role During a deployment, the REMA’s role is to: 

● provide advice to the Controller(s) and others 

● maintain an overview of the impact of the emergency and the local 
response and preparations for recovery 

● provide reports (possibly via teleconference) to the NCMC (and 
others as requested) 

● monitor central and local government response and assess risk to 
central government 

● assess emergency management performance 

● broker and facilitate resolution of complex issues 

● act as Director’s representative on the ground 

● support the coordination of Ministerial visits, and 

● coordinate any local/central government emergency management 
expertise. 

Using the checklist on page 15 will help ensure that these responsibilities 
are met.  

 

REMA involvement in Response 

REMA Operational Rhythm 
The operational rhythm will be established at the start of the response by the respective 
Controller, to take account of timings for: 

 Controller conference calls 
 Incident Management Team (IMT) briefings 
 Media briefings 
 Situation Report (SitRep) reporting 
 Action Plan reporting 
 REMA Teleconferences 

The timings are to be sent out to all REMAs to inform them of their requirements (by the NCMC 
REMA Liaison if activated in the NCMC). 

 

REMA Teleconferences 
The purpose of the REMA teleconferences are: 

 to hold frank and open discussions about any issues with the response 
 for the REMAs to informally update the National Controller of big ticket items, 

issues/concerns and assistance required from national level 
 to keep the REMAs informed and up-to-date of national response actions 
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 to informally check the wellbeing of the deployed REMAs  
 to ensure that all of the REMAs receive consistent information and are on the same page. 

Attendees at these teleconferences should only be MCDEM staff, and may include the National 
Controller, NCMC Response Manager and the National Controller assistant.  

At the start of the teleconference it needs to be stated who all of the attendees are, and who else 
is overhearing any discussions.   

Action points from the teleconference are to be noted and distributed to all REMAs. Discretion 
should be used around recording any controversial comments or contentious issues. 

 

Communicating with REMAs during response 
Communication methods 

Contact with deployed REMAs should be through phone and text, with emails used for non-urgent 
information. REMAs will not always be at a computer, or able to regularly check emails. The 
REMA roster should be checked before phoning the REMAs to ensure that they are not off duty 
(especially after hours). Though every effort should be made to phone and speak to the REMAs 
rather than rely on emails or text during response.  

Updates for REMAs in the field 

SitReps, Action Plans, notes from teleconferences should be sent to all REMAs so that they have 
a copy of all relevant documentation. It is important that notes from teleconferences are sent to 
the REMAs with the date and time of next teleconference call in case they are unable to attend 
any teleconference and details change.  

REMAs should be sent a text message of upcoming teleconference (including teleconference 
number to dial in on) before each teleconference. 

Information in and out of NCMC 

REMAs should discuss response issues/concerns with the National Controller or NCMC 
Response Manager informally in the first instance. If follow up documentation is required this 
should be emailed to the National Controller. 

Correspondence being sent from MCDEM or the NCMC to affected local authority Mayors or 
Chief Executives should be copied to the REMAs working in the area so that they are kept 
informed and can follow up as required. 

REMAs should be notified on impending VIP visits, government officials, etc., even if there is no 
action required of them. 

 

Response Activities Timesheet 
All REMAs should keep a track of response actions and timings to provide a daily log of actions 
and decisions made throughout an event. This also provides details for overtime / time off in lieu 
after an event. 
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Administration while on deployment  

Rostering The NCMC has the responsibility for rostering REMAs in an extended 
response including determining the duration of REMA deployment. This will 
be done by the Regional Coordinators, in conjunction with the NCMC REMA 
Liaison (if activated) and as far as possible, the aim will be that REMAs 
should not work more than 12 continuous hours a day, and no longer than 5 
continuous days in the response phase. 

In order to ensure that REMAs physical, mental and emotional wellbeing 
needs are being monitored the Manager Development will contact the 
deployed REMA at regular intervals to ascertain REMA levels of wellbeing.  
REMAs will be rotated on a frequent basis to ensure that staff are rested. 
REMAs may be redeployed back to the affected area for further shifts. 

REMAs need to inform of any unavailability or limitations that might affect 
roster planning 

The draft roster is to be sent out to all REMAs before being finalised 

REMAs are to notify of any issues with the roster as soon as possible 

The finalised roster is to be sent out to all REMAs and distributed throughout 
the NCMC 

NCMC Logistics are to liaise with the respective REMAs about travel 
requirements 
 

Purchase cards REMAs are issued with departmental purchase cards. Purchase cards can 
be used to pay for accommodation, meals, fuel (where fuel cards use is not 
possible) and other work-related expenses. Limits may be increased during 
an emergency. 

Note: The DPMC cost code for response costs is
 

Fuel cards REMAs are issued with Z, BP and Mobil fuel cards.  When refuelling their 
vehicles, REMAs are to use Z, BP and Mobil petrol stations where available.  
Only fuel is to be purchased using a fuel card.  Other vehicle related items 
are to be purchased using a DPMC purchase card (This includes fuel when 
using rental cars). All receipts are to be kept on file. 

Cash claims On occasion, REMAs will not be able to make necessary purchases using 
their DPMC purchase cards.  If a REMA uses their own money for a work-
related expense, this can be claimed back by using the online DPMC 
expense claim form.  Receipts are necessary. 

Note – the DPMC cost code for response costs is

 

s

s9(2)(i)

s9(2)(i)
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Section 6 After a deployment 
 This section covers key REMA tasks post-deployment, including: 

● supporting the CDEM Group / local authorities in recovery, and 

● debrief, review, and return to business as usual for REMAs 
 

Recovery for the affected CDEM Group / local authority 

 During a response, REMAs need to ensure the affected local authorities 
consider recovery, and have initiated a recovery process. Even if there has 
been no state of emergency declared, there may be a need for a Transition 
Notice, but at least planning for recovery is required.   

Recovery may be of longer duration and not have the same urgency as the 
response phase.  Therefore, it is important to ensure arrangements and 
procedures are in place. 
 

REMA’s role REMAs will continue to be involved in the recovery process, especially as 
the deployed REMAs have the first-hand knowledge of what occurred in 
Response, and how these actions transition, and sometimes continue, into 
Recovery. 

The majority of recovery work will be managed from the office with regular 
travel to the affected area. 

During a recovery, the REMA’s role is to: 

● advise on the Transition Notice requirements and process  

● provide advice to CDEM Group/Local Recovery Managers across 
all recovery task groups and relevant subtask groups (including 
information on expenditure and government assistance). 

● provide contacts to CDEM Group and/or Local Recovery Managers, 
support recovery work and assist with the development of a 
recovery programme. 

● advise and facilitate the work of the National Recovery 
Manager/National Recovery Office (if established), including the 
provision of update reports. 

 

Claims The deployed REMA will be involved in the claims process, especially as 
the deployed REMA(s) have the first-hand knowledge of what occurred in 
response and recovery. 

The REMA is to: 

● provide advice and templates (where required) to oversee the 
Response and Recovery Civil Defence Emergency Expenditure 
claims process. 

● check that costs being claimed are processed and managed in 
accordance with MCDEM guidelines. 
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During the conference call 
The Duty Manager leads the conference call. 

Your actions: 

1. Indicate your presence on the conference call when prompted by the Duty Manager. 

2. At the request of the Duty Manager, provide the latest information you have form CDEM 
Groups, and any advice on the developing situation and further actions required. 

 

4. Further steps 

The Duty Manager will close the conference call. 

Your actions: 

3. Advise other REMAs of actions from Duty Managers conference call 

4. Relevant REMA to make contact with CDEM Groups, and inform them of any relevant Duty 
Team actions and decisions made (e.g. regarding the NCMC, and schedule for the first 
Controller’s teleconference (if known)).  

5. Gather any new information or developments from Groups, and inform the Duty Manager / 
Officer / Manager, Development, other relevant people as appropriate.   

6. Refer to REMA Deployment SOP (this document).  
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Section 1 Overview  

1.1 Introduction 

This document describes the modular and scalable framework used by the Ministry of Civil 
Defence & Emergency Management (MCDEM) for response to potential, emerging or actual 
emergencies.  

It is based on the Coordinated Incident Management System (CIMS) 2nd Edition and best practice 
principles to enable efficient and effective coordination of response efforts to ensure public safety, 
protect human life, alleviate suffering, and support the early restoration of disrupted services. 

1.2 Purpose 

The purpose of this document is to: 

● enable a central government response methodology for both 

○ smaller-scale emergencies managed by local authorities, and 

○ large-scale emergencies that are beyond the capacity of local authorities. 

● ensure that MCDEM’s response management approach is appropriate to the requirements 
of the event. 

● ensure that the use of functions during a response provides the appropriate levels of 
coordination and information flow required.1 

● outline the transition process between the response management Modes. 

● ensure the transition process is conducted efficiently and effectively. 

● ensure effective coordination at local, regional and national levels. 

1.3 Scope 

This document applies to MCDEM led responses to potential, emerging or actual emergencies. 
Detailed implementation guidance for this document can be found in the functional Standard 
Operating Procedures (SOPs).   

1.4 Intended audience 

The audience for this document includes all organisations involved in the response to emergencies 
at a national level, inclusive of, but not limited to the following: 

● MCDEM Staff 

● CDEM Groups 

● central government agencies  

● private sector organisations 

                                                 
1 Each function has a SOP for its operations across all modes. These supporting SOPs are to be read in conjunction with this Concept 
of Operations. 
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● Non-Government Organisations. 

1.5 References 

This document should be read in conjunction with: 

● CDEM Act 2002 

● The Guide to the National Civil Defence Emergency Management Plan, 2015 

● National Security System Handbook 

● Coordinated Incident Management System (CIMS) 2nd Edition 

● MCDEM Response Management Directors Guideline 

● National Tsunami Advisory and Warning plan  

● MCDEM Response Management Function SOPs. 

1.6 Document control 

This document is owned by the Manager, Capability and Operations and is subject to periodic 
review. Normal MCDEM change management protocols apply. 

1.7 Document structure 

This document has the following sections: 

● Section 1 Overview 

● Section 2 Underlying foundations 

● Section 3 Coordination Centres 

● Section 4 Response Framework 

● Section 5 Appendices 

○ Appendix A Operational cycle 

○ Appendix B MCDEM response management activation flowchart 

○ Appendix C Key Tasks by Mode 

○ Appendix D Key Outputs by Mode 
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Section 2 Underlying foundations 

2.1 Introduction 

MCDEM has adopted a modular and scalable approach to activation of its response management 
arrangements. This approach uses four Modes of activation to ensure prompt and appropriate 
levels of national coordination are available in order to proactively respond to all-hazard incidents, 
events or emergencies.  

The following sections highlight the underlying foundations that underpin MCDEM’s response 
management framework. 

2.2 Principles 

The MCDEM Response Management Concept of Operations applies the following key principles: 

● All hazards – all risks approach – modular and scalable, yet standardised response 
management system for all hazards and risks. 

● Subsidiarity – local and regional entities should primarily be responsible for managing 
events in their local area. Decisions should be taken at the lowest appropriate level, with 
coordination at the highest necessary level. 

● Direction – clarity of purpose is achieved through a strategic aim and supporting objectives 
that are agreed, understood and sustained by all involved (management by objectives).  

● Risk based approach to decision making – ongoing risk identification and analysis is 
essential for anticipation and management of the direct, indirect and interdependent 
consequences of emergencies. Applied foresight is vital for anticipating the next stage(s) in 
a response, and should be based upon the best available information. 

● Integrated – all relevant organisations should be brought together as early as possible in 
order to produce a coherent and integrated effort. Cooperation and collaboration are 
dependent on positive engagement and information sharing between all agencies and at all 
levels 

● Forward leaning – support to CDEM Groups and agencies should be proactively offered / 
provided wherever possible. 

● Escalate early – efforts are scaled proactively to potential threats and/or events. Foresight 
provides information upon which sound decisions can be based. 

● Information sharing – information sharing is critical to an effective emergency response. It 
enables collective understanding of the situation based on the best information shared 
between all response agencies. Data and information should be used to gain a national 
picture and support decision-making without overburdening local or regional responders. 
Relevant information should also be proactively provided to the public in a timely manner. 
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2.3 Coordination structure 

The MCDEM response management system is based upon the CIMS functional system and 
consists of the following functional components: 

 
Recovery, Policy and International functions are in addition to those found within the CIMS 2nd 
Edition as noted in the diagram above.  

● The Recovery function is responsible for coordinating transition from response to 
recovery, recovery planning, providing recovery guidance and input to response decision 
making, and establishing/initiating the necessary long term recovery capacity.   

● The International function is responsible for coordinating international offers of, and 
requests for assistance (government and non-government), and facilitating communication 
with international stakeholders.  

● The Policy function is responsible for providing policy guidance and input to response 
decision making. It also provides Ministerial support. 

To achieve more effective coordination, functional groups should be staffed by members of 
relevant agencies and sector cluster groups. Leadership of functional and cluster groups is based 
on organisational strengths and mandated responsibilities of agencies. Joint leadership consistent 
with the principles of unified control2 is adopted if appropriate. Technical / functional experts are 
shared across functional teams, agencies and clusters as required. 

2.4 Operational cycle 

An operational cycle provides a consistent rhythm and structure for the functions and staff to 
understand what outputs are required in order to support response management decision making. 
The operational cycle compliments the National Action Plan. It provides an overview of the key 
outputs required to meet the objectives set by the National Controller / Response Manager.  

Unlike agencies at the local/operational level, national coordination does not directly manage 
activities / actions. The tempo of operations at the national level should therefore be slower and 
more deliberate. 

At the national level, MCDEM operates to a daily operational cycle. This is not to be confused with 
the operational period that applies to the duration of an Action Plan. The daily operation cycle is 
focused on: 

● monitoring the current situation and implementation of the current response plan;  

● addressing immediate issues / problems;  

                                                 
2 Unified control is when the control of an incident is shared between two or more agencies by agreement through a combined decision-
making body.  The command appointments for each agency establish an agreed concept of operations and a single Action Plan. 
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● providing accurate information to CDEM Groups, Agencies, Ministers, and the public; 

● providing updates to the Officials Domestic and External Security Committee (ODESC) and 
Watch Group; and 

● providing media briefings and releases. 

The Operational Cycle is included in Appendix A on page 15. 

2.5 Escalation and de-escalation 

A change in Mode must be approved by the MCDEM Duty Manager or the National Controller. Any 
transition should be carried out in a planned manner. A summary of the activation decision-making 
process is at Appendix B MCDEM response management activation flowchart on page 17. 

Factors that should be considered when determining to escalate / de-escalate between response 
Modes include:  

● The scale and complexity of the threat / event including size of likely population affected, 
locations of affected population, likely economic cost and likely event duration 

● Likelihood or number of ECCs activated 

● Capacity and capability of EOCs and ECCs that are activated / may activate 

● Degree of involvement of national agencies 

● Level of domestic political interest 

● Level of international interest 

● Level of public interest 

● Level of media interest 

● Likelihood or demand for additional resources 

● Degree of impact the response is having on MCDEM’s business as usual activities 

● Declaration of a state of local or national emergency. 

Transition back to Mode 1 (Steady State) can only take place in accordance with an appropriate 
Transition Plan and once coordination has been handed over to the relevant recovery coordination 
body (if required). The Transition Plan must ensure that all accountable/auditable documents are 
correctly documented and must include a review of the response. The Modes are described in 
detail in Section 4 Response Framework on page 9. 

2.6 Training and accreditation 

This section will be populated as training and accreditation occurs after the development and 
further enhancement of standard operating procedures. 
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2.7 Standard operating procedures (SOPs) 

Detailed function arrangements are contained within their respective Standard Operating 
Procedure (SOP). The following SOPs are relevant to this Concept of Operations: 

● NCMC Activation / De-activation 

● Information Management 

● Control Function   

● Operations Function 

● Planning Function 

● Intelligence Function 

● Logistics Function (including Facilities and Administration) 

● International Function 

● Policy Function 

● Public Information Management Function  

● Welfare Function 

● Lifelines Function 

● Field Staff Deployment 

● Recovery Function 
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Section 3 Coordination Centres 

3.1 Introduction 

During a response, the Coordination Centres at each level do not always replicate each other’s 
operating models vertically. A CDEM EOC / ECC may be activated with an integrated, all-agency 
response framework, with responding agencies integrated within the coordination structure. At the 
national level, the corresponding NCC may only have liaison officers attending specified activities 
due to the nature (scale and complexity) of the event.  

 
Figure 1 Coordination centre structure 

 

It is important to understand the relationship (and differences) between the CDEM NCC and the 
NCMC with MCDEM as the Lead Agency. The following sections provide greater detail of the 
differences between them.  

3.2 MCDEM National Coordination Centre (NCC) 

A National Coordination Centre (NCC) is a facility where an agency coordinates their national level, 
agency centric response to an event. MCDEM, Ministry of Health, Fire and Emergency New 
Zealand, Ministry  for Primary Industries, Maritime New Zealand, and the New Zealand Police, for 
example, all have operational NCCs. NCCs may include representation from agencies in a liaison / 
coordination mode to enhance inter-agency information flow. MCDEM uses the Executive wing 

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act 

19
82



 

Ministry of Civil Defence & Emergency Management  Page 8 of 22 
MCDEM Response Management Concept of Operations v1.0 May 2018.docx  

basement facility (widely known as the National Crisis Management Centre or NCMC) as its NCC, 
whereas other agencies have their own NCCs located in their own agency headquarters.  

The objective of the MCDEM NCC is to coordinate information and resources to enable effective 
response to emergencies at the local and regional levels. The NCC structure reflects the level of 
coordination effort utilised by MCDEM to support emergency response when a national emergency 
has not been declared.  

Key outputs of the MCDEM NCC include: 

● coordination of information gathering and analysis in order to develop a national picture of 
the emergency 

● public information management 

● supporting Ministers 

● resource mobilisation and prioritisation in support of local and regional CDEM requests for 
assistance 

● provision of guidance and advice as required 

● identification of risks and national-level mitigation strategies. 

The level of activation for the MCDEM NCC depends on the complexity, nature and extent of the 
emergency. The decision to change the level of activation will be made by the MCDEM Duty 
Manager in the first instance, or the National Controller. 

3.3 MCDEM as Lead Agency of the NCMC 

The NCMC is a facility established by the Government to enable the national co-ordination and 
management of the response to and recovery from emergencies. It is where a Lead Agency 
collaborates and prioritises with other agencies to integrate their collective efforts into a 
coordinated All-of-Government national response. When MCDEM is Lead Agency within the 
NCMC, it coordinates with other NCCs to ensure a unified, consistent and effective national 
response. Agencies retain command authority to task their responding elements. 

Key outputs of the NCMC with MCDEM as Lead Agency include: 

● gathering, collating, assessing, and producing information 

● coordinating and directing response operations and support 

● issuing public information 

● conducting media liaison and briefing 

● informing and advising Ministers, Cabinet, and agencies 

● coordinating national resources 

● coordinating international assistance (if required). 
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Section 4 Response Framework 

4.1 Modes of Operation 

The MCDEM response framework contains the following 4 Modes: 

● Mode 1 – Monitor 

● Mode 2 – Support 

● Mode 3 – Coordinate 

● Mode 4 – Direct 

The following sub sections provide greater detail on each Mode. 

4.1.1 Mode 1 – Monitor 

Mode 1 – Monitor is the Business As Usual (BAU) role of the MCDEM Duty Team.  
This Mode is split into two levels, Steady State and Enhanced, in order to ensure effective 
utilisation of staff. 

Mode 1 – Monitor (Steady State) 
Mode 1 (Steady State) consists solely of the MCDEM Duty Team who provide a continuous 24/7 
alerting and warning capability. The MCDEM Duty Team maintains situational awareness of the 
domestic environment when no event or incident has yet occurred. Its role is to ensure that 
accurate and timely warnings can be issued. It also facilitates the development of situational 
awareness in the critical early stages of an event. The core roles provided by the Duty Team are: 

● Duty Manager – Control 

● Duty Officer – Operations, Planning and Intelligence 

● Warning Systems Specialist – Operations and Intelligence 

● Duty PIM – PIM 

● Duty Webmaster – PIM  

● Duty Policy Manager – Policy 

● Duty REMAs – CDEM Group Liaison 

● Activators – Facilities. 
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Figure 2 CDEM NCC in Mode 1 Monitor (Steady State) 

 

The key tasks of Mode 1 – (Steady State) are outlined in Appendix C. 

The key outputs of Mode 1 – (Steady State) are outlined in Appendix D. 

 

Mode 1 – Monitor (Enhanced) 
Mode 1 – Monitor (Enhanced) provides an augmented level of monitoring and coordination in the 
event that a specific, time sensitive threat is identified or a local event occurs without affecting 
region-wide services or population. Examples include the pre-impact phases of Ex Tropical 
Cyclones Debbie, Cook and Gita of 2017 and 2018. 

 
Figure 3 CDEM NCC in Mode 1 Monitor – Enhanced.  Functional outputs are achieved through scaled staffing to 

meet event circumstances.  

 

MCDEM may activate this Mode either virtually or in a centralised location. All MCDEM staff, 
Agency Liaison Officers and cluster leads are informed as soon as this Mode is activated. 
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Coordination meetings may likely occur in normal work offices and / or remotely. Engagement with 
CDEM Groups (via REMAs), National Clusters and / or other Agency NCCs, the National Security 
System Directorate (NSSD) and Office of the Minister CDEM is carried out informally.  

In Mode 1 Monitor (Enhanced), the MCDEM will augment the Duty Team with additional resources 
to activate functions at minimum staffing levels to:  

● monitor the developing threat / event 

● develop and share a common understanding of the threat / event 

● conduct and share risk analysis 

● develop initial contingency plans that could be activated should the event escalate and a 
greater response be required.  

Whilst it is unlikely that the MCDEM will have to respond to requests for assistance in this Mode, 
the Logistics function may be activated to contribute to contingency planning and response 
administration. 

The key tasks of Mode 1 – (Enhanced) are outlined in Appendix C. 

The key outputs of Mode 1 – (Enhanced) are outlined in Appendix D. 

 

4.1.2 Mode 2 – Support 

In Mode 2 (Support), the Duty Team is resourced with increased capability to enable enhanced 
coordination and information management required when localised event/s occur that require 
management under a State of Local Emergency. Examples include Ex-Tropical Cyclone Fehi 2017 
and the Christchurch Port Hill fires of 2017. 

 
Figure 4 CDEM NCC in Mode 2 – Support. All functions activated and key agency staff (e.g. Emergency services) 

formally liaising with NCC Operations 

 

In this Mode, the MCDEM may activate a virtual or centralised location NCC. Functions will be 
staffed by the MCDEM to at least a minimum level in a sustained manner beyond that of the Duty 
Team. The Duty Manager undertakes the role of Control. If a designated facility is utilised, a 
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heightened level of 3 x 8 hr shifts across a 24 hour period may be initially utilised. Routine Mode 2 
operation is most likely to be conducted across 2 x 8 hr shifts, between the hours of 0700 - 2200.  

National Security System (NSS) Watch Group meetings are likely to occur, though the Officials 
Committee for Domestic and External Security (ODESC) meetings are unlikely. Key Agency 
Liaison Officers and Cluster Leads will be requested to attend specified activities in person, and in 
some circumstances, may be required to augment specific functions. Policy and Recovery 
functions may be initially integrated within the Planning function.  

The MCDEM Mode 1 (Steady State) monitoring and warning capability is re-established as a 
separate entity. It reverts to horizon scanning in support of the MCDEM’s national warning and 
advisory mandate. Oversight may be provided by the Intelligence and Operations function 
managers. 

The key tasks of Mode 2 – (Support) are outlined in Appendix C. 

The key outputs of Mode 2 – (Support) are outlined in Appendix D. 

 

4.1.3 Mode 3 – Coordinate 

In response to a moderate to large-scale emergency affecting multiple authorities, communities, 
and/or geographic areas that require significant CDEM Group co-ordination, the MCDEM would 
activate at Mode 3 – Coordinate. Examples include the Kaikourā Earthquake of 2017 and the 
Edgecumbe floods of 2017. This activation could be either as the NCC, or as Lead Agency of the 
NCMC at the direction of ODESC / Watch Group.  

  
Figure 5 CDEM NCC in Mode 3 – Coordinate. Fully integrated inter agency functional teams activated. 

 

At Mode 3, the MCDEM will activate a multi-agency response framework with key agency staff 
integrated into MCDEM-led functions. The Policy and Recovery functions may initially be 
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integrated within the Planning function, though are more likely to separate into functions in their 
own right as the response progresses. 

The NCMC Strategic Communications and International functions are likely to be activated at 
Mode 3 to coordinate national activity and resources to meet MCDEM requests for support. 

Initially, a heightened level of 3 x 8 hr shifts across a 24 hour period may be utilised, which may 
revert to 2 x 8 hr shifts, between the hours of 0700 – 2200, if the situation enables. Watch Group 
meetings are likely to occur daily, along with regular ODESC meetings. 

The key tasks of Mode 3 – (Coordinate) are outlined in Appendix C. 

The key outputs of Mode 3 – (Coordinate) are outlined in Appendix D. 

 

4.1.4 Mode 4 – Direct 

The MCDEM will activate at Mode 4 – Direct in the event that a catastrophic situation involving 
widespread damage and/or disruption of services occurs requiring a managed national-level 
response. This Mode is automatically triggered by the declaration of a state of national emergency 
which would also eventuate in the MCDEM becoming the Lead Agency for a NCMC managed 
response. The only previous example of this type of activation is the Christchurch Earthquake of 
2011. 

 
Figure 6 CDEM NCC in Mode 4 – Direct. Multi-agency functional teams activated. 

 

The Recovery, Policy and Lifelines Functions are likely to be established as distinct individual 
functions at Mode 4.  

Support agencies are fully integrated within CDEM-led functions. All national clusters and other 
Agency NCCs are also likely to be activated. 

The NCMC Strategic Communications and International functions are also likely to be activated in 
direct support of the NCMC. 

In this mode, the MCDEM is likely to operate 24/7 in 3 x 8 hour shifts. Daily ODESC meetings are 
likely to occur. 

The key tasks of Mode 4 – (Direct) are outlined in Appendix C. 

The key outputs of Mode 4 – (Direct) are outlined in Appendix D. 
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Appendix B MCDEM response management activation flowchart 
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