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Municipal Emergency Management Plan 
Assurance Process – Advisory Material 
1. Document purpose 

This document provides guidance for the suggested minimum evidence to complete the 
Municipal Emergency Management Plan (MEMP) assurance checklist as a part of the Statement 
of Assurance. In addition, the advisory material outlines the approval process from the Municipal 
Emergency Management Planning Committee (MEMPC) to the Regional Emergency 
Management Planning Committee (REMPC).    

2. Introduction 
From December 1, 2020 MEMPC’s will complete a Statement of Assurance (self-assurance 
checklist and certificate of assurance) for their MEMPs and MEMP sub-plans1 which shall then 
proceed to their respective REMPC for approval. The self-assurance process has replaced the 
legislative audit role of Victoria State Emergency Services (VICSES).  
The Statement of Assurance verifies that the plan or sub-plan has been prepared in accordance 
with the Emergency Management Act 2013 (the Act; as amended by the Emergency 
Management Legislation Amendment Act 2018) and with due regard to the Minister’s Guidelines 
for Preparing State, Regional and Municipal Emergency Management Plans, issued under 
section 77 of the Act (Section 60AC). 
The new arrangements require that each MEMP is assured on at least a three-year basis. 
Similarly, sub-plans will go through the same process but can proceed through the assurance 
process separately to the MEMP.   

 

 
 
1 Section 3.7.1 of the Guidelines for Preparing State, Regional and Municipal Emergency Management Plans advises that “sub-plans are subject 
to the same requirements for consultation, approval, review and assurance as the principal EMP”. As such, any reference to a MEMP throughout 
this document also refers to a MEMP sub-plan. 
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The Statement of Assurance2 consists of:  
• An assurance checklist completed by the MEMPC to ensure all requirements from the Act 

have been met.  

• A certificate of assurance signed by the MEMPC’s chair on behalf of the MEMPC to 
confirm that the plan is compliant with the Act.  

3. Self-assurance checklist requirements 
• The suggested evidence for the assurance checklist provided from page 4 of this 

document is a minimum requirement for MEMPCs completing the assurance checklist 
and MEMPCs are encouraged to include more information where appropriate. 

• The REMPC has the discretion to direct the MEMPC to provide further information in their 
assurance checklist and similarly their respective MEMP. 

• For sub-plans: As a sub-plan forms a part of the principal MEMP, the assurance 
checklist may refer to where the principal MEMP addresses a certain requirement to 
acquit the sub-plan of that checklist requirement.  

4. MEMP and sub-plan approval process  
• The MEMPC as the preparer of the MEMP or sub-plan completes the statement of 

assurance (including checklist and certificate) for the relevant MEMP or sub-plan, which is 
then presented to the relevant REMPC for approval (see Appendix A).  

• The MEMPC should allow enough time to complete the assurance process prior to 
presenting to their REMPC. It is important to note that no individual agency or council is 
required to approve the MEMPC’s assurance checklist before it is provided to the REMPC 
to approve. Prior to its assurance, development of the MEMP itself will have been 
completed in line with the Act, and with regard to the consultation outlined in the Minister’s 
Guidelines, which includes consulting with any department or agency the MEMPC 
considers appropriate (section 60AFB(1)(c). 

o It is recommended that a MEMPC starts their assurance process for their MEMP 
at least 3 months before presenting to the REMPC. This should also include a 
contingency for any anticipated operational activity (i.e. seasonal activity) and the 
impact this has on the MEMPC being able to meet and assure the MEMP.  

• The REMPC will meet on a quarterly basis (February, May, August and November) and 
will review any MEMPs (including sub-plans) due for approval. MEMPs and 
accompanying statement of assurance documentation can also be reviewed by the 
REMPC out of session, with prior approval of the REMPC.  

• The MEMPC is responsible for presenting their plan or sub-plan to the REMPC prior to 
their scheduled MEMP or sub-plan approval date within a 3-year cycle.  

o A MEMP and sub-plans can progress through this process at different times. 

 
 
2 The Statement of Assurance and associated documents for emergency management planning can be found in the EMV Emergency 
Management Planning Resource Library 

https://www.emv.vic.gov.au/how-we-help/emergency-management-planning/resource-library
https://www.emv.vic.gov.au/how-we-help/emergency-management-planning/resource-library
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• The REMPC has the discretion to request further information from the MEMPC before 
approval is granted.  

5. Presenting to the REMPC  
• Following the completion of the Statement of Assurance, the MEMPC Chair or delegated 

MEMPC member will present their assurance checklist and respective MEMP or sub-plan 
to the REMPC, on behalf of the MEMPC.  

• The REMPC will provide direction to the MEMPC on the format of this presentation. This 
could include a PowerPoint slideshow or a verbal presentation from the MEMPC Chair or 
delegate.   

6. The role of IGEM  
• Under the Act, the Inspector-General for Emergency Management (IGEM) has a function 

to monitor, review and assess emergency management planning at a system level in 
accordance with Part 6A of the Act. 

• In undertaking its assurance functions, IGEM considers outputs (e.g. plans, statements, 
other documents) created through the emergency management planning arrangements, 
including those tabled at MEMPCs. 

• IGEM also attends relevant committees and meetings to observe the discussions and 
decisions made. Observations from these meetings are relied upon by IGEM as evidence 
in its assurance activities. As an observer, IGEM does not have voting rights and will not 
influence or contribute to decision-making. 

• IGEM will formally write to the MEMPC Chairs to seek permission to attend as an 
observer. 

• Given the number of MEMPCs, along with IGEM’s system level assurance role, IGEM will 
not attend and observe all meetings. IGEM will select a number of MEMPCs to observe 
initially and rotate through different MEMPCs as IGEM’s assurance of the emergency 
management planning arrangements progresses to best ensure adequate coverage for 
the purpose of system level assurance.  
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 Checklist Requirement  
(Act section and/or Guidelines section) 

Suggested Minimum Evidence  
(include MEMP page number)   

Plan has been prepared in accordance with the following mandatory requirements under the Emergency Management Act 2013 (the Act): 

1.  The MEMP or sub-plan has been prepared by the municipal 
emergency management planning committee (MEMPC)  
(Sections 59D(a) and 60ADB(1))  

Confirm the plan has been prepared by the MEMPC3.  

The MEMPC should note if the MEMP has been prepared as part of an 
integrated MEMPC approach.  

2.  In the case of an updated MEMP or sub-plan, the plan has been 
reviewed within three years or sooner as required  
(Section 60AN, section 6.1)  

Provide evidence of revision history of the plan and when it was updated by 
the MEMPC.  

The MEMPC may also wish to detail what has changed in the plan since its 
last review. 

Maintain, and provide to the REMPC as required, a register of key decisions 
in relation to changes to the plan (if applicable). 

3.  To the extent possible, the MEMP or sub-plan does not conflict with 
or duplicate other plans in relation to emergency management that 
are currently in force within Australia 
(Section 60AC(c), section 4) 

Confirm the plan does not duplicate any other emergency management 
plans in Australia that are relevant to the municipal district, including the 
SEMP and relevant REMP, as well as highlighting the specific uniqueness of 
your MEMP.  

4.  The MEMP or sub-plan is consistent with the State Emergency 
Management Plan and the relevant regional emergency 
management plan  
(Section 59D(b)) 

Describe how the MEMP or sub-plan is consistent with the SEMP and 
relevant REMP for your municipal district, noting that the plan is not to 
duplicate the SEMP or relevant REMP.  

 
 
3 In the case of a sub-plan, it may be that a MEMPC member agency has prepared a sub-plan on behalf of the MEMPC.  

https://www.emv.vic.gov.au/responsibilities/semp
https://www.emv.vic.gov.au/responsibilities/semp
https://uat-author.emv.vic.gov.au/responsibilities/emergency-management-planning/regional-emergency-management-plans-remps-including
https://uat-author.emv.vic.gov.au/responsibilities/emergency-management-planning/regional-emergency-management-plans-remps-including
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 Checklist Requirement  
(Act section and/or Guidelines section) 

Suggested Minimum Evidence  
(include MEMP page number)   

5.  The MEMP or sub-plan is consistent with the principles underlying 
the preparation of emergency management plans. Principles 
require that the plan is:  

• prepared in a collaborative manner,  

• prepared efficiently and effectively,  

• prepared in a manner that acknowledges and 
reflects the importance of community emergency 
management planning 

(Section 60AA(1), sections 3.1 and 4.1) 

Describe how the following are reflected in your MEMP and/or in the MEMP 
development process:  

• the plan has been prepared in a collaborative manner, for example: 
o places the community at the centre 
o makes effective use of available resources 
o focuses on risks, consequences, community 
o outcomes and resilience 
o considers existing capability and capacity, and 
o future development needs 
o encourages participation, as well as debate and 
o independent thought 
o represents diversity within the community 
o is respectful, inclusive and fosters trust 
o seeks consensus and collective action 
o uses transparent decision-making processes 
o shares key learnings and information. 

• any identified inefficiencies have been overcome. 

• the MEMP or sub-plan acknowledges any existing community 
emergency management plans and other activities that have been 
undertaken with communities in preparation of this plan.   
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 Checklist Requirement  
(Act section and/or Guidelines section) 

Suggested Minimum Evidence  
(include MEMP page number)   

6.  The MEMP or sub-plan is consistent with the principles underlying 
the contents of emergency management plans. Principles require 
that the plan:  

• aims to reduce the likelihood of emergencies and the effect 
and consequences they have on communities;  

• ensures a comprehensive and integrated approach to 
emergency management;  

• promote community resilience in relation to emergencies;  

• and promote appropriate interoperability and integration of 
emergency management systems. 

(Section 60AA(2), 60ADB(1), section 3.6.3) 

Describe how the plan is consistent with the principles and how this is 
reflected in your MEMP.  

This includes but is not limited to identifying where in the plan outlines the 
governance arrangements, as well as exercises, plans and activities that are 
integrated and coordinated. 

Examples of how the MEMPC is fostering interoperability and integration 
within the municipality. 

7.  The MEMP or sub-plan contains provisions for the mitigation of 
emergencies.  
(Section 60AE(a), section 3.2) 

State where the plan outlines mitigation activities (e.g. planning and 
regulation, infrastructure projects, education and awareness) and 
coordination arrangements that are intended to eliminate or reduce the 
incidence or severity of emergencies and minimise their effects on and 
consequences for communities. 

MEMPCs should also provide links between their risk assessment process 
outcomes and how this has driven the planning for mitigation activities in 
their MEMP (checklist requirement 15). 
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 Checklist Requirement  
(Act section and/or Guidelines section) 

Suggested Minimum Evidence  
(include MEMP page number)   

8.  The MEMP or sub-plan contains provisions for the response to 
emergencies. 
(Section 60AE(b), sections 3.3, 3.6.2 and 3.6.3) 
 

State where the plan outlines the integrated and comprehensive response 
arrangements, including readiness and relief, that apply across all 
communities and all emergencies including: 

• agreed escalation thresholds; 

• trigger points and transition arrangements for escalation and de-
escalation between local and region level response activities; 

• transition between phases including the arrangements to manage the 
transition from response to recovery. 

The MEMPC may also want to provide examples of when these provisions 
have been applied.  

9.  The MEMP or sub-plan contains provisions for the recovery from 
emergencies. 
(Section 60AE(c), section 3.4) 

State where the plan outlines the recovery provisions to assist the people 
and communities affected by emergencies to return to an effective level of 
functioning, including what principles and arrangements are built on (e.g. 
Victoria’s Resilient Recovery Strategy (VRRS)). 
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 Checklist Requirement  
(Act section and/or Guidelines section) 

Suggested Minimum Evidence  
(include MEMP page number)   

10.  The MEMP or sub-plan specifies the roles and responsibilities of 
agencies in relation to emergency management.  
(Section 60AE(d), sections 3.3 and 3.5) 
 

State where the plan specifies the additional roles and responsibilities of 
local agencies and organisations in relation to emergency management at 
the municipal level, under the following headings: 

• Control agency 

• Coordination agency 

• Support agency 

• Relief lead agency 

• Recovery lead agency 

For example, the MEMP or sub-plan may outline the key role Municipal 
Councils play in the coordination of relief by partnering with agencies and 
organisations to develop and support community leadership in all relief and 
recovery activities. 

Confirm that the MEMP or sub-plan does not replicate the roles and 
responsibilities in the SEMP and relevant REMP.  

Alternatively, state where the plan advises that no additional roles or 
responsibilities are outlined. 

11.  The MEMPC consists of membership from required agencies.  
(Section 59A) 

Provide the current membership list of the MEMPC and the attendance 
record of meetings since the last MEMP or sub-plan approval, which 
includes appropriate representation of agencies and groups.  

12.  In the case of a MEMPC that has collaborated with other MEMPCs 
in preparing its own MEMP or sub-plan, the MEMPC has separately 
ensured that its own MEMP or sub-plan has been prepared in 
accordance with the Act and relevant guidelines issued under 
section 77 of the Act.  
(Section 60ADB) 

If applicable, provide a description of how the MEMPC has collaborated with 
other MEMPCs, whilst ensuring each MEMPC has its own contextualised 
MEMP for their municipal district.  

To the extent possible, the MEMP is consistent and coordinated with 
arrangements in neighbouring municipal districts. 
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 Checklist Requirement  
(Act section and/or Guidelines section) 

Suggested Minimum Evidence  
(include MEMP page number)   

13.  In developing the MEMP or sub-plan, the following have been 
consulted and engaged: 
- any sector of the community the MEMPC considers 

appropriate 
- had regard to any relevant Community Emergency 

Management Plan 
- Any body, Department or other agency the MEMPC considers 

appropriate 
(Section 60AFB(1), sections 4.2 and 4.2.3) 
 

Detail the extent of consultation and engagement. 

Additionally, describe how the consultation and engagement of the plan 
ensures that: 

• Ensured enough time in its development to ensure consultation and 
engagement 

• the interests, values and expectations of stakeholders, including 
community members are understood and considered, including 
community members, culturally and linguistically diverse (CALD), 
Aboriginal and/or other key community groups. 

• the knowledge and expertise of agencies and technical experts is 
considered, which may include emergency risk management studies, 
literature or case study reviews. 

• there is broad ownership of the plan, including a shared responsibility 
for its management, implementation and review. 

there has been engagement with all relevant stakeholders, where 
appropriate, including consideration to targeted consultation with vulnerable 
groups, or sectors of the community that may be more heavily impacted 
during an emergency. 

Plan has been prepared with regard to the following guidance in Ministerial guidelines issued under section 77 of the Act  
(Guidelines for Preparing State, Regional and Municipal Emergency Management Plans):  

14.  The MEMP or sub-plan provides a brief municipal level overview and 
environmental scan that explains the hazard profile and key 
considerations for emergency management arrangements across 
the key areas of mitigation, response and recovery. 
(Section 3.6.2 and 3.6.3) 

State where the plan provides or refers to this overview and environmental 
scan. 

https://www.emv.vic.gov.au/how-we-help/emergency-management-planning/planning-guidelines


   
Page 10 of 12  

 Checklist Requirement  
(Act section and/or Guidelines section) 

Suggested Minimum Evidence  
(include MEMP page number)   

15.  The MEMP or sub-plan identifies and plan for cross-agency/cross 
boundary/cross-border opportunities. 
(Section 3.6.2 and 3.6.3) 

State where the plan specifies cross-agency/cross boundary/cross-border 
opportunities such as training, exercising, engagement and education. 

The MEMPC should list any cross-border MOUs or similar that exist. 

16.  An appropriate risk management process (consistent with Australian 
/ New Zealand ISO 31000, such as the Community Emergency Risk 
Assessment) has been conducted by the MEMPC during the 
development of the MEMP or sub-plan. 
(Section 3.2, section 4 (step 1)) 

Advise where the MEMP references the risk management process that the 
MEMPC has adopted, when it was reviewed and how it has been applied 
(e.g. how it has informed mitigation strategies). A MEMPC may wish to 
progressively assess risks throughout the year and amend accordingly.   

If a new risk has been identified or a risk status has changed, a MEMPC is 
expected to detail these changes (hazard specific risk or systematic risk).  

17.  The MEMP or sub-plan assesses existing and future capability and 
capacity requirements for the municipality utilising the Victorian 
Preparedness Framework. Through this process the MEMP or sub-
plan considers where emergency management capability would be 
drawn from that cannot be met from within the municipality and 
mechanisms to escalate requests for emergency management 
capacity.  
(Section 3.5) 

Advise where the MEMP assesses capability and capacity requirements in 
line the Victorian Preparedness Framework (VPF) and how the MEMPC is 
applying the VPF. 

18.  Exercises have been undertaken during the planning life cycle to test 
the MEMP or sub-plan. 
(Section 4 (step 5))  

Provide evidence that an exercise or exercises have been performed during 
the planning cycle, including a description of the type of exercise and 
lessons learnt. The MEMPC may also wish to describe amendments made 
to the MEMP or sub-plan if lessons learnt from exercises have noted 
shortcomings in the plan. 

 
 
 
 

  (Optional)  Suggested Evidence  
(include MEMP page(s) number)   
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19.  Provide examples where the MEMP presents any innovative 
approaches to emergency management that could be shared across 
other MEMPCs and strengthen their capabilities. 

This is an optional component of the assurance process and seeks to 
capture any innovative processes, tools, systems or approaches a MEMPC 
employs in emergency management. 

Is there an area your municipal plan is strong and can be considered 
innovative or best practice?  For example this could include an innovative 
approach to communicating with vulnerable cohorts or an outstanding sub-
plan.  

20.  Any additional comments for the REMPC relating to the MEMP At the MEMPC’s discretion. 
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7. Appendix A – Assurance and approval process  
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