Name of Exercise

FOR OFFICIAL USE ONLY

Administrative Handling Instructions
1. The title of this document is Name of Exercise Plan.
2. This document should be safeguarded, handled, transmitted, and stored in accordance with appropriate security directives. It should be released to individuals on a strict need-to-know basis. Information contained herein was prepared for the exclusive use of planning team members, project officers, exercise controllers and evaluators, and non-participant personnel involved in the operational and administrative aspects of the exercise. The contents of this document will not be divulged to exercise participants unless officially authorized by the Exercise Director. Reproduction of this document, in whole or in part, without prior approval from the lead exercise planner or the Office of Grants and Training Exercise Manager is prohibited.
3. Lead Exercise Planner Point of Contact (POC):
Name and contact information for local POC(s)
4. Other Contacts:

Jennifer Roberson, Exercise Manager

Office of Grants and Training (G&T)

U. S.  Department of Homeland Security

810 7th Street, N.W.

Washington, DC 20531

(202) 786-9625 office

(571) 243-1788 cell

jennifer.roberson@dhs.gov
Name and contact information for senior exercise manager
Contents
Administrative Handling Instructions
i
Chapter 1: General Exercise Information
1

Purpose
__

Background
__

Exercise Concept and Scope
__

Exercise Planning
__

Exercise Objectives
__

Exercise Scenario
__

Design Team Incident Command Structure Organization Chart
__

Exercise Participants
__

Chapter 2: Control Staff Instructions
__

Exercise Controller Organization
__

Exercise Control
__

Exercise Implementation and Rules
__

Exercise Identification
__

Briefings and Events
__

Controller Instructions
__

Assessment, Review, and Analysis of Exercise
__

Exercise Communications Plan
__

Controller Communications Plan
__
Chapter 3: Scenario Information 
__

Exercise Scenario
__

Major Events
__

Master Scenario Events List (MSEL)
__

Expanded Master Scenario Events Information
__
Chapter 4: Actor Plan
__
Chapter 5: Player Handbook
__

Cover
__

Description
__

Player Rules of Conduct
__
Chapter 6: Evaluation Plan
__

General Information
__

Exercise Report
__

Evaluator Responsibilities
__

Evaluator Instructions and Guidelines
__

Overview of Evaluation Methodology
__

Task level Performance
__

Agency / Discipline / Functional Level Performance
__

Mission Level Performance
__

Using Exercise Evaluation Guides (EEGs)
__

Task List
__

Sample Write Ups
__

Blank Evaluation Sheet
__
Chapter 7: Logistics
__

General Information
__

Site Access
__
Chapter 8: Safety and Security
__

Safety
__

G&T Exercise Safety Policy
__

Security and Access
__
Chapter 9: Observers / Public Information Plan
__

General Information
__

Public Affairs
__
Chapter 10: Appendices to be Included
__

Appendix A – Schedule of Events
__

Appendix B – Briefing and Event Details
__

Appendix C – Venue Locations
__

Appendix D – Terms of Reference
__
Chapter 11: Meeting Minutes
__

IPC
__

MPC
__

FPC
__
Chapter 1:

General Information
Purpose

The Exercise Plan (ExPlan) gives planners from participating organizations the information necessary to plan, design, and conduct an exercise. It is provided to familiarize appropriate agencies with the community’s intent to conduct an interagency exercise, their roles and responsibilities in planning and execution, and the capabilities of the community to respond to a biological emergency or an act of terrorism.
This ExPlan provides planning guidance for this insert type (agriculture, biological, WMD, etc.) and complexity (tabletop, functional, or full-scale) exercise. This ExPlan is based on planning factors and estimates available at the time of preparation and is subject to modification during final exercise planning and preparation. The Controller/Evaluator Handbook (C/E Handbook) complements this ExPlan and provides detailed guidance for conduct of the exercise.
The exercise will be conducted on month date, year, from beginning time to ending time and insert additional dates / times as appropriate. Exercise play is scheduled for insert number days or until the exercise director and lead controller determine the exercise objectives have been accomplished.

Background

The State of _________________, specific counties or regions, and the associated jurisdictions recognize their responsibilities to protect the public from, and mitigate the consequences of, the hazards associated with acts of terrorism, including the necessity for a properly integrated response in the event of such an incident or naturally occurring events. With those responsibilities in mind, the State of _________________, specific counties or regions, and the associated jurisdictions have developed policies and procedures to respond to a insert appropriate terminology to describe scenario (health, terrorism, etc.) incident and conduct exercises.
Exercise Concept and Scope

Scope of Play. The name of exercise centers on a _____________ incident. The exercise will focus on the overall response and decision-making process, integration, and coordination with responding public safety agencies as well as jurisdictional issues arising among various organizations, departments, and agencies. 
Assumptions. The following general assumptions apply. Emergency services personnel who respond to incident scenarios will operate in accordance with existing plans, procedures, and practices during this exercise. The goals and objectives of the exercise will be consistent with functional area operations and technical plans and procedures, whenever possible, as long as safety, cost effectiveness, and prudence are not compromised.

Artificialities. Artificialities will detract from realism; however, exercise planners and participants accept these artificialities to facilitate accomplishment of the exercise objectives. 
· Surrogates may be playing in place of some key decision makers. The surrogates, in most instances, will be junior to the principals they represent. Therefore, the surrogates’ actions during the exercise may not depict the same actions that might be taken by their respective principals. 
· Some events may require time jumps or may be accelerated to meet exercise objectives.

· List other artificialities as appropriate

Exercise Planning

Exercise Planning Responsibilities. The exercise director and lead controller are responsible for the following:

· During exercise planning and design: ensuring all exercise documentation is coordinated thoroughly with all participating organizations

· During the exercise: supervising controller operations, including controller reporting
Exercise Planning Team Responsibilities. To successfully fulfill exercise objectives, the jurisdictional exercise planning team, in coordination with the G&T exercise support team, will accomplish the following:

· Fund selected activities to support the exercise, such as agency participation and facilities

· Act as the central point of coordination for the participating planners

· Provide logistics to include meals, refreshments, rest room facilities at venue sites, actors, and moulage

· Provide additional controllers as needed

· Obtain evaluators for all functional areas (G&T Exercise Support Team does not evaluate the exercise)

G&T Exercise Support Team Responsibilities. At a minimum, the G&T Exercise Support Team, in coordination with the jurisdictional exercise planning team, will perform the following activities in support of this exercise:
· Use ‘Exercise Support Team’ instead of the contractor’s name in all documentation, presentations, attire, etc.

· Post all draft materials for G&T review and approval to the contractor’s DHS Secure Portal folder. Notify G&T Exercise Manager (via email) when documents have been posted for review. G&T Exercise Managers will reserve the option to review additional documentation as necessary.

· Create a private folder for the exercise in the DHS Secure Portal library and grant access to the respective Exercise Manager, local exercise planning team members, and all contractor staff that are involved with the design and development of the exercise.  

· Develop this Read-Ahead packet and disseminate to lead exercise planner (from State or local jurisdiction).  

· Conduct Initial Planning Conference (IPC)

· Develop exercise concept, objectives, and scope

· Design a scenario to assess the objectives as identified by the Exercise Planning Team  

· Provide supporting documentation including an agenda, sign-in sheets, Sample Participating Agency List, and Sample Objectives

· Develop IPC Minutes 

· Conduct Mid-Term Planning Conference (MPC)

· Review planning and document processes

· Review MSEL development progress

· Develop MPC Minutes

· Conduct Final Planning Conference (FPC)

· Confirm final logistics and review the Controller/Evaluator (C/E) Handbook

· Provide supporting documentation including: agenda, sign-in sheets, C/E Handbook, SitMan, media release/public information handout
· Develop FPC Minutes
· Conduct Exercise

· Provide insert # controllers for functional areas/venues during the exercise

· Develop exercise materials, including copies of the SitMan or Player Handbook and Participant Feedback Forms for the players and observers of the exercise, C/E Handbooks for each controller and evaluator, and Red Team Handbooks as appropriate
· Provide PowerPoint presentations/briefings for the Controller/Evaluator Brief, Observer Brief, and Controller/Evaluator Debrief

· Conduct After Action Conference

· Provide supporting documentation including PowerPoint presentation and Draft AAR/IP

· Provide appropriate number of facilitators for the After Action Conference

· Prepare and submit final copies of the AAR/IP within 60 days of the completion of the exercise.  The first draft of this report will be submitted to DHS/G&T on _______________

· Final AAR/IP will be posted to the DHS Secure Portal under the library folder entitled ‘Direct Support AARs’

· Distribute copies of all deliverable exercise materials in compact disc (CD) to the State of ____________ by ___________________

· Prepare all documents in accordance with HSEEP Volume IV standards.  These documents will be submitted to the DHS/G&T Exercise Manager for review before it is provided to the State/jurisdiction

Exercise Objectives

This section may include only several broad-based objectives or several “overarching” objectives and then objectives for each participating agency
The following are examples of broad-based objectives:

· Assess Fatality Management to include: scene operations; morgue operations; antemortem data management; victim identification; final disposal; and fatality surge.

· Perform Explosive Device Response Operations to include: dispatching explosive device response personnel; establishing site operations; identifying resource needs; executing action plans for render safe procedures; transport, off-site treatment, and disposal.
Exercise Scenario

Scenario Tools. Scenario tools are used to initiate and stimulate the exercise play and inject scenario events. These include a Master Scenario Events List (MSEL) that outlines benchmarks or actions anticipated during the exercise. Part of the MSEL may include scripted messages to be introduced into exercise play. 

The MSEL will be developed to ensure continuous play during stated exercise hours. If a sufficient level of exercise intensity cannot be maintained as a result of actual play or injects, controllers may stimulate additional player responses to achieve exercise objectives in coordination with the exercise director and lead controller.

Scenario Confidentiality. Insert exercise scenario type (wmd, biological, etc.) full-scale exercises may pose politically sensitive issues and may portray detailed response plans and potential response shortcomings. Planners and participants must treat exercise-related information as sensitive.

This name of exercise is an unclassified exercise. The control of information is based more on public sensitivity regarding the nature of the exercise than on actual exercise content. To meaningfully evaluate current plans and policies, normal operating procedures are used for all player communications during the exercise. 

All written material generated during the planning and conduct of this exercise should be treated as sensitive. All material generated during this exercise should be disposed of as sensitive waste when no longer needed to facilitate exercise play or documentation. The intent of these procedures is to preclude sensitive materials and the nature of this exercise from being inadvertently released in any form.

Some exercise material is intended for the exclusive use of exercise planners, controllers, and evaluators; however, players may view other material. All exercise players and observers will receive a Player Handbook, but the ExPlan, C/E Handbook, and Red Team Handbook are controlled documents and are not intended for exercise players. All exercise participants should use appropriate guidelines to ensure the proper control of information within their areas and protect this material in accordance with current directives of the State __________, its counties, and other local jurisdictions.

The design team organization chart shown below is a template to guide the design team in assigning responsibilities during exercise planning and execution.  It will be modified, as necessary, during the planning process to reflect the structure for this exercise.
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Exercise Participants 

State

· List all State agencies participating in exercise
__________ County

· List agencies from this county that are participating in exercise
Continue list until all participating counties have been included.

Federal

· DHS, G&T
· G&T Exercise Support Team

· Include other Federal agencies participating in exercise
Other

· List other participating agencies / organizations participating in exercise (ARES/RACES, Red Cross, etc.)
This page is intentionally blank.
Chapter 2:

Control Staff Instructions
Controllers. Controllers are exercise participants who plan and manage the exercise play, set up and operate the exercise incident site, and act in the roles of response individuals and agencies not actually playing in the exercise. Controllers provide key data to players and may prompt or initiate certain player actions to ensure exercise continuity. Controllers are the only participants who will provide information or direction to the players. Controllers may employ compressed time to ensure exercise continuity and completion. Any changes that impact the scenario or affect other areas of play must be coordinated through the lead controller, who will coordinate with the exercise director. All controllers will be accountable to the lead controller. A controller may also serve as an evaluator.

Exercise Control Organization

Controllers, evaluators, and personnel essential to the exercise are collectively referred to as the Exercise Control Organization. The Exercise Control Organization, as of the publication of this document, is shown below. Control of the exercise will be established through use of an Exercise Control Organization. This organization will control all exercise activities at all exercise locations.

[image: image2]
Expand the chart as necessary to accommodate additional locations.
Exercise Control

Exercise Start, Suspension, and Termination Instructions. The exercise will be conducted on month date, year, from beginning time until ending time and include additional dates and times as appropriate. Exercise play is scheduled for insert # days or until the exercise director and lead controller determine the exercise objectives have been accomplished. The exercise director and/or lead controller will announce the start of the exercise. Communications procedures are outlined below.
The exercise director and/or lead controller will announce any exercise suspension or termination and will instruct participants to stop safely in place.
If an actual emergency occurs, the exercise may be suspended or terminated at the discretion of the exercise director, G&T Exercise Manager, and/or lead controller, depending on the nature of the incident. The designated emergency phrase in case of a medical emergency is “Real World Emergency.”  The lead controller will announce restart of the exercise.
Lead Controller. The lead controller will be responsible for the following:

· Monitor exercise progress and coordinate decisions regarding any deviations or significant changes to the scenario caused by unexpected developments during play

· Monitor actions by functional area controllers and individual controllers to ensure all appropriate actions are taken to manage an effective exercise

· Coordinate any required modifications to the timeline and individual event implementers with the appropriate functional area controller

· Stay at the incident site to monitor and observe responder and controller activities.

· Debrief controllers and evaluators following the exercise
· Oversee setup and cleanup of exercise and positioning of controllers and evaluators
Functional Area Controllers: Function area controllers will be responsible for the following:

· Monitor exercise progress at assigned location(s) and coordinate with the Simulation Cell

· Issue MSEL information to players as assigned

· Simulate non-participating agencies as assigned

· Is safety officer for his or her site

Venue/Facility Security (Venue Supervisor): Venue/Facility Security will be responsible for the following:
· Establish and maintain security at the exercise venue
· Oversee the site security detail
· Enforce site access procedures
Public Information Officers:  Public Information Officers will be responsible for the following:
· Provide escort for observers and the media
· Provide narration/explanation during exercise events as needed
· Perform pre-exercise and post-exercise public affairs duties
Controller Package. Controllers and evaluators will receive some of their exercise materials prior to the C/E Briefing. Additional materials will be issued at the briefing. The total package will include the C/E Handbook, badges, and other exercise tools. Controllers and evaluators may reorganize the material so the information critical to their specific assignment is readily accessible. Controllers and evaluators must bring their packages to the exercise. Controllers and evaluators may also bring additional professional materials specific to their assigned exercise activities.
Incident Simulation. Because the exercise is of limited duration and scope, the physical description of what would fully occur at the incident site and surrounding areas will be relayed to the players by controllers. Controllers will verbally “paint the picture” for players or use limited written materials about what is happening in and around the incident scene.
Scenario Tools. The MSEL outlines benchmarks and injects that drive exercise play and provide realistic input to exercise players. It provides information expected to emanate from simulated organizations (e.g., those non-participating organizations, agencies, and individuals that would usually respond to a situation). 

Exercise Implementation and Rules

· Real emergency actions take priority over exercise actions. 

· “Real World Emergency” will be the designated phrase that indicates there is an emergency in the exercise area requiring immediate attention that may or may not stop exercise play.

· “Timeout” will be the designated phrase used by controllers to temporarily stop exercise play. Only the Exercise Director may call a timeout unless controllers or players are required to do so for safety reasons.

· Modification or intentional disruption of communication circuits is prohibited.

· Exercise players will comply with real-world response procedures unless otherwise directed by controllers. Responder rules of conduct are outlined in the Player Handbook.

· All written communications and telephone conversations made during the exercise will begin and end with the words, “This is an exercise.”
· Exercise players placing telephone calls must identify the organization, agency, office, or individual with whom they wish to speak.

· Revise above and/or insert additional information / rules here

Exercise Identification

Distinctive badges and hats will be issued to exercise staff (controllers, evaluators, players, observers, and the media) to ensure their identification. The following chart describes identification items: 

	Group
	Hat Color
	Badge Color

	Exercise Director 
	
	

	Controllers
	
	

	Evaluators
	
	

	Players
	
	

	Observers
	
	

	Media Personnel
	
	


Additional categories of persons can be added to this information as deemed necessary by the design team. 
Briefings and Events

Descriptions of the significant exercise events follow. Appendix B is a list of exercise events.

Controller and Evaluator Orientation Briefing. A comprehensive Controller/Evaluator (C/E) Briefing will be conducted on month date, year, at time, in location. Each controller and evaluator is required to attend this session, plus any specialized training required, to learn his or her assigned responsibilities. This is also the time for the C/E teams to get acquainted and address in advance any issues that might arise during the exercise.

Exercise Play. Players should be in place at time on month date, year, for a player briefing prior to the exercise start. Player activity will begin month date, year, at time with insert precipitating event / news / happening. This event will prompt the action of responders, beginning the initial phase of the exercise. The exercise will conclude at the direction of the exercise director and on the substantial completion of operations and attainment of the exercise objectives. The exercise is expected to end at approximately time on month date, year. Venue Hot Wash(es) for exercise participants will occur shortly after the exercise. An After Action Review will follow on month date, year, beginning at time for controllers, evaluators, and senior agency representatives. The exercise schedule is detailed in Appendix A. The following are some exercise guidelines:

· Controllers and evaluators will check-in with the Simulation Cell no later than time on month date and include additional times / dates as appropriate (see Appendix A) at their respective assigned exercise locations for final instruction. All controllers must be in their assigned places for the start of the exercise each day.
· Exercise play will not be halted for player breaks or, where occurring, shift changes.

Venue Hot Wash(es). This block of time is provided immediately following the exercise on month date to gather the first impressions of players about exercise conduct and play. Observers are not encouraged to attend, unless by specific invitation of exercise officials. Controllers will facilitate these events at each venue while the evaluators capture the comments.

Controller, Evaluator, and Senior Agency Official After Action Review. This forum allows representatives to review the exercise, build an overall timeline of events, and coordinate to complete a draft version of the After Action Report/Improvement Plan (AAR/IP). It will be a facilitated discussion covering each functional area and the exercise process. 

Controller Instructions

Before the Exercise

· Review the appropriate emergency plans, procedures, and protocols

· Review appropriate exercise package materials including the objectives, scenario, injects or implementers, safety and security plans, and evaluator instructions

· Attend required briefings

· Review the exercise objectives and controller package for your area of responsibility

· Review the Exercise Evaluation Guides and other supporting material for your area of responsibility

During the Exercise

· Report to the exercise check-in location at the time designated in the exercise Schedule of Events and meet with exercise staff 

· Present the Player Briefing prior to the exercise start at time on month date
· Be at the appropriate location at least 15 minutes before the start of the exercise. If you are not assigned to a specific site, be in place to meet the participants at least 15 minutes before the start of the exercise

· Obtain or locate necessary communications equipment and test it to ensure satisfactory communication between controllers and the lead controller

· Wear controller identification (distinctive badge and hat) issued at the C/E Briefing

· During exercise play, avoid personal conversations with any exercise player

· If you have been given injects, deliver them to appropriate players at the time indicated in the MSEL (or as directed by the lead controller). Caution: If the information depends on some action to be taken by the player, do not deliver the inject until the player has earned the information by successfully accomplishing the required action

· When you deliver an inject, notify the Simulation Cell and note the time delivered and player actions

· Receive and record exercise information from players that would be directed to non-participating organizations

· Record all significant events observed

· Observe and record exercise artificialities that interfere with exercise realism. If artificiality interferes with exercise play, report it to the lead controller

· Begin and end all exercise communications with the phrase, “This is an exercise.”  This precaution is taken so anyone overhearing the conversation will not inadvertently mistake exercise play for an actual emergency
· During the exercise, do not prompt a player regarding what a specific response should be unless an inject directs you to do so. Clarify information as long as it does not provide coaching

· Ensure all observers and media personnel stay out of the exercise activity area during the exercise. If you need assistance, notify the lead controller

· Do not give information to the players regarding scenario event progress or resolution of problems encountered by others. Players are expected to obtain information through their own resources

· The lead controller will notify you when the exercise has been suspended or terminated. The exercise will be terminated when the exercise director and lead controller determine all exercise objectives have been met or enough time has elapsed for objectives to have been demonstrated

After Exercise Play

· Distribute and collect copies of Participant Feedback Forms and pertinent documentation. This information should be given to the lead controller. Coordinate this task with the evaluator(s) in your area

· All controllers are expected to conduct a Player Hot Wash (in keeping with the no-fault approach) at their venue and, in coordination with venue evaluator(s), take notes on findings identified by exercise players. Before the Hot Wash, if controllers or evaluators are asked for their impressions of how things went, specific issues or problems should not be discussed. At exercise termination, summarize your notes and prepare for the Controller/Evaluator After Action Review. Have the summary ready for the lead controller.

Assessment, Review, and Analysis of Exercise

Player Hot Wash. This meeting is primarily geared toward participants and their supervisors. It gives personnel a chance to impart their observations while the exercise is still fresh. It is recommended that the venue controller facilitate the Hot Wash. All participants may attend. Observers are not encouraged to attend this meeting. The evaluators should document the player outcomes of the hot wash at each venue.

Controller/Evaluator After Action Review. Controllers, evaluators, the exercise design team, and senior representatives of the participating agencies will attend a facilitated exercise debriefing in location, month date, year, beginning at time. This forum will provide an opportunity for effective evaluation and cross-referencing, and will be the basis for writing the After Action Report/Improvement Plan (AAR/IP).
Participant Feedback Forms. Participant Feedback Forms will be used for documenting participant information about the exercise. The controller or evaluator will distribute these forms. They will be collected after the exercise along with attendance or participation rosters. Controllers should emphasize to the players that the forms provide the opportunity to comment candidly on emergency response activities and effectiveness of the exercise.
Exercise Communications Plan

All spoken and written exercise communications will start and end with the statement, “This is an exercise.”
Controller Communications. The principal method of communications for controllers during the exercise will be via land line and/or cell phone. Controller communications will link control personnel at all play areas and will remain separate from the player communications. In no case will controller communications interfere with, or override, player communications. 
Player Communications. Players will use routine, in-place agency communications systems. Additional communication assets may be made available as the exercise progresses. The need to maintain capability for a real world response may preclude the use of all communications channels or systems that would usually be available for an actual terrorism incident. In no instance will exercise communications interfere with real-world emergency communications.
Controller Communications Plan 

	Position
	Name
	Phone Number

	Exercise Director
	
	

	Safety Officer
	
	

	Lead Controller
	
	

	Simulation Cell
	
	Fax:


	Location
	Name / Position
	Phone Number

	Venue #1

	
	_____________ - Controller 
	

	
	_____________ - Evaluator
	

	Venue #2

	
	_____________ - Controller
	

	
	_____________ - Evaluator
	

	Venue #3

	
	_____________ - Controller
	

	
	_____________ - Evaluator
	

	
	
	

	Venue #4

	
	_____________ - Controller
	

	
	_____________ - Evaluator
	

	Venue #5

	
	_____________ - Controller
	

	
	_____________ - Evaluator
	

	Venue #6

	
	_____________ - Controller
	

	
	_____________ - Evaluator
	


Expand and contract the above table to represent the controller/evaluator communications for this exercise.

Chapter 3:

Scenario Information
Exercise Scenario

The exercise scenario is based insert statement and brief explanation of scenario here. 

Major Events

· Briefly list major events for this scenario
Master Scenario Events List

This document will be developed during the planning process and is only a place holder for the Initial Planning Conference.
	Event #
	Optional
	Event
Date/Time
	Event
Description
	Who
Delivers?
	Recipient Player(s)
	Expected Outcome

of Player Action

	01
	
	
	Player Briefing
	All Controllers
	All Players
	Controllers at each venue brief players prior to exercise start

	02
	
	
	Start Exercise
	
	
	

	03
	
	
	
	
	
	

	04
	
	
	
	
	
	

	05
	
	
	
	
	
	

	06
	
	
	
	
	
	

	07
	
	
	
	
	
	

	08
	
	
	
	
	
	

	09
	
	
	
	
	
	

	10
	
	
	
	
	
	

	15
	
	
	Exercise Time Out–if this is a multi-day exercise
	All Controllers
	All active venues
	

	16
	
	
	Exercise Restart
	All Controllers
	All Venues
	

	17
	
	
	
	
	
	

	18
	
	
	
	
	
	

	83
	
	18 - 4:00 PM
	END EXERCISE
	
	
	


Expanded Master Scenario Events Information

	Event #
	01
	Event Time:
	Date/time (Expected)
	(Actual)

	Via:
	Verbal
	Objective(s):
	
	

	Who Delivers?
	All Controllers
	Recipient Player(s):
	All Venues

	Event Description:

	Player briefing at each site

	Inject:

	Each Controller will conduct a player briefing to begin the exercise. Brief the players on the following:

· Safety first–this is only an exercise–report safety issues to supervisor and controller

· Real Emergencies take precedence over the exercise

· The exercise is designed to run from Noon to 4:00 p.m. on the 17th and 8:00 a.m. to 4:00 p.m. on the 18th

· Timeouts may only be called by the Exercise Director or Lead Controller

· Players will comply with real-world procedures unless told differently by a controller

· All radio, telephone, and written communications must begin with “This is an exercise”

· When calling the sim cell, identify which agency you wish to speak with

· If parts of the scenario seem implausible, do not complain. Recognize that the exercise has objectives that must be satisfied and may require doing things that may not be as realistic as we would like.

· Do not engage in casual conversations with the controllers. If you are asked a question, give a short, concise answer. If you are busy and cannot immediately respond, indicate that, but report back with an answer at the earliest possible time.

· Do not engage in conversations with evaluators. 

· Respond to exercise events and information as if the emergency were real.

· Controllers will only give you information they are specifically designated to disseminate from their assigned functional area. You are expected to obtain other necessary information through existing emergency information channels.

· In some cases, it may be necessary to exercise “controller prerogative” of countermanding player actions to preserve the continuity and objectives of the exercise. You must accept the controller’s word as final and proceed with play.

· All participants will participate in a “Hot-Wash” immediately after the exercise

· Everyone is expected to help with cleanup
· Scenario:

· Insert basic scenario information here
· Major Events

· Insert major events here
· If you have questions, ask a controller

· Players, Controllers and Evaluators please do not add injects to the exercise

· Explain Simulation Cell Concept and Phone Number





	Event #
	03
	Event Time:
	Date/time (Expected)
	(Actual)

	Via:
	how
	Objective(s):
	EEG insert information
	Insert objective #

	Who Delivers?
	who
	Recipient Player(s):
	To whom

	Event Description:

	Event description from MSEL

	Inject:

	Provide guidance for deliverer (information to be shared, phone and/or fax numbers, email address, etc.)


	Expected Action(s):
	Notes

	· List expected actions for this inject

	

	Expected Outcome:
	Notes

	Provide information as appropriate for this inject

	


Insert inject sheet for each item in MSEL.

Chapter 4:

Actor Plan
If there are actors, the chart on the following page outlines the requirements for actors and their conditions at each exercise venue. Instructions for actors should also be included above the chart to include reporting time and place for actors. For example, actors for venue #1 might be required to report to the High School at 0800 for an actor briefing and moulage. Also include information about required clothing and any meals or supplies that will be provided to actors.
All actors must be briefed as to their role in the exercise. 

· Safety of actors and players is the primary concern. 

· Some actors will have makeup to show injuries from upcoming explosions. 

· Some will not have injuries and may or may not have symptoms. 

· Ensure that those with symptoms are briefed on their symptoms and those without do not make up their own. 

· Some actors may need to be “recycled” and used more than once.

· Ensure that actors are wearing the proper clothing; some may need a swimsuit under their cloths so they can pass through decontamination or some may need disposable clothing in case it gets cut or torn or if it gets “blood” on it.
	 Actor Plan

	Venue
	Injury
	Number of Actors
	Notes

	Venue 1
	No Injury
	
	

	
	Confused
	
	

	
	Cuts and Scrapes
	
	

	
	Non-ambulatory
	
	

	
	Severe
	
	

	
	Fatalities
	
	

	
	
	
	

	Venue 2
	No Injury
	
	

	
	Confused
	
	

	
	Cuts and Scrapes
	
	

	
	Non-ambulatory
	
	

	
	Severe
	
	

	
	Fatalities
	
	

	
	
	
	

	Venue 3
	No Injury
	
	

	
	Confused
	
	

	
	Cuts and Scrapes
	
	

	
	Non-ambulatory
	
	

	
	Severe
	
	

	
	Fatalities
	
	

	
	
	
	

	Venue 4
	No Injury
	
	

	
	Confused
	
	

	
	Cuts and Scrapes
	
	

	
	Non-ambulatory
	
	

	
	Severe
	
	

	
	Fatalities
	
	


Chapter 5:

Player Handbook
Cover

Name of Exercise: _______________________________
Logos used: 

Insert other logo(s) to be used on cover.

Description

Scope: The name of exercise centers on a insert correct information incident. The exercise will focus on the overall response and decision-making processes and integration and coordination among responding insert agencies.
Schedule of Events: 
· Player Briefings: Time: insert time; Location: insert location(s)
· Exercise Conduct: day, month date, year
· Venue Hot Wash(es): Time: Immediately after Exercise Play

Venues:

· Insert list of venues
Food/Refreshments: Food and refreshments will be available for the convenience of all exercise personnel.

Restrooms: Restroom facilities will be located at each site for use during the exercise.
Scenario: The exercise scenario is based on insert appropriate information here
Exercise Perimeter: __________
Safety: 

· Weapons Safety. No loaded weapons are allowed in the exercise area and all exercise participants using weapons will have them safed and marked with yellow tape indicating the weapons have been checked through the clearance process.

· Actual Emergencies. Real-world emergencies take precedence over exercise conduct. Please follow the direction of the controller.

· Aggressive Behavior. Aggressive behavior will not be tolerated during the exercise.

· Alcohol and illegal drugs. The use of illegal drugs and alcohol are prohibited during the exercise.

· Safety Officers. All exercise participants are responsible for safety. Contact a controller if you see and unsafe act.

· Accidents/Injuries. All injuries, incidents, and accidents, regardless of severity, will be reported immediately to the nearest controller.

· Insert additional points as appropriate for this exercise.

Player Rules of Conduct

· “Real World Emergency” is the phrase used to indicate an actual emergency. If an actual emergency occurs during the exercise, controllers will immediately suspend exercise play and evaluate the situation. The exercise director and lead controller will then decide if the exercise can be safely resumed.

· Participants will not have prior knowledge of the scenario. If you gain knowledge of the scenario before the exercise, notify an exercise controller so appropriate actions can be taken to ensure a valid evaluation.

· Act in a professional manner at all times.

· Understand the scope of the exercise. If you are unsure about a certain organization’s or agency’s participation in the exercise, ask a controller.

· If parts of the scenario seem implausible, please do not complain. Recognize that the exercise has objectives that must be satisfied and may require doing things that may not be as realistic as we would like.

· Refrain from engaging in casual conversations with the controllers. If you are asked a question, give a short, concise answer. If you are busy and cannot immediately respond, indicate that, but report back with an answer at the earliest possible time.

· Refrain from engaging in conversations with evaluators. 

· Maintain a log of your activities, when possible. Many times, this log may include documentation of activities missed by a controller or evaluator.

· Respond to exercise events and information as if the emergency were real.

· Act as if simulated hazardous conditions are real. Adhere to all usual industrial/health protection controls for the simulated hazard(s) presented by the exercise scenario. 

· Controllers will only give you information they are specifically designated to disseminate from their assigned functional area. You are expected to obtain other necessary information through existing emergency information channels.

· Precede and follow all exercise messages and communications with the phrase, “This is an exercise.”
· In some cases, it may be necessary to exercise “controller prerogative” of countermanding player actions to preserve the continuity and objectives of the exercise. You must accept the controller’s word as final and proceed with play.

· Modify as appropriate

Player Communications: Player elements will use routine, in-place agency communications systems. Additional communication assets may be made available as the exercise progresses. The need to maintain a response capability for real-world response may preclude the use of all communications channels or systems that would usually be available for an actual incident. Exercise communications will NOT interfere with real-world emergency communications. 
Sim Cell: The Simulation Cell will simulate activity for non-playing entities. Simulation Cell operations will receive player information and, where applicable, direct the injection of selected core events during the exercise. The Sim Cell number is ________________.
Participating Agencies: insert agency names
Participant Feedback Forms: Participant Feedback Forms will be distributed at the Hot Wash(es). Please complete this form and return it to a controller. Your input is appreciated and is invaluable in preparing the After Action Report.

Questions: Please see your venue controller if you have any questions or need clarification regarding exercise play.

Chapter 6:

Evaluation Plan
Concept of Exercise Evaluation. The focus of this exercise is to enable participants to assess current response capabilities to a health emergency / terrorist incident, identify strengths and weaknesses, and identify future training needs. The exercise will focus on critical decisions and integration and coordination of Federal and State assets necessary to respond to a health emergency / terrorist incident. Evaluators will be positioned at functional locations to assist in the overall identification of issues.
Evaluators. Evaluators are chosen, based on their expertise, from various agencies to evaluate and comment on designated functional areas of the exercise. Evaluators work as a team with controllers, but have a passive role in the exercise and only note the actions of players; they do not interfere with the flow of the exercise. Evaluators will record events and ensure documentation is submitted for review and inclusion in the After Action Report and Improvement Plan (AAR/IP). Evaluators will not interfere with the integrity of the exercise or players. All questions raised during the exercise will be addressed by the onsite controllers.

Controller/Evaluator Handbook and Exercise Evaluation Guide (EEG). The Controller/Evaluator Handbook will be used to guide the conduct and evaluation of the exercise. EEGs will be provided to the evaluators to assist in capturing the highlights of the exercise.

Evaluations. All evaluations are preliminary and may be revised based on information from other evaluators, controllers, or players. If an evaluator or controller did not observe specific aspects of an organization’s performance, exercise players may be asked to comment. These aspects should be indicated in the evaluation as being provided by players.

General Information

The goal of exercise evaluation is to validate strengths and identify improvement opportunities for the participating organizations. This is accomplished by: 

· Observing the exercise and collecting supporting data
· Analyzing the data to compare performance against expected outcomes
· Determining what changes need to be made to the procedures, plans, staffing, equipment, communications, organizations, and interagency coordination to ensure expected outcomes 
The evaluation results should not be viewed by the participating agencies and jurisdictions as a “report card” that grades weakness, but as an opportunity to identify ways to build on strengths and improve capacity. Since jurisdictions are testing new and emerging plans, skills, resources, and relationships in response to a changed homeland security environment, every exercise can be expected to result in multiple findings and recommendations for improvement. 

Exercise Report

An exercise AAR/IP will be prepared to document evaluation of overall exercise performance. This AAR/IP will cover the schedule, scenario, players’ activities, evaluations, issues, opportunities, and best practices. The AAR will contain the following:

· A brief summary with introductory and general statements noting exercise scope, purpose, objectives, players, and an overall performance assessment

· Assessments for each functional area observed

· Issues and recommendations as suggested by controller, evaluator, or player comments

A coordinating draft will be provided to participating organizations for comment before the AAR/IP is finalized.
Evaluator Responsibilities

Player performance must be observed and analyzed against plans, policies, procedures, and practices using criteria established before the exercise. Evaluators document the player performance using Exercise Evaluation Guides (EEGs) as well as information obtained during each venue hot wash. The evaluations, documentation, hot washes, and debriefing discussion(s) provide important information that substantiates exercise conduct and performance. An AAR/IP will be written that summarizes the overall results of the exercise and provides a comprehensive assessment of the emergency response activities. This section will essentially explain What has to be done and How evaluations are to be accomplished. Specific evaluator activities include the following:

· Before the exercise, review the appropriate emergency plans and procedures, C/E Handbook, including objectives and all appendices

· Attend required briefings
· Review the EEGs and other supporting material for your area of responsibility
· Report to the exercise location at the time designated in the exercise Schedule of Events. Report arrival to check-in and meet with exercise staff
· Be in the appropriate location at least 15 minutes before the start of the exercise. If you are not assigned to a specific site, be in place to meet the players at least 15 minutes before the start of the exercise
· During the exercise, the evaluators’ primary duty is documenting player performance. After the exercise, that data will be used to determine whether the exercise objectives were demonstrated and to identify strengths, opportunities, and improvement items
Documenting the Exercise. It is essential that evaluators keep accurate records and notes because these will form the basis for evaluation of performance. The value of exercise evaluation is its ability to provide constructive feedback (positive and/or negative) to improve the effectiveness of an organization’s response to emergencies. Accurate and detailed documentation is critical to facilitate a full record of all the events in an exercise and to understand player actions.
Evaluators will document the exercise by using the appropriate EEGs for actions in their area. A list of EEGs is found in Chapter __. Evaluators should document key activities and those that require a timely response for later evaluation.
Evaluators will review their forms and notes immediately following exercise termination to ensure an accurate reconstruction of events and activities for discussion at the After Action Review. Evaluation materials, including notes and forms, become part of the exercise documentation. Checklists and evaluation forms must be completed as thoroughly and accurately as possible.
Samples of Task Level “write-ups” are included in the C/E Handout.
Evaluator Package. Controllers and evaluators will receive some of their exercise materials prior to the C/E Briefing. Additional materials will be issued at the briefing. The total package will include the C/E Handbook, badges, and other exercise tools. Controllers and evaluators may reorganize the material so the information critical to their specific assignment is readily accessible. Controllers and evaluators must bring their packages to the exercise. Controllers and evaluators may also bring additional professional materials specific to their assigned exercise activities.
Controller and Evaluator Briefing. This briefing will assist in preparing controllers and evaluators for performance of their functions. It will include a detailed review of exercise activities and the scenario. This briefing is the time for controllers and evaluators to ask questions and ensure they completely understand their roles and responsibilities. Controller and evaluator questions should be addressed and information clarified so controllers and evaluators feel confident they can effectively perform their assignments.
Evaluator Instructions and Guidelines

General. During the exercise, evaluators will refer any player questions or clarification requests to the controllers. Evaluators should not interact with players in such a way that results in prompting of and/or interfering with player performance.
Whenever possible, every activity and response action should be carried out exactly as if the events were real to ensure evaluations are not skewed or do not misrepresent player actions. Controllers will give information to players in a form and manner consistent with an actual emergency and as a result of specific events or actions taken by the players. Players must earn information before they are given that information. Evaluators should observe the methods controllers use to disseminate scenario information and how players act on this information.
Actual equipment and procedural problems should be expected during an exercise; these interject a form of free play. Players’ solutions to actual equipment or procedural problems in real time during the exercise afford a valuable opportunity to observe players’ conduct and current training. Controllers should allow players to solve such problems unless safety is compromised or exercise limitations are exceeded. Evaluators will bring safety issues to the attention of controllers or, in the absence of a controller, will bring safety hazards to the attention of players. Evaluators will document equipment-related issues for the subsequent After Action Review.
Scenario Confidentiality. Scenario information will be closely guarded to ensure its confidentiality. Players’ prior knowledge of the scenario will skew any assessment of the emergency response capabilities. Following are some guidelines for evaluators:

· Evaluators should be careful what they say and to whom because it may be overheard.

· Evaluators should be careful when positioning themselves to observe an activity to ensure their actions do not disclose information.

· Evaluators should ensure no one can see their scenario material or comments. They should never place their scenarios or injects where players can read them.

Evaluation Basics. Remember, your experience and expertise are your most important tools. Experienced evaluators use the following techniques for effective evaluation:

· Use the EEGs to confirm that exercise objectives are met.

· Take detailed notes concerning significant activities observed, including the time.

· When more than one evaluator is assigned to an area, divide responsibilities to ensure detailed evaluation of player activities.

· Stay in proximity to player decision-makers.

· Focus on critical activities (e.g., hazard assessment decisions, protective action decisions, command and control issues, and other similar activities).

Recording Important Events. Although numerous events may occur simultaneously, evaluators do not need to record all the action. Knowing which events are important eliminates superfluous information and provides the kind of data most useful for exercise evaluation. Important events evaluators should record include the following:

· Initiating scenario events 

· Actions of players in relation to the scenario

· Key decisions made by managers and the times these decisions are made

· Deviations from plans and implementation procedures

· Times when mitigating actions are completed

Placement and Monitoring. Evaluators should be located so they can observe player actions and hear conversations without interfering with those activities. Certain conditions may warrant more than one evaluator being located in a setting or area.

What to Look For. Individuals preparing the exercise evaluation report will analyze the results provided by all evaluators to achieve an integrated evaluation of response capabilities. Their analysis will focus on the measures taken to mitigate the simulated emergency, the timing of key events, decisions made, and actions taken. Potential areas you should focus on to assist in that analysis include the following:

· Timeliness in mitigation actions

· Communication among players and organizations

· Direction and coordination of field activities

· Monitoring and assessing scenario events

· Command and control 

· Creative player problem solving, beyond current plans and implementation procedures

· Plans or procedures that affect player efforts

· Equipment issues in relation to player efforts

Post-Exercise Activities. The primary post-exercise duties for evaluators are observation of the Player Hot Wash immediately following the exercise, the After Action Review, and the evaluator write-up. Evaluators will work with other members of the exercise organization during the evaluation process to complete the picture of player actions and assess whether objectives were met and what improvements are needed. It is important that the evaluators capture five to seven “things that went well” and the same number of “things that need improvement” at the venue Hot Washes to provide in their After Action Report. The evaluator write-ups are discussed later in this chapter and will also be an important part of the Controller/Evaluator Briefing on month, date, year.
Overview of Evaluation Methodology

This DHS/G&T evaluation methodology is designed to analyze performance at three levels depending on the complexity of the exercise. The three levels of performance analysis are:
· Task Level Performance: The capacity of individual players or teams to perform a required task during an exercise.
· Agency/Discipline/Function Level Performance: The performance of agencies (e.g., police or fire department), disciplines (e.g., local, State, and Federal law enforcement agencies), and functions, often as defined with the Incident Command System (e.g., HazMat team, Emergency Operation Center, or fire services).
· Mission Level Performance: The ability of the intergovernmental community as a whole (e.g., across disciplines and across jurisdictions) to achieve the expected outcomes in responding to an event.
As discussed in more detail below, the results from these different levels of evaluation are needed to provide a comprehensive assessment of jurisdictional preparedness, which contributes to the national measurement of terrorism readiness.
Task Level Performance

At the most fundamental level, an exercise evaluation can be used to look at the ability to perform individual prevention and response tasks. Analysis at this level will answer the question: Did the individuals or team carry out the task the way that you expected and in a way that achieved the goal of the function?  In other words: Did the person or small team do the right thing the right way at the right time? 
The evaluation of the performance of individual tasks can help determine whether personnel, training, and equipment are sufficient for the individuals/teams to do their job. For example, the evaluation may show whether participants followed prescribed procedures when responding to a terrorism incident and whether equipment has been properly maintained and was operated correctly. Such information is useful for team leaders and supervisors when determining training needs, scheduling maintenance, and routine purchasing. The analysis will also explore the impact that not completing a task or not completing it in a timely manner has on other actions and the integrated overall response.
Agency/Discipline/Functional Level Performance

The exercise evaluation also assesses performance of specific agencies, disciplines, and functions. The purpose of evaluation at this level is to answer the question: Did the larger team (e.g., emergency operations center) perform the duties correctly with approved plans, policies, procedures, and agreements? 
The analysis at this level is useful for assessing such issues as advanced planning and preparation; how the members work together at the discipline, department, or organizational level; and how well team members communicate across organizational and jurisdictional boundaries. This information is used by department managers and agency executives at the State and local level in developing annual operating plans and budgets, in communicating with political officials in setting long-range training and planning goals, and in developing interagency and inter-jurisdictional agreements. 

The evaluation team should conduct the evaluation and analysis in a way which synchronizes them with the organizational structures in use by the community. For many jurisdictions, the breakout of functional activities is defined by Incident Command System (ICS) / National Incident Management System (NIMS). These functional groups, and the activities they carry out, are categorized as follows:

· Fire Services: Initial response, fire suppression, explosive ordnance disposal, standby unit, decontamination, rescue, technical rescue, recovery

· Emergency Medical Service/Emergency Medicine: Triage, treatment, transportation,  medical communications, air operations, sustainment, protocols
· Health and Hospitals: Treatment, hospitals, decontamination, surge capacity, hospital security

· HazMat: Entry, site access control, safe refuge area, decontamination, technical specialists, coordination, personal protective equipment selection, reconnaissance

· Law Enforcement: Initial response, scene security, force protection, investigation, law enforcement task force, explosive ordnance disposal, traffic control, evacuation

· Public Safety Communications: Incident identification, link between responders and emergency management

· Emergency Management:
· Command and Operations: Organization of initial response, reinforced response organization, multi-division/group organization, information, liaison, damage assessment, economic impact, operational planning, intergovernmental communications, assessment

· Planning: Situation, resources, documentation, demobilization

· Logistics: Communications, medical supply, food, facilities, transportation

· Finance/Administration: Time, procurement, compensation/claims, cost

· Public Works: Heavy equipment, public utilities, debris removal, construction, contract management, drainage, water/runoff treatment

· Public Health: Quarantine, medical advice, epidemiology, public outreach and education, enforcement

· Government Administrators: Public information, evacuation, requests for resources, coordination

· Environmental: Environmental health, assessment (air, water, soil, flora, fauna), analysis, contamination, cleanup, enforcement
Mission Level Performance

At the highest level, the evaluation can be used to assess whether the intergovernmental community as a whole (e.g., across disciplines and across jurisdictions) achieved the expected mission outcomes in responding to a simulated event. The focus is principally on outcome, rather than the individual processes. For example, the evaluation would assess whether casualties were minimized or prevented, not whether each individual followed a specific procedure. The purpose of evaluation at this level is to answer the question: How prepared is the community to prevent or respond to and recover from a terrorist attack?  
Mission level outcomes are those things that citizens expect from their elected officials and public agencies in addressing a terrorist threat or attack. Although the specifics may vary from community to community, the following is a list of mission outcomes that generally address public expectations:

· Prevention/Deterrence: Ability to prevent or deter terrorist actions

· Emergency Assessment: Ability to detect an event, determine its impact, classify the event, conduct environmental monitoring, and make government-to-government notifications

· Emergency Management: Ability to direct, control, and coordinate a response, provide emergency public information to the population-at-risk and the population-at-large, and manage resources. This outcome also includes direction and control through the Incident Command and Unified Command Systems, the Emergency Operations Center (EOC), and Joint Information Center (JIC)   

· Incident/Hazard Mitigation: Ability to control, collect, and contain an incident at its source and to mitigate the magnitude of its impact. This outcome also includes all response tasks conducted at the incident scene except those specifically associated with victim care

· Public Protection: Ability to provide initial warnings to the population-at-large and the population-at-risk, notify people to shelter in place and/or evacuate the population-at-risk, provide evacuee support (e.g., transportation, reception centers, shelters), protect schools and other special populations, and manage traffic flow and access to the affected area  

· Victim Care: Ability to treat victims at the scene, transport patients, treat patients at a medical treatment facility, track patients, and handle and track human remains

· Investigation/Apprehension: Ability to investigate the cause and source of the attack, prevent secondary attacks, and to identify and apprehend those responsible

· Recovery/Remediation: Ability to restore essential services, restore businesses and commerce, cleanup the environment and render the affected area safe, compensate victims, provide long-term mental health and other services to victims and the public, and restore a sense of well-being to the community
Using Exercise Evaluation Guides (EEG)

Exercise evaluation is based on a set of objectives and specific evaluation elements associated with each objective. The evaluation materials are structured to enable evaluators to gather information on the performance of participating organizations for each applicable evaluation aspect demonstrated at a particular location.

An EEG containing “target areas and evaluation aspects” has been provided for each functional evaluation element. These are generally based on existing plans, protocols, and training and are designed to elicit specific data and information on the organization’s performance during the exercise. The target areas provide a base of information from which to observe performance. The results of this evaluation are recorded on the EEG.

Organizations are expected to demonstrate their emergency response capabilities to the best of their ability and in accordance with their emergency plans and procedures. The evaluation element forms are based on whether the organization’s performance was consistent with the organization’s current plans and procedures. Any inconsistencies should be assessed regarding whether they impeded or improved organizational performance and should be documented if possible. The evaluator should note any exceptional procedures that may be recommended to others.
Target Capabilities List

Common

· Planning

· Communications

· Risk Management

· Community Preparedness and Participation

Prevent Mission Area

· Info Gathering & Recognition of Indicators & Warnings

· Intelligence Analysis & Production

· Intelligence/Information Sharing & Dissemination

· Law Enforcement Investigation and Operations

· CBRNE Detection

Protect Mission Area

· Critical Infrastructure Protection

· Food & Ag. Safety & Defense

· Epidemiological Surveillance & Investigation

· Public Health Laboratory Testing

Respond Mission Area

· On-Site Incident Management

· Citizen Protection: Evacuation and/or In-Place Protection

· Emergency Operations Center Management

· Isolation & Quarantine

· Critical Resource Logistics & Distribution

· Urban Search & Rescue

· Volunteer Management & Donations

· Emergency Public Info & Warning

· Responder Safety & Health

· Triage & Pre-Hospital Treatment

· Public Safety & Security Response

· Medical Surge

· Animal Health Emergency Support

· Medical Supplies Management & Distribution

· Environmental Health

· Mass Prophylaxis

· Explosive Device Response Operations

· Mass Care

· Firefighting Operations/Support

· Fatality Management

· WMD/HazMat Response & Decon

Recover Mission Area

· Structural Damage Assessment & Mitigation

· Restoration of Lifelines

· Economic & Community Recovery

Sample Write-Ups

Task III-14: Provide Emergency Public Information to the Media and the Public
Issue 1: Some counties did not receive press releases.
Summary: (This should be a summary of the events that took place concerning this task.) JIC staff prepared a series of press releases to convey information to the public. Each release was coordinated with the Executive Management Team. The press releases were distributed over the Emergency Management System (EMS). However, not all counties use the EMS to obtain their information. For example, the Capital County Dispensing Site did not receive any news releases because they do not use EMS.
Consequence: (This should be a comment of what would happen if the proper actions did not take place as expected.) Outdated and conflicting information was put out by one county that had not seen the latest press release.
Analysis: (The following questions should be answered during the analysis: 1. What happened–what the evaluator actually saw. 2. What was supposed to happen–based upon the plans and procedures. 3. Was there a difference and why–conduct a root cause analysis of why. 4. What was the impact–were the consequences of the action (or inaction, or decision) positive, negative, or neutral.) The JIC relied solely on the EMS as its method of distributing the press releases. The procedures for the JIC require that press releases be faxed to counties that do not have access to or use the EMS. However, when the second press release was sent, the Deputy Public Information Officer (PIO) asked if he should fax the release to the counties and was told by the PIO that it is the county’s responsibility to ensure access to and use of the EMS. Capital County has access to the EMS but does not generally use it because staff are not trained for its use. The Capital County PIO indicated that the system was not properly installed and therefore they could not use it.
Recommendation: (What are the fixes to the root causes? May have more than one.)
1. The Emergency Management Agency (EMA) should establish procedures or protocols to ensure that news releases reach all affected counties or agencies, regardless of their EMS capabilities.
Task III-15: Establish and Maintain Rumor Control Operations (Note: This is a task with more than one issue.)

Issue 1: Rumor Control was not provided with a script or other written instructions on the message to be conveyed to the public.
Summary: The JIC established a Rumor Control Center staffed by two people for the exercise. Rumor Control directed callers to other telephone numbers and Emergency Alert System (EAS) stations for additional information and developed responses based on the latest information available to them. However, staff did not always have the most recent information and sometimes released information that had not been approved by the PIOs. 

Consequence: The information provided to the public was not always consistent or up to date.
Analysis: When Rumor Control received a call, staff would provide a response based on the best information they had or would discuss the request with the PIOs. On several occasions, the PIOs were busy, so the Rumor Control staff developed a response that reflected outdated information. The two Rumor Control staff worked independently but generally coordinated their responses. Each kept a folder of information that they had gathered. However, because they were developing their own responses, the information was not consistent.
Recommendation: 
1. The EMA should develop procedures for the PIOs to place a high priority on developing a script for Rumor Control staff to use in responding to public inquiries.
Issue 2: Rumor Control was not provided with adequate reference materials.
Summary: Several callers were told to contact their local EMA or stay tuned to the local EAS station. However, Rumor Control did not have the telephone numbers for some of the agencies and the radio frequencies for the EAS stations.
Consequence: Callers were frustrated and felt that they were getting the “runaround” because they could not get the information they needed from one source.
Analysis: The JIC, where the Rumor Control staff were located, had some of the reference materials and telephone numbers but they were not pulled together in a single resource that could be accessed by all staff. Various staff members had developed their own references. Although staff were willing to share reference information, it was not easy to access and was not available at all when the person who developed the information was not present.
Recommendation: 
1. The EMA should develop a list of EAS stations and frequencies as a reference tool for Rumor Control.
Task III-1: Alert and Mobilize EOC Staff

Summary: Upon receiving information of a potential plague outbreak, Emergency Operations Centers (EOCs) in those counties that had EOCs were activated.  The Comprehensive Emergency Management Plans (CEMP) were also utilized for EOC mobilization; however the mobilization lists in some EOCs were not accurate or up to date. The mobilization lists failed to detail backup names or alternative phone numbers for key personnel. 

In at least four jurisdictions, EOC staffs were not familiar with their responsibilities or their interface with the incident. Upon receiving information of a potential plague outbreak, participants indicated Emergency Operations Centers (EOCs) would be activated and staffed in all jurisdictions. While the Comprehensive Emergency Management Plans (CEMP) would be activated for EOC mobilization, the mobilization lists in some EOCs were not accurate or up to date. 

Since it was unknown whether a Regional EOC was necessary initially, rosters and call back procedures have not been established.
Consequences: A failure to fully understand the duties of the EOC by department heads and elected officials in several jurisdictions lead to the inability to fully support the incident.
A delay in calling key personnel or having an adequate EOC location could seriously hamper the EOC’s ability to manage the situation in the beginning stages. The activation and staffing of the County EOCs will enable an efficient method for managing an incident and the establishment of goals. Any delay in this process could jeopardize the priority of saving lives and protecting property. In a complex emergency or disaster, agency decision makers, elected officials and other key personnel need a facility properly equipped to manage the event. 

A delay in calling in key personnel could seriously hamper the EOC’s ability to manage the situation early in the incident. With an accurate mobilization list, the activation and staffing of the County EOCs will be expedited, enabling an efficient method for managing an incident. Any delay in this process could jeopardize the priority of saving lives and protecting property. 

Without the notification and mobilization of appropriate Regional EOC members, an affective response is more difficult to attain.
Analysis: The notification lists in the CEMPs were not updated and delayed call out of key personnel which would initially affect the activation of the EOC. In areas where an EOC does not exist, key functions of the emergency management system would most likely be diminished. 
The notification lists in the CEMPs were not updated. As a result there was a delay in call out of key personnel which would initially affect the timely activation of the EOC. 
With the prior assignment of Regional EOC members, alternates, roles, and contact numbers, the recall of appropriate EOC personnel is possible. 
Recommendations:

1. EOCs should train staff in the EOC/IMS interface.
2. Emergency Managers should regularly update the call out notification list in the CEMP.

3. Elected Officials should establish and equip an Emergency Operation Center within their county.
4. All agencies should regularly update the call out notification list.

5. Each county’s Emergency Management should develop a direction and control annex explaining how emergency response organizations will be notified and when it is necessary to respond. 

6. Prior assignment of Regional EOC members, including alternates, according to ICS is recommended. A roster of Regional EOC members should be kept with the Regional Emergency Manager and 911 dispatch personnel. The task of ensuring the recall of EOC personnel should be assigned to a specific role in the EOC.
Blank Evaluation Sheet

Evaluator Name _____________________________
Contact Number __________________ 

EEG TASK # ___________________________________

Observations 

Recommendations

Please return to Exercise Lead Controller name
1501 4th Ave. Suite 1400, Seattle WA  98101-1616

phone
email@egginc.com
Notes

Chapter 7:

Logistics
General Information

This section specifies tasks to accomplish specific support exercise preparation, conduct, and/or evaluation. This plan includes selection of controllers and evaluators, obtaining briefing rooms, communications requirements, meals, transportation, and facility security badging / access. 
Parking and Transportation. Controllers and evaluators will be responsible for transportation coordination to their respective exercise locations. Parking will be available. Transportation plans for actors should be included here.
Lunch. Food and refreshments will be available for the convenience of all exercise personnel.

Restroom Facilities. Restroom facilities will be located at each site for use during the exercise. Include any exceptions to this provision here.
Cleanup and Restoration. Following the exercise, controllers, evaluators, and players will begin cleanup operations to restore the area to pre-exercise conditions. All agencies will assist in these efforts.

Recording and Documenting Activities. Media camera crews and still photographers may be operating throughout the exercise. All participants should be advised of their presence and instructed to cooperate fully. 

Modify, delete, and add to this section as appropriate.

Site Access

To prevent confusion and interruption of exercise conduct, access to the exercise sites will be limited to exercise personnel and those observers, visitors, and media personnel controlled by the venue supervisor. 

Modify, delete, and add to this section as appropriate.

This page is intentionally blank.
Chapter 8:

Safety and Security
Safety

All participating organizations recognize the importance of conducting an exercise of this magnitude as safely as possible.
Exercise Controllers. All exercise controllers will serve as safety observers during the exercise.

Exercise Safety Requirements. Participant safety takes priority over exercise events. Although the organizations involved with the exercise come from various agencies, they share the basic concept of ensuring a safe and healthful workplace for their personnel. In addition, aspects of a insert type incident response are dangerous. Professional health and safety ethics should guide all participants to operate in their assigned roles in the safest manner possible. The following general requirements apply to the exercise:

· All exercise controllers will serve as safety observers during exercise.

· Participants will be responsible to look out for their own and each other’s safety during the exercise. It is the responsibility of every person associated with the exercise to stop play if, in his or her opinion, a real safety problem exists. Once the problem is corrected, exercise play can then be restarted.

· All organizations will comply with their respective environmental, health, and safety plans and procedures, as well as all appropriate Federal, State, and local environmental health and safety regulations. If existing plans call for a safety officer to be assigned, it is the responsibility of players to assign a qualified player to this task.

Accident Reporting. All injuries, incidents, and accidents, regardless of severity, will be reported immediately to the nearest controller. Anyone observing a participant who is seriously ill or injured will first advise the nearest controller and then render first aid, if possible, provided the aid given does not exceed his or her training.

Use of Alcohol. Alcohol consumption will not be allowed during the exercise. If a controller detects the presence of alcohol on a participant or if a participant is believed to be under the influence, the controller will remove the participant from the exercise and report the participant to his or her supervisor for appropriate follow-on action.

Prescription Medication. Participants taking prescription medication will report this information through their chain of command. Supervisors should inform the exercise safety controller of the decision to allow such an individual to participate.

Illegal Drugs. The use of illegal drugs is prohibited. If a controller detects the presence of drugs on a participant or if a participant is believed to be under the influence, the controller will remove the participant from the exercise and report the participant to his or her supervisor for appropriate follow-on action.

Activity-Specific Safety Requirements. The venue supervisor at each location will provide access control to exercise areas to ensure unauthorized individuals are denied access and authorized non-participants transiting the exercise area to reach other work areas do so without deviating from established routes or reasonable travel times. Those personnel performing exercise site security are not direct participants in the exercise and will not be exposed (as part of the exercise) to any scenario-related play.

Modify, delete, and add to this section as appropriate.

G&T Exercise Safety Policy

It is the policy of the U.S. Department of Homeland Security, Preparedness Directorate’s Office of Grants and Training (G&T) to ensure that every effort is made to provide a safe and secure environment at all G&T-sponsored exercises for its participants, observers/VIPs, control/evaluation staff, volunteers, and the general public.  

Weapons
Federal and contractor exercise planners and controllers shall plan for and promulgate control measures with regard to weapons, whether introduced as a simulated device during exercise play or utilized by law enforcement officers in their normal scope of duties.  For the purpose of this policy, a weapon shall include all firearms, knives, less than lethal weapons/tools/devices, and any other object capable of causing bodily harm.

Qualified personnel (law enforcement, security, military, etc.) with legal authority to carry weapons who have an assigned exercise role (responder, tactical team, etc.) and have the potential for interaction with other exercise participants shall NOT carry a loaded weapon within the confines of the exercise play area.  They may continue to carry their weapon only after it has been properly cleared and rendered safe (i.e., no ammunition in chamber, cylinder, breach, or magazines) and only after being marked or identified in a conspicuous manner (i.e., bright visible tape around the visible stock or holster).   The use of an area clearly marked as “off limits,” and with assigned armed personnel to secure weapons in a container, vehicle, or other security area is acceptable, and should be consistent with host jurisdiction weapons security policies.

Qualified personnel (law enforcement, security, military, etc.) with legal authority to carry weapons who are utilized to provide “real world” perimeter security for the exercise and have no assigned or direct interaction with exercise participants may continue to carry loaded weapons as part of their normal scope of duty.  

All other personnel with no legal authority to carry weapons shall not bring, introduce, or have in their possession any weapon of any type in any area associated with the exercise.  Safety briefings will be provided to all exercise participants specifying provisions and policies regarding weapons prior to the start of the exercise.

Explosives and Pyrotechnics

Simulated explosive devices, such as ‘flash bangs’, pyrotechnics, flares, smoke grenades, etc. will be handled and/or detonated only by qualified exercise staff or bomb technicians.  Eye and ear protection should be worn by any persons in the area explosive devices.
Aggressive Behavior
Aggressive behavior will not be tolerated during exercise conduct, except in matters of self-defense.  Examples of aggressive behavior may include but are not limited to: excessive speeding; uncontrolled animals (i.e., K-9s, horses, etc.); employment of defense products (i.e., mace, pepper spray, stun guns, tasers, batons, etc.); and forceful use of operational response equipment or tools (i.e., pike poles, hose lines used at full stream on victims, etc.).

Exercise Notification
G&T supports exercise play that simulates real-life incidents, however, G&T funds are not to be used for exercises that include or impact the general public without prior notification.  Public notification includes, but is not limited to, message signs, press releases, post cards, radio/press advertisements and community hearings.

Exceptions to this policy specifying special mitigating circumstances shall be directed, in writing, to G&T 30 days prior to the exercise.

Security and Access

General. Venue supervisors will control entry into the selected exercise sites, and only authorized personnel will be permitted access into the exercise play areas. The site security team will be responsible for maintaining the integrity of the exercise site and any other security requirements that may arise during preparation or conduct of the exercise. This is an unclassified exercise; however, participants must take appropriate security measures to safeguard information and material they deem sensitive throughout the exercise.

Responsibilities. The exercise director and exercise planning team are responsible for establishing policies, concepts, and standards for the exercise. Each participating organization should follow its internal security procedures, augmented as necessary, to comply with exercise requirements.

Visitor and Observer Coordination. Each venue supervisor must provide a person to badge and brief visitors and observers for their respective site.

Media personnel will view the exercise from an area designated by each venue supervisor. Media personnel and observers are requested to be in place no later than 15 minutes before the start of the exercise. Representatives from each venue should be provided to brief the media as appropriate.
Modify, delete, and add to this section as appropriate.
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Observers / Public Information Plan
General Information

Observers. Observers view all or selected portions of exercise play. Observers do not participate in exercise play or in exercise control functions.

Media. Media personnel may attend the exercise. Each jurisdiction will handle media in accordance with internal policy.
Public Affairs

General. This exercise offers all levels of Government–but particularly the State ________ and its associated jurisdictions–the opportunity to demonstrate an increased readiness to deal with insert type incidents. Any public safety exercise of this scope is a newsworthy event. Because this exercise deals with a terrorist incident–a subject of wide public interest–news media attention can be expected to be even higher.
It is recommended that officials who talk to the media be pre-designated so they can properly prepare themselves. It is also general policy that the G&T Exercise Support Team does not talk to the media.

Special attention must be given to the needs of the news media, allowing them to get as complete and accurate a story as possible, but ensuring their activities do not impact the realism of the exercise or compromise safety or the exercise objectives.
Exercise Responsibilities. The _________________, specific counties or regions, the associated jurisdictions, and the media have the following key responsibilities:
· Pre-Exercise. The community is responsible for disseminating public information in advance of the exercise. Name and agency of responsible person will prepare a pre-exercise news release for review by all partners. When finalized the news release will be distributed to all partners prior to its release to the media.

· During the Exercise. Each facility / jurisdiction will follow internal procedures and establish an appropriate plan to work with the media during the exercise. Media personnel will only enter the exercise play area with assigned escorts at all times.

Modify, delete, and add to this section as appropriate.
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Appendices To Be Included
Appendix A

Schedule of Events

	Time
	Personnel
	Activity
	Location

	Day, Month Date, Year

	
	Exercise Controllers, Evaluators, and Staff
	Controller and Evaluator Orientation Briefing
	

	Day, Month Date, Year

	
	Controllers and Exercise Staff
	Check-in for Final Instructions and communications check
	

	
	All
	Controllers give player briefs
	

	
	All
	Exercise Starts
	

	
	All
	Exercise Breaks for the Evening
	

	Day, Month Date, Year–for multi-day exercise

	
	Controllers and Exercise Staff
	Check-in for Final Instructions and communications check
	

	
	All
	Exercise Restarts
	

	
	All
	Controllers give player briefs
	

	
	All
	Exercise Ends
	

	Immediately Following the Exercise
	All
	Venue Hot Washes

Turn in all Participant Feedback Forms
	

	Day, Month Date, Year

	
	Controllers, Evaluators, and various officials
	Controller and Evaluator After Action Review
	


Appendix B

Briefing and Event Details

Controller/Evaluator Orientation Briefing

Date: Day, Month Date, Year
Location: 



_________________





_________________





_________________
Time: time
Present information for each C/E briefing
Player Briefings
Date: Day, Month Date, Year
Time: time
Location: note all locations
Exercise Conduct
Date: Month Date, Year
Repeat exercise conduct information is this is a multi-day exercise.

Venue Hot Wash(es)
Date: Day, Month Date, Year
Time: Immediately after Exercise Play
Location: All Venues
Controller and Evaluator After Action Review

Date: Day, Month Date, Year
Time: time
Location: insert location
Appendix __
Venue Locations
This becomes a list of all venue locations, by county if appropriate, which includes address, phone number(s), and fax number(s).

Maps of various venue locations can be inserted, usually one per page, if desired.

Insert additional appendices as appropriate for this exercise.
Appendix __
Terms of Reference
If this appendix is used, the list must be modified to include only information appropriate for this exercise.

AAR


After Action Report

ACF


Alternate Care Facility

AFB


Air Force Base

ALS


Advanced Life Support

AMC


Army Materiel Command

AMR


American Medical Response

AMS


Atmospheric Monitoring System

ANG


Air National Guard

APG


Aberdeen Proving Ground

ARAC 

Atmospheric Release Advisory Capability

ARDS


Adult Respiratory Distress Syndrome

ARNG


Army National Guard

ASD (SO/LIC)
Assistant Secretary of Defense (Special Operations/Low-Intensity
Conflict)

ATSDR

Agency for Toxic Substances and Disease Registry

BATF


Bureau of Alcohol, Tobacco, and Firearms (U.S. Treasury Department)

BICE


Bureau of Immigration and Customs Enforcement

BLS


Basic Life Support

B-NICE

Biological, Nuclear, Incendiary, Chemical, and Explosive

BSI


Body Substance Isolation

BW


Biological Weapons

BWIRP

Biological Weapons Improved Response Program

C2


Command and Control

C3


Command, Control, and Communication

CADRE

Community Agency Disaster Relief Effort

CAO


Chief Administrative Officer

CAT


Crisis Action Team 

C/B


Chemical and/or Biological

CBIRF


Chemical/Biological Incident Response Force (U.S. Marine Corps)

CBRDT

Chemical/Biological Rapid Deployment Team 

CBRNE

Chemical/Biological/Radiological/Nuclear Explosive

C/B-RRT

Chemical and Biological Rapid Response Team

CCP


Casualty Collection Point

CDC


Centers for Disease Control and Prevention

CDR


Commander

CDRG


Catastrophic Disaster Response Group

C/E


Controller and Evaluator

CERCLA

Comprehensive Environmental Response Compensation and Liability Act

CINC


Commander-in-Chief

CISD


Critical Incident Stress Debriefing

CISM


Critical Incident Stress Management

CMED


Central Medical Emergency Dispatch

CMG


Consequence Management Group

CNS


Central Nervous System

CONPLAN

Concept of Operations Plan

COSIN

Controller Instructions

CP


Command Post

CRTF


Commander, Response Task Force 

CSEPP


Chemical Stockpile Emergency Preparedness Program

CSG


Coordinating Subgroup on Counterterrorism

CVA


Cerebrovascular Accident

CW


Chemical Weapons

CWIRP

Chemical Weapons Improved Response Program

DALO


Disaster Area Liaison Officer

DCE


Defense Coordination Element

DCO


Defense Coordinating Officer

DDC


Disaster District Committee

DEM


Division of Emergency Management

DEP


Department of Environmental Protection

DEQ


Department of Environmental Quality

DEST


Domestic Emergency Support Team

DFO


Disaster Field Office

DHS


Department of Homeland Security

DMAT


Disaster Medical Assistance Team

DMORT

Disaster Mortuary Operational Response Team

DOA


Dead on Arrival

DOC


Department Operations Center

DOD


Department of Defense

DOE


Department of Energy

DOJ


Department of Justice

DOMS


Director of Military Support

DOS


Department of State

DOT


Department of Transportation

DPIE


Decontaminating Packet, Individual Equipment (M258)

DPR


Department of Parks and Recreation

DPS


Department of Public Safety

DPW


Department of Public Works

DRTF


Disaster Relief Task Force

DTRA


Defense Threat Reduction Agency

DTRG


DOD Technical Response Group

DWI


Disaster Welfare Inquiry

EAS


Emergency Alert System

EBS


Emergency Broadcast System

ECt


Effective Concentration 

ED


Emergency Department

EDT


Explosive Device Team

EEG


Exercise Evaluation Guide

EHS


Environmental Health Services

EIS


Epidemic Intelligence Service

ELISA


Enzyme-Linked Immunosorbent Assay

EMA


Emergency Management Agency

EMOP


Emergency Management Operation Phones

EMS


Emergency Medical Services

EMSA


Emergency Medical Services Authority

EMT


Emergency Medical Technician

EOB


Emergency Operations Bureau

EOC


Emergency Operations Center

EOD


Explosive Ordnance Disposal

EOP


Emergency Operations Plan

EPA


Environmental Protection Agency

EPLO


Emergency Preparedness Liaison Officer

ER


Emergency Room

ERT-A


Emergency Response Team–Advance Element

ERT-N


Emergency Response Team–National Element

ESD


Emergency Services Director

ESF


Emergency Support Function

EST


Emergency Support Team

ETA


Estimated Time of Arrival

EXPLAN

Exercise Plan

EVALPLAN

Evaluation Plan

FAA


Federal Aviation Administration

FAsT


Field Assessment Team

FBI


Federal Bureau of Investigation

FCO


Federal Coordinating Officer

FDA


Food and Drug Administration

FEMA


Federal Emergency Management Agency

FOIA


Freedom of Information Act

FORSCOM

Forces Command (U.S. Army)

FOSC


Federal On-Scene Coordinator

FOUO


For Official Use Only

FRP


Federal Response Plan

FSE


Full-Scale Exercise

G&T


Office of Grants and Training

GSA


General Services Administration

HAN


Health Alert Network

HASTE

Hospital Alerting Signal Tone Encoded

HazMat

Hazardous Materials

HFRS


Hemorrhagic Fever (with) Renal Syndrome

HHS


Department of Health and Human Services

HI


Hemagglutination-Inhibition

HIT


Hazardous Incident Team

HIV


Human Immunodeficiency Virus

HMIT


Hazardous Materials Incident Team

HMRT


Hazardous Materials Response Team

HMRU

Hazardous Materials Response Unit (FBI)

HQ


Headquarters

HQDA


Headquarters Department of Army

HSAS


Homeland Security Advisory System

HVA


Hazards Vulnerability Analysis

IC


Incident Commander or Incident Command

ICP


Infection Control Practitioner

ICS


Incident Command System

ICU


Intensive Care Unit

IED


Improvised Explosive Device

IFA


Indirect Fluorescent Antibody

IICT


Interagency Intelligence Committee on Terrorism

IM


Intramuscular

IND


Investigational New Drug

IP


Improvement Plan

IRP


Improved Response Program

ISD


Independent School District

IV


Intravenous

JEPIC


Joint Emergency Public Information Center

JIC


Joint Information Center

JIOC


Joint Intelligence Operations Center

JOC


Joint Operations Center

JPIC


Joint Public Information Center

JTF


Joint Task Force

JTTF


Joint Terrorism Task Force

LCt50/LD50

Lethal Concentration 50% / Lethal Dose 50%

LE/LEA

Law Enforcement/Law Enforcement Agency

LFA


Lead Federal Agency

LNO


Liaison Officer

MA1


First Alarm Medical Aid

MAC


Medical Alert Center

MACA

Military Assistance to Civil Authorities

MACC


Multi-Agency Coordination Center

MACDIS

Military Assistance for Civil Disasters

MATF


Multi-Agency Task Force

MCI


Mass Casualty Incident 

MCIP


Mass Casualty Incident Plan

ME


Medical Examiner

MedEvac

Medical Evacuation

MERGE

Mobile Emergency Response Group and Equipment

MERS


Mobile Emergency Radio System

MICU


Mobile Intensive Care Unit

MMRS

Metropolitan Medical Response System

MOPP


Mission Oriented Protective Posture

MOU


Memorandum of Understanding

MSCA


Military Support to Civil Authorities

MSDS


Material Safety Data Sheet

MSEL


Master Scenario Events List

MSU


Management Support Unit

NAMRI

Naval Medical Research Institute

NBC


Nuclear, Biological, and/or Chemical

NCA


National Command Authority

NCID


National Center for Infectious Diseases

NCP


National Oil and Hazardous Substances Pollution Contingency Plan

NCS


National Communications System

NDMS


National Disaster Medical System

NIH


National Institutes of Health

NIOSH

National Institute of Occupational Safety and Health

NMRT


National Medical Response Team

NORAD

North American Air Defense Command

NORTHCOM

Northern Command (United States)

NRP


National Response Plan

NSC


National Security Council

NTP


National Toxicology Program

OADMHC

Operational Area Disaster Medical Health Coordinator

OEM


Office of Emergency Management

OEP


Office of Emergency Preparedness

OER


Office of Emergency Response (HHS)

OES


Office of Emergency Services

OHS


Office of Homeland Security

OPS


Operations

OSC


On-Scene Coordinator

OSHA


Occupational Safety and Health Administration

PA


Protective Antigen

PAO


Public Affairs Officer

PCR


Polymerase Chain Reaction

PDD


Presidential Decision Directive

PIO


Public Information Officer

POC


Point of Contact

POW


Prisoner of War

PPE


Personal Protective Equipment

PTSD


Post-Traumatic Stress Disorder

PWD


Public Works Department

R&R


Rest and Rehabilitation

RA


Resident Agency

REOC


Regional Emergency Operations Center

RHA


Regional Health Administrator

RIMS


Response Information Management System

ROC


Regional Operations Center

RRT


Rapid Response Team

RTF-W/E

Response Task Force-West/East

SAC


Special Agent-in-Charge (FBI)

SCO


State Coordinating Officer

SEB


Staphylococcal Enterotoxin B

SEMS


Standardized Emergency Management System

SEPLO

State Emergency Preparedness Liaison Officer

SFO


Senior Federal Official

SIOC


Strategic Information Operations Center

SITMAN

Situation Manual

SITREP

Situation Report

SNS


Strategic National Stockpile

SOC


State Operations Center

SOG


Standard Operating Guidelines

SOG


Special Operations Group (FBI)

SOP


Standard Operating Procedure

SSA


Supervisory Special Agent

S-TAC


State Threat Advisory Committee

SWAT


Special Weapons and Tactics

TARU


Technical Advisory Response Unit

TCBS


Thiosulfate Citrate Bile Salt Sucrose

TEU


Technical Escort Unit

TEW


Terrorist Early Warning (Group)

TMC


Traffic Management Center

TSA


Transportation Security Administration

UCS


Unified Command System

US&R


Urban Search and Rescue

USA


U.S. Army

USACE

U.S. Army Corps of Engineers

USAF


U.S. Air Force

USAMRICD

U.S. Army Medical Research Institute of Chemical Defense

USAMRIID

U.S. Army Medical Research Institute of Infectious Diseases

USCG


U.S. Coast Guard

USDA


U.S. Department of Agriculture

USDA-FNS

U.S. Department of Agriculture–Food and Nutrition Services

USDA-FS

U.S. Department of Agriculture–Forest Service

USDHS

U.S. Department of Homeland Security

USJFCOM

U.S. Joint Forces Command

USMC


U.S. Marine Corps

USN


U.S. Navy

USPHS

U.S. Public Health Service

VA


Department of Veterans Affairs

VEE


Venezuelan Equine Encephalitis

VHF


Viral Hemorrhagic Fever

VIG


Vaccinia-Immune Globulin

WHO


World Health Organization

WMD


Weapon(s) of Mass Destruction 

WMDOU

Weapons of Mass Destruction Operations Unit (FBI)
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INITIAL PLANNING CONFERENCE (IPC) 

Date
MINUTES

Final minutes will be inserted here.

MID-TERM PLANNING CONFERENCE (MPC) 

Date
MINUTES

Final minutes will be inserted here.

FINAL PLANNING CONFERENCE (FPC) 

Date
MINUTES

Final minutes will be inserted here.

Exercise 


Director





Operations





Planning





Logistics





Admin/


Finance





Safety





Site Liaison





Assembly 


Area





Onsite





Offsite





EMA/EOC





Hosp/Med





Fire/Rescue





HazMat





EMS





Law


 Enforcement





SWAT





Bomb Squad





PIO





Public Works





Simulation





Exercise 


Evaluation





Data 


Collection





Service





Support





Transporta-tion





Public Works





Data 


Collection





Food





Medical





Security





Audio/Visual





Victim/Actor





Resource





VIP/


Observation





Communi-cations





Purchasing





Grant Mgmt





Admin





Schedule





Minimum Positions





Larger Full Scale





Sectioning Designation





Exercise Director


____________





Lead Controller


_____________





Simulation Cell








Location #1








Location #2








Location #3








Location #4





Safety Officer


____________








�Modify / update after EEG revision is complete


�Will eventually delete–need revised EEG document first.
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