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PLEASE READ THIS PAGE BEFORE STARTING THE VIDEO

Introduction

This Independent Study Course has been designed to provide an
opportunity to learn about Community Disaster Exercises and
introduce the skills required to successfully design exercises that
test a community’s disaster response capabilities. It is also a
pre-requisite to the Exercise Design Course taught by your State
Emergency Management Agency. Use the video as a quick review
before you attend the class.

How to Use The video and workbook are a coordinated instructional package-
this Package intended to be used together.

The video is a stop-and-go presentation about 60 minutes in length.
Every so often you will be directed to stop and do a pencil-and-
paper activity in the workbook. Allow about five hours to com-
plete the program.

The workbook consists of 15 workstop activities. You must com-
plete all of these in order to understand the basic concepts. How-
ever, don’t worry about perfection. The purpose at this point is
awareness of basic principles. If you attend the Exercise Design
course these concepts will be discussed in greater detail. Be pre-
pared to share your ideas with other class members at that time.
Also, make note of any questions you might have and bring them
to the class.

In order to make the video-workbook activity a more productive
experience, you may want to divide it into several learning
sessions.

Topics This workbook and video cover the following topics:

Types of Emergency Exercises

e The Emergency Operations Center

= Exercise Requirements

= The Community Exercise Program

< The ExerciseDevelopment Process

= The Functional Exercise A Closer Look

= Eight steps in the exercise design process (Several workstops)
= A Preview of the Exercise Design Course

Start the video and play to stop 1
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Types of Emergency Exercises

Workstop 1: Quite often Emergency Managers find it necessary to describe an
Descnbe exercise program to people whose cooperation and support are

~ needed. The description may be an oral report, a formal written
report, or a memo. For the sake of this workbook activity, assume that
you have been asked to compose a memo to your mayor or county
commission.

On the opposite page is a memo form describing exercise types to your
mayor or commissioner. Fill in the blanks with actual information and
data: your name, your mayor’s name, and the date. Then compose a
paragraph describing each of the exercise types.

Exercise Variables In writing your descriptions, it might be helpful to remember some of
the exercise characteristice. These are FEMA definitions:

ORIENTATION: DRILL:
¢ Informal e Single Emergency Response Function
¢ No simulation e Single Agency Involvement
* Discussion of Roles * Often a Field Component
and Responsibilities :

¢ Introduction of Policies,
Procedures, Plans, Responsibilities

TABLETOP: FUNCTIONAL.:

¢ Informal Discussion of - Policy and Coordination Personnel
Simulated Emergency Practice Emergency Response

e No Time Pressures « Stressful, Realistic Simulation

* Low Stress - Takes Place in Real Time

Useful For: - Emphasizes Emergency Functions

* Evaluating Plans and Procedures - EOC s Activated

* Resolving Questions of Coordination
and Responsibility

FULL-SCALE:

- Takes Place in Real Time
- Employs Real People and Equipment
- Coordinates Many Agencies
- Tests Several Emergency Functions
- Activate EOC

- Produces High Stress
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MEMO
DATE: 19

TO: Mayor

FROM:

| was pleased with our meeting last Tuesday and found it very useful.
Your ideas were helpful in organizing the upcoming emergency exer-
cise program.

At your request | have prepared this memo describing the five types of
exercise activities we plan to incorporate into the program. Note that
they progress in difficulty and complexity.

Orientation:

o

Tabletop:

Functional:

Full-scale:

¥ Restart the video and play to stop 2
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The Emergency Operations Center (EOC)

Workstop 2

Des

Your

In full-scale and functional exercises, the EOC is activated. That is,
the officials and support staff assemble at a central location for the
activity.

The purpose of an Emergency Operations Center (EOC) is to pro-
vide a place where local government officials can do together what
they cannot do separately. It is a place where all official problems,
actions, and requirements can be voiced, displayed, and acted
upon, and where decisions can be made to guide actions in the
future.

Usually an EOC is organized into three main groups: Policy,
Coordinations, and Operations. In smaller jurisdictions, Coordina-
tion and Operations are sometimes handled by the same people. A
support staff is needed to track messages and events, run copiers,
fax machines, and operate the telephones.

1. List reasons why it’s important for government officials to meet
in a central location in the event of an emergency.

2. Contact your local Emergency Manager to find out if your
jurisdiction has an EOC. If so, determine: a) its organizational
structure, and b) its location.

# Restart the video and play to stop 3




Independent Study Workbook

Exercise Requirements

Workstop 3: Describe

Compliance with The Federal Emergency Management Agency administers state
uirements Emergency Management Assistance (EMA) programs, which allo-

cate funds to jurisdictions participating in a well-planned and

balanced 4-year exercise program. Non-EMA jurisdictions are also

encouraged to participate in an exercise program.

EMA funded jurisdictions are expected to fulfill certain require-
ments. The emphasis of state and local exercise programs is on
testing and evaluation of emergency functions as outlined in their
Emergency Operations Plan (EOP).

Practice with emergency functions: Within a 4-year cycle

FEMA Program ) : ¢ [

Requirements governments must exercise on a rotating basis all functions of
their Emergency Operation Plan. Emergency functions are the
activities or operations that need to be performed during
disaster response and recovery.

+ Functional exercises: In a 4-year period, three functional exer-
cises should be held. Don't confuse functional exercises with
emergency functions. All exercises test functions.

 Full-scale exercise: At least one exercise during the 4 year
period must be a full scale exercise that tests nearly all of the
emergency functions. It can be conducted any time during that
period—at the beginning, middle or end.

Other exercise activities, such as tabletop exercises, normally
serve as preparation for functional and full-scale exercises,
though they do not receive credit.

« Documentation: Documentation of exercise participation must be
provided. Since reporting systems change from time to time, check
with state officers for present requirements for written reports.

Following the exercise, corrective action should be taken where any
shortfalls exist in planning, training, personnel, equipment and
facilities.
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Questions

The program allows a great deal of flexibility over the four years.
The main goal is to identify problems that can occur under the most
chaotic of circumstances and take corrective actions.

There are many other types of federally sponsored programs that
require exercises. For example, chemical stockpile (CSEPP,) Radio-
logical Emergency Preparedness (REP,) and hazardous materials
(HAZMAT). Answer these questions to assess the status of your
agency

Does your jurisdiction participate in an exercise program?

Emergency Functions: Below are examples of emergency func-
tions required by various government programs. Functions are
actions or operations required in emergency response or recov-
ery. Check any that your jurisdiction has tested in the last four
years. (As far as you know.)

1. Alert Notification
Response/Recovey Personnel

2. Communications
Telephone, Radio, Amateur Radio

3. Coordination and control
EOC Operations, Incident Command, Mutual Aid

4. Emergency Public Information
Prior, During, and After Emergency; Public information generated from
Joint Information Center and/or different sites

5. Damage Assessment
Private Sector, and Public Sector

6. Health and Medical
Emergency Medical Services, Environmental and Public Health, Mass
Casualty, Medical Facilities, Radiological
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7. Individual/Family Assistance

Effectiveness of Evacuation: Management, Facilities, Shelters,
Food/ Water/Clothing

8. Public Safety

Law Enforcement, Fire, Search and Rescue, Traffic Control During
Evacuation

9. Public Works
Repairs, Construction and Support, Transportation

10. Resource Management
Personnel, Equipment, Emergency Action Steps

11.Warning
Systems Effectiveness (from EOC, Siren, Emergency Broadcast, Radio, TV).

12. Government Survival
Succession of Leadership, Predelegation of Emergency Authorities, Emer-
gency Operations Centers and Alternatives, Safeguarding Records, Protec-
tion of Government Facilities and Personnel

For additional lists of functions refer to the Civil Defense
Preparedness Guides (CPG) 1-8 and 1-5 and the CSEP,

REP and HAZMAT Exercise Methodology Manuals, to name
just a few.

Check with your State Emergency Management

Agency for other lists of functions or read your Emergency
Operations Plan (EOP) to see what functions are listed there. Be
aware that some mandated programs refer to functions as
“objectives.” You will see the difference at Workstop #10.

® Restart the video and play to Stop 4
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The Community Exercise Program

Workstop 4: Plan . . . ) ) b
a Progressive A progressive community exercise program is a commitment from

Community various agencies to participate in increasingly challenging exercises
Exercise:P¥ over a period of time. It is:

- "Progressive," in that one exercise builds upon another,

- A"program,” in that it is a carefully planned sequence that will
meet specified goals,

- "Community," because it involves the participation of many com-
munity agencies/jurisdictions/organizations.

A "Progressive Community Exercise Program" needs to be compre-
hensive. That is, as a designer of an exercise program, you need to
consider every type of responding agency in your community. Your
community is composed of more than police, fire, and public
works. Hospitals have requirements to exercise each year. So do
airports and other regulated agencies or organizations. It is wise to
consider everyone who is a part of your community in building a
progressive community exercise program.

Pages 9 and 10 illustrate sample programs for a fictitious commu-
nity. The programs are identical, except for the schedule. The first
example extends the exercises over a year and a half; the second
shows how the program could be completed in less time. The
disasters upon which the program is based are flood and
HAZMAT. The functions to be tested are: volunteer agencies,
shelter, communications and evacuation.

On the blank sheet following the examples, organize a simple
exercise program for your jurisdiction that could lead to a full-scale
exercise. It should consist of various types of exercise activities.
You probably don’t have the background to do a thorough job of
this, but take a stab at a general plan. This is just practice.
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Functions: Volunteer Agencies, Shelter, Communications, and Evacuation.

Example 1.

Hazards:

Flood and HAZMAT.

An Exercise Program Schedule

for Central City

Exercise Activity

Purpose/Function

Participants

Schedule

Orientation

Communications

Emergency Man-
agement Staff

1st Month

Tabletop

Problems faced
in flood, evacuation
and sheltering

Emergency Man-
agement Staff,
Mental Health,
Shelter, Managers,
RACES, Hams, etc.

4th Month

Orientation

Increased church
group involvement
and awareness

Emergency Man-
agement Staff,
clergy, Laymen.

7th Month

Drill

Communications

RACES, Hams, etc.

9th Month

Tabletop

Media roles in
promoting/
controlling vol-
untary participation

Emergency Man-
agement Staff,
Mental Health,
Media, Clergy.

11th Month

Functional

Problems in evacua-
tion manpower
allocation.

Emergency Man-
agement Staff, Fire,
Police.

14th Month

Full-Scale

Evacuation, shelter,
and relocation in a
spring river flood.

Emergency Man-
agement Staff, Fire,
Police, Clergy,
Mental Health,
Shelter, Managers,

18th Month

RACES, Hams, etc.
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Functions: Volunteer Agencies, Shelter, Communications, and Evacuation.
Example 2: Hazards: Flood and HAZMAT.

An Exercise Program Schedule
for Central City

Exercise Activity | Purpose/Function Participants Schedule

Orientation Communications | Emergency Man- | 1st Month
agement Staff

Problems faced Emergency Man-
Tabletop in flood, eva_cuation agement Staff, |3rd Month
and sheltering Mental Health,

Shelter, Managers,
RACES, Hams, etc.

Increased church | Emergency Man-

Orientation group involvement | agement Staff, | ssn Month
and awareness clergy, Laymen.
Drill Communications |RACES, Hams, etc. |4th Month
Media roles in | EmergencyMan-
Tabletop promoting/ agement Staff, |5th Month
controlling vol- | Mental Health,
untary participation]| Media, Clergy.
Functional Problems in evacua-| Emergency Man- | sih Month

tion manpower agement Staff, Fire,
allocation. Police.

Emergency Man-
Evacuation, shelter, | agement Staff, Fire,
Full-Scale and relocation in a | Police, Clergy, |8th Month
spring river flood. | Mental Health,

Shelter, Managers,
RACES, Hams, etc.

10



Independent Study Workbook

Activity In the space below organize a simple exercise program that could lead to a
full-scale exercise. Try to use all five exercise activities and involve appro-
priate agencies. In the blanks at the top indicate two or three main functions
that the program will test, as well as the hazard or hazards on which it will
be based. If you need more space, use a separate piece of paper.

Functions:
Hazards:
An Exercise Program Schedule
for
Exercise Activity | Purpose/Function Participants Schedule

® Restart the video and play to stop 5
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Exercise Development: The Big Picture

Workstop 5: Answer A great exercise doesn’t just happen. Planning begins long before
Questions About the day of the exercise and continues afterward. The following
Exercise diagram illustrates a possible sequence of tasks occurring before
D the exercise, during the exercise, and after the exercise.

Notice that it differs somewhat from the road signs in the video in
that it is more complete. The eight design steps (which are intro-
duced at Workstop 7) are shown in the approximate order that they
would be done. Also, some of the evaluation tasks are worked into
the timeline.
Sequence of Tasks
fora

Successful Exercise

Conduct
Needs F
Assessment ‘ : Timeline

{ Yryanizn
igaize

Evaluation

& Detailed
Events

Conduct
Exercise

During

12
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Questions to Consider:

Following are some questions about development tasks. Fill in brief
responses. There are no right or wrong answers.

Are you familiar with your jurisdiction’s emergency plans, policies
and procedures? (yes/no)

How far in advance would your jurisdiction realistically have to
schedule to effectively plan and design a:

TABLETOP?
FUNCTIONAL?
FULL-SCALE?

What costs might be incurred for these exercises in your jurisdic-
tion? (Don’t list exact dollar figures—just types of expenses, such
as materials, communication devices, wages or salaries, transporta-

tion, etc.)
TABLETOP?
FUNCTIONAL?

FULL-SCALE?

Can different organizations/agencies/jurisdictions in your
community combine their exercises to reduce costs and still fulfill

program requirements? Who?

13
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= Underline any roles you have assumed in exercises.

Tabletop Exercise: Facilitator, participant.

Functional Exercise: Player, simulator, controller, evaluator.

Full-Scale: Responder, controller, evaluator, victim.

= Have you taken part in a post-exercise debrief? (yes/no)

= What characteristics do you think an evaluator should have?

= Have you helped write an evaluation report? (yes/no)

14
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The Design Team:

Because there are so many tasks that need to be accomplished in
the planning, implementation, and evaluation of an exercise, a
“Design Team” needs to be created. A Design Team is made up of
representatives from the various agencies, jurisdictions, and orga-
nizations in your community who would be involved in response

and recovery efforts.

An Exercise Design Team could include a representative from a
number of agencies such as: Police, Fire, Emergency Medical
Services (EMS,) Paramedics, Hospitals, Airports, Business and
Industry, the LEPC (a local hazardous materials preparedness
committee), Red Cross, RACES (Radio Amateur Civil Emergency
Services) and other volunteer organizations, the County Emer-
gency Manager, or the City Emergency Manager.

These representatives working together can accomplish goals that
would be difficult or impossible within a single organization or
jurisdiction. The team could be limited enough to design a small
exercise for a single organization or large enough to design a state
or national exercise.

Activity:
Name members who might serve on a Design Team for your juris-
diction, office, or agency:

Restart the video and play to stop 6
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The Functional Exercise

Workstop 6: Identify A functional exercise simulates a disaster in the most realistic
ParthIPant Roles in a manner possible, short of moving real people and equipment to a

FEXE real site. It achieves this realism by means of a carefully designed
and scripted scenario, in which field play is simulated. For ex-
ample, instead of actually dispatching a responder to the scene of
the disaster, this is simulated.

It's important not to confuse “functional exercises” with emergency
“functions.” All exercises (tabletop, functional, and full-scale) test
and evaluate functions or operations contained in the Emergency
Operations Plan (EOP). In every disaster there are functions that
must be performed in order to respond to and recover from the
effects of the disaster. Emergency operation plans outline the
functions that need to be organized and the agency designated to
perform them.

In order to simulate these functions in the most realistic manner, a
functional exercise requires that some participants act as controller,
simulators, and evaluators. Usually members of the design team
fill these crucial roles, with the team leader often serving as control-
ler and some of the members acting as simulators and evaluators.
The facility is setup so that each of the participants has space
allocated to them.

Because much of the success of the exercise depends on how well
key participants know their roles and how facilities are set up, you
will want to review them. On the opposite page is a sketch of a
functional exercise set-up with participant roles shown. Study the
sketch. Then match the definitions of participant roles with the
appropriate responsibilities.

16
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Definitions:

— a. Representatives from agencies or organizations who would
actually be called upon in the event of an emergency-such as
medical and health, fire, police, public works, red cross, mayor’s
office. Gathered in the EOC, they respond as realistically as
possible to messages describing the events taking place.

—— b. Persons designated to observe action and later report what went
well and what did not go well. They see if goals and objectives
are met and note how participants perform.

Person(s) who make(s) certain that the exercise is conducted
according to the objectives, and proceeds according to plan.
Adds or discards messages to increase or slow down the pace of
the exercise. Maintains order and professionalism in the
control and simulation rooms.

d. Persons who assume the roles of “outside” people or agencies
and transmit pre-scripted or spontaneous messages to players.
Their purpose is to create an artificial reality by communicating
events that might actually happen in a given emergency.

W&

e Control Room

Simulators

- Fire

- Police

« Public Works

- Shelter

« Red Cross

- Emergency Management

Players

|

« Mayor

- Fire 3
| - Police
| - Public Works
I « Shelter

: - Red Cross

- Other Agencies : - Emergency Manager

I

+ Other Agencies

# Restart the video and play to Stop 7
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WHAT’S AHEAD:

Workstops 7 through 13 walk through the process of exercise

design. Exercise design steps focus on the activities and skills
needed to design an exercise:

Design Steps:

I-Assess Needs

2-Define Scope

3-Purpose Statement
4-Write Objectives
5-Compose Narrative
6-Major & Detailed Events
7-Expected Actions
8-Prepare Messages

You will be shown examples based on two different kinds of
disasters:

- Video: A hazardous materials spill.

- Workbook: Airplane crash.

18
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To take you through the 8 steps, may we introduce...

The Design Coach

The coach graphically represents the steps involved in designing some
kinds of exercises. Many people find Exercise Design Coach helpful as
a learning and memory aid.

19
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The Exercise Design Process: Step 1-Assess Needs

Workstop 7:

The first step in developing any exercise is to assess the needs of

your emergency management program. Indicate below the most
pressing problem areas in your community. Your jurisdiction’s
emergency plans and procedures is a good place to start. Also
consider what you have learned from previous exercises or emer-
gencies.

1. Hazards: List the various hazards in your community.
What risks are you most likely to face?
Examples: Flood, HAZMAT, Terrorism, Mass Fatality, Winter
storm.

2. Area: What geographical areas are most vulnerable to the high
priority hazards? (Refer to the hazards listed above.)

3. Eunctions: What emergency management functions are most in
need of rehearsal? (Where have difficulties occurred in the

past?)

Alert and Notification Individual and Family
Communications Assistance
Coordination and Control Public Safety
Emergency Public Information Public Works

Damage Assessment Resource Management
Health and Medical Warning

Other i

Assessment is
the backbone
of exercise design

20
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e, |

4. Agencies and Personnel: What agencies and personnel need to
participate in an exercise? For example, have any agencies
updated their plans and procedures, changed policies or staff?
Who is part of your exercise “community?” What manpower
can you reasonably expect to have devoted to developing an

exercise?

List the Agencies:

__ Police __ Hospital

__ Fire __ EMS

___ Sheriff ___ Business and

__ Public Works Industry

__ Airport __ School District

__ State Emergency __ Surrounding
Management Agency Jurisdictions

__ Red Cross __ Volunteer

__ Others Organizations

5. Exercises: What exercise activities would be most helpful?
What experience have personnel had with the various types of
exercises? How much preparation time can you reasonably
expect to allocate to developing an exercise? What physical
facilities would you need when you conduct an emergency
operation?

_ Orientation
_ Drill

_ Tabletop

_ Functional
_ Full-Scale

» Restart the video and play to Stop 8
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The Exercises Design Process: Step 2-Define the Scope

Workstop 8: Defining the scope of an exercise means putting realistic limits to it.
Defi Scope You can’t practice all operations in the context of all hazards using
all agencies in an area that includes all possibilities. To define the
scope of an exercise, refer to the assessment sheet you completed at
Workstop 7, and draw some meaningful limits. Consider those that

are (a) highest priority and (b) can be realistically addressed in one
exercise.

Then in the space below, write the decisions you have made.

1. Hazard: Select one hazard. (The basis for selection might be
that it’s the highest priority it hasn’t been exercised recently, or
it would help you exercise the functions that need testing, as
determined from your assessment at Workstop 7.)

2. Geographical area: In what location will the simulation take

place? (Give specific address or location.) Make sure it coin-
cides with the hazard.

Exercise scope means
planning no more than
you can get your arms around.

22
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3. Functions: List the most important functions, procedures or
operations that you want participants to practice. (Three to five
functions are sufficient.)

4. Agencies and Personnel: List agencies and personnel who
would benefit most by the exercise. Don’t include more than
the exercise can handle, but make sure it is comprehensive and
that the participants will match the tested functions.

5. Exercise Type: What exercise will be most useful at this point?
(Consider the exercise experience that personnel have had in the
past, and the level of stress and complexity that would be use-
ful.)

» Restart the video and play to Stop 9
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The Exercise Design Process: Step 3-Write a Statement of Purpose

Workstop 9: Write a

States £ Purpose Once you have determined the scope of your exercise, the state-

ment of purpose is a snap! Simply incorporate into a single sen-
tence the five components identified in the scope. The purpose
statement gives focus to all aspects of the exercise. Also, because it
is succinct and clear, it is useful in communicating plans to media
and community leaders. A purpose statement is a broad statement
of the goal of the exercise.

Below is one format that might be used to write a statement of

purpose. The airplane crash scenario will be the basis for the rest of
the examples in the workbook.

The purpose of the proposed emergency management exercise is
to test and evaluate the following emergency functions:

a. Evacuation/sheltering

b. Mutual Aid

c. Resource Management

d. Emergency Public Information

by involving the following agencies and personnel:

a. Airport Authority

b. Police (Sheriff, City and State)

c. Fire Department (County and neighboring jurisdictions)
d. Red Cross

e. Health and Medical

in a_functional exercise simulating an airplane crash

at the Whispering Meadows Subdivision.

24
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Activity Take your decisions from Workstop 8 (Scope) and fill in the blanks:

The purpose of the proposed emergency management exercise is
to test and evaluate the following emergency functions:

a.
b. (Functions to
be exercised)
C.
d.
by involving the following agencies and personnel:
a.
b. (Agencies and
Personnel involved)
C.
d.
ina(n) exercise simulating a(n)
(type of exercise) (hazard)
at

(place/address)

The statement of purpose
IS a concise way to
introduce a plan to others

» Restart the video and play to Stop 10

25



Independent Study Workbook

The Exercise Design Process: Step 3-Write a Statement of Purpose

Workstop 10: Objectives take the purpose statement one step further—by break-
Write Objectives ing down general purposes into specific objectives. Objectives state
actly what you want an exercise to accomplish. They spell out

3, will do what, according to what standard. Because they help
everything on track—from messages to evaluations to follow-
hey need to be carefully phrased. They should be:

ple (so you don't try to cover too broad an area)

ear (so people can understand them)

ecific (rather than general or vague)

Measurable (so you can tell if you reached the objective)

The purpose of the proposed emergency management exercise is
to test and evaluate the following emergency functions:

a. Evacuation/sheltering

b. Mutual Aid

c. Resource Management

d. Emergency Public Information

by involving the following agencies and personnel:

a. Airport Authority

b. Police (Sheriff, and State)
c. Fire Department (County and neighboring jurisdictions)
d. Red Cross

e. Health and Medical

in a functional exercise simulating an airplane crash

the Whispering Meadows Subdivision.

26
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With such a purpose statement, one might write objectives similar
to this:

Participants will demonstrate the ability to open, staff, and
monitor the high school as a shelter according to the county
Emergency Operations Plan.

This objective ties into the function of evacuation and sheltering.
While it does not specifically name the “participant,” it should be
evident that the Red Cross, school district, and county Emergency
Management Agency (EMA) will be the critical participants.

27
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Examples There are a number of ways to phrase objectives. The examples
below illustrate different approaches.

Good objectives

» Responders will establish an incident command post immedi-
ately after the initial call.

» Emergency management staff will demonstrate the ability to
initiate and complete a call-back of EOC personnel as stated in
the emergency plan.

Poor Objectives

+ To get the agencies to improve their disaster operations.

« To identify the primary reason for slow response of ambulance
units.

» Emergency services personnel will sit down in the same room
together and talk.

28
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Your Objectives: In the space below, write three objectives that support the purpose
statement you composed at Workstop 9.

1.

Objectives should normally
be limited to no more than
the number of fingers. They
help you keep a finger on
the focus of the exercise.

? Restart the video and play to Stop 11
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The Exercise Design Process: Step 5-Compose a Narrative

Workstop 11:

Compose a The nar_rahve is a brief scena-l ha sets
Narratives

Daecwe hhacra L

~ Ps P
lg 1'1aIiS nave peern maae

owever, the latest commu
'b'bl’ LALL ABALNDIL VVVAdaa e

X
e has lost engine power and is 1osing altitude too quickly

o - Y S -

large airport. Even though your tv MOH is too small to haHdle
, you are the only hope for the 450 passengers and 10 crew mem-

bers.

Conditions at your airport are clear, and the surrounding area is
dry. A hot, dry wind is blowing from the north.

The main runway lies along a relatively unpopulated suburban
area. However, the likelihood of the pilot’s being able to control the
huge plane and stay within the landing space is slim. The ap-
proach passes over populated suburban housing developments.

Airport control tower alerts its own Crash/Fire Rescue units and
requests that the local emergency services provide backup assis-
tance in fire, police, medical, welfare, and search and rescue capa-
bilities.

The narrative provides the first
part of the legs on which the
exercise will stand.

30
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Your Narrative The narrative sets the stage and puts the players at the beginning of
the exercise. In the space below, compose a short narrative to set
the stage for the disaster you have selected.

Consider answers to the following questions:

What event?

How did you find out?

Was there advance warning?

What time?

What is the sequence of events?
Where does it take place?

How fast, strong, deep, dangerous?
What response has been made?

What damage is reported?

What is predicted for the future?
What are relevant weather conditions?
What other factors would influence emergency procedures?

Write your narrative here:

» Restart the video and play to Stop 11
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Workstop 12: result of the disaster. They motivate the actions that you want from
Write Ma)or and Events are realistic problems, either large or small, that occur as a

DetailedEvents sult of the disaster. Thev motivate the actions that vou want

/8
v Nsa MRaAaCAT LA ALL Y MIUVUVALL Wit davu w ]Uu yveaiit diviil

ers during the course of the exercise. Major events are some
ike chapter headings in a novel. Detalled events are smaller
ms associated with or resulting from major events. Events are

blems, not actions of the responders.

'P

Disaster: Airplane crash

Major Event:
1. Fuselage breaks apart and hits buildings below.

Major Event:
2. Fires break out in subdivision.
Detailed Events:
.On impact, airplane engine and fuel ignite 15 homes over
two block area.
= Explosions from broken natural gas lines rock the neigh-
borhood.
 Fires jump to other homes.
» Thick smoke blankets the area downwind.

Major Event:
3. Crowd gathers around crash site.
Detailed Events:
* Bystanders try to rescue the injured.
» Bystanders steal items from the crash site.

Major Event:
4. About 60 survivors are thought to be trapped in front section of
jet.
Detailed Events:
» Rescuers hear screams and calls for help.
» Many of the trapped victims are severely injured.
» Bystanders pull passengers out of wreckage.
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Your Events; In the space below list 2 or 3 events that might occur
in your disaster scenario. Break down each of the major events into
two or three detailed events, as shown in the example.

Disaster:

Major Events: Detailed Events:

1. 1.
2.
3.

2. 1.
2.
3.

3. 1.
2.
3.

Major and detailed events
provide stability to the exercise.

» Restart the video and play to Stop 13
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The Exercise Design Process: Step 7-List Expected Actions

Workstop 13: List
E id Acti

e whole point of an exercise is to get the participants to think
act in certain ways. Obviously, before this can happen, you
ve to decide what actions they should take. The actions, of
urse, are spelled out as procedures or policies in the

isdiction's emergency plan or the agency SOP (Standard Oper-
g Procedures). The actions you select will depend upon the
se objectives and the plan being tested.

- Each event should be designed to prompt one or more expected
actions from one or more agencies that will be participating in the
exercise.

Example:
Detailed Event Expected Actions
On impact, airplane engine « Fire units in neighboring
and fuel ignite 15 homes jurisdictions called in.
over a two-block area. » Police units in neighboring
jurisdictions put on alert.

» Utility services informed
that utility functions are
affected.

* Residents of nearby
houses evacuated.

Detailed Event Expected Actions

Explosions from broken natural « Utility company called in.
gas lines rock the neighborhood.  « Mutual Aid called for.
« Evacuation (protective
action) is called for.
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Your list of expected actions:

In the space below, list three events from Workstop 12. Then for
each event write some actions that you would expect from agen-
cies involved in your exercise. (At least one expected action for

each event.

Detailed Event Expected Actions

L. L.
2.
3.

2. 1
2.
3.

3. 1
2.
3.

Expected actions complete the
narrative leg by showing the
results of the narrative. Now the
exercise has two strong legs to
run on.

# Restart the video and play to Stop 14
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The Exercise Design Process: Step 8-Prepare Messages

Workstop 14:
Pre Messages

essage is a description of a problem or occurrence which is ser
n agencyv representative in the EQC. It serves one purpose: to

aprTaiLy sopatotiiiall veo LIIC pPRRIpPYs

e a player to carry out one of the expected actions. In order fc
s to happen, the message must come from a believable source
goto the right person. The components of a message are

1, receiver, method of transmission, and the content of the

iraAalL
bdgt’ itseilr.

Expected Actions

Examples

On impact airplane and Fire units in neighboring
and fial ionita caavaral cedirtinng o

1Mo s
aliu 1uc1 lsuuc otvial jullDulLLlUllD caiea lll

homes in area.

To: Dispatch Method:
Radio

We are trying to control numerous fires in the
Whisper Meadows housing area. It’s more than we can handle.
Need assistance as quick as possible.

Event Expected Action
Bystanders steal things ~ Securing of crash site
from the crash site. by Law Enforcement
To: Emergency Method: From: Incident
Operations Telephone Commander
Center

Look, I've got my hands full fighting these fires. But people
are showing up and taking things. Get someone out here to
help secure the area.
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Your Message
In the space below write the event and expected action that you
listed at the last Workstop. Then compose a message that will
achieve the desired action.

Event Expected Action
1.
To: Method: From:
Message:
2.
To: Method: From:
Message:

As Toes provide balance to
the human body, so do
messages balance an
exercise. Messages keep
all players involved and,
more important, spread
activity.

» Restart video and play to Stop 15
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Introduction to the Exercise Design Course

Topics

Teaching methods

Expectations

ndependent Study Course is a pre-requisite for the Exercise
sign Course. Following is a summary of what you can expect

from the Exercise Design course:

Exercise Design Course takes two days. Some instructors

it further by incorporating all or part of the Exercise

ion Course.

any of the topics are expansions or applications of topics in the
Independent Study Course. Some are new.

e Developing a Community Exercise Program

» The Exercise Development Process

 Tabletop exercise experience

e The Functional Exercise

e The Full-scale exercise

« Evaluation

e Exercise Enhancements

» Functional Exercise Development and Experience

The course is managed by one or more instructors who serve more
as facilitators than lecturers. Information and skills are taught
mainly through class discussion, group activity videos and behav-
ior modeling sessions.

Participants will be given a student manual to use for future refer-
ence.

The Exercise Design Course is largely experience and practice.
Therefore, your role will be active rather than passive. To gain the
most you will need to participate actively, express your learning
needs, learn from others, and take risks.

Because some of the activities will be based on the work you have
done in the Independent Study Course, remember to bring this
workbook with your ideas, notes, and questions. You’ll be much
better prepared if you review the video and workbook before you
come.
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A Few Final Words...

...on completing this Independent Study Course. We’'d like to ac-
knowledge the time and effort you’ve taken to learn about exercise
design. We hope it has been an enjoyable and useful experience.
We encourage you to continue learning about disaster exercises and
the contribution an exercise program can make to your
community’s disaster preparedness.

Congratulations!

A Community Exercise Program has many benefits. Among the
most important is the team building that takes place as emergency
response agencies and organizations work together to test policies,
plans, and procedures. Exercises are the most effective means by
which a community can assess its emergency capabilities and
protect life and property.

The Videocassette

and Workbook... . ..are yours to keep. You may want to pass the video along to
someone else who shares your interest in community disaster
exercises. You’ll want to enroll in the Exercise Design Course.
When you do so, bring the workbook along with you. Be prepared
to share your ideas with other class members.

The Test... ...on the next page will serve as a review of the Independent Study
Course. It will also help you evaluate what you have learned. We
encourage you to complete the final test. Feel free to use the video
and the Student Workbook to assist you in completing it.

Mail the answer sheet to:

Orientation to Community Disaster Exercises
Independent Study Program
Emergency Management Institute
16825 S. Seton Avenue
Emmitsburg, MD 21727
Those Who
Pass the Test... .. will receive a certificate of completion from the Emergency Man-
agement Institute. You can take pride in the work you have done.
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HOW TO TAKE THE FI NAL EXAM NATI ON

We have included an answer sheet as part of the student manual or

you may use the separate answer sheet insert provided as part of
+he Tnﬂnnnnﬂani— anﬂxt narl

ary
cne 17 IMTppTIIMTIL W 4y Hu\.:\a\jc .

Please use a soft lead (#2) pencil to complete the answer sheet.
Do NOT mark more than one choice because this will automatically
be scored as an incorrect response.

The test consists of 25 multiple choice questions and should take
no more than 45 minutes to complete. Complete all of the
questions. You may refer to the student manual and the video to
help answer the questions.

When you have answered all the questions, prepare the answer
sheet and drop it in the mail. Your answers will be scored and
the results returned to you as quickly as possible. If you score
at least 75 percent you will receive a certificate of completion

from FEMA. If you score less than 75 percent, you will have
another chance to take the test.

FINAL EXAMINATION: AN ORIENTATION TO COMMUNITY DISASTER
EXERCISES

l. Exercise Design is accomplished best by:

a. An Individual

b. A team of representatives from various agencies
c. An elected official and his/her staff

d. Members of a single organization

e. None of the above.

2. Which of the following characteristics most accurately
describe a full-scale exercise:

a. Low-stress discussion of problems, with emphasis on pro
viding general information.

b. Mobilization of people and equipment in the field to
practice specific functions. EOC is activated.

Fol ot racoaFial POY-S- IR AP T e alrmce

c. A stressful, realistic simulation which takes place in
building rather than in the field.

d. Policy and coordination staff gather aroun
discuss responses to actual emergency situ

d
______ m en a
e. None of the above.
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Wi ch best describes an Enmergency Operations Center (EOC)?

a.

b.
C.

d.

e.

A central location from which emergency operations are
coor di nat ed.

A center where disaster victins can rest and obtain food.
A conmand post at the scene of the energency where
responders can be debriefed about the incident.

An information center, where the Public Information

O ficers provide updates to the nedia.

None of the above.

Whi ch conmunity has the best approach to a progressive
community exercise program and al so neets Federal Energency
Managenent Agency expectations?

a.

e.

City A Wthin a 3-year period it conducts 1 functiona
exercise and 2 tabletop exercises. Oficials are worried
about an earthquake, so they concentrate on this disaster
al one.

Cty BB Wthin a 4-year period the comunity holds
twel ve exercises. Because they have a snmall budget and
want to enphasize all energency functions wthin that
budget, they plan nmainly orientation or tabletop

exerci ses.

Cty C This community has identified inprovenents which
are needed w th conmmunications and coordination. They
concentrate a 4-year effort on these two functions. In
that period they hold 1 tabletop, 1 functional, and 1
full-scal e exercise.

Cty D Oficials plan a cycle of exercises that wll
test nearly all emergency functions. Wthin a 4-year
period they conduct and evaluate several tabletop
exercises, 3 functional exercises, and 1 full-scale

exerci se.

None of the above.

When should an exercise design team address the exercise
eval uati on process?

a.

®oo0o

From t he beginning—concurrent with the design of the
exer ci se.

After the exercise is designed.

During the tine the exercise is being held.

After the exercise is over.

Just before the exercise officially starts.
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VWhich of these individuals is a simulator in a functiona
exerci se?

John notices that the exercise is proceeding too slowy
and that sonme of the agency representatives are just
sitting around doi ng not hi ng. He adds two or three
nessages to speed things up.
Henry observes the exercise. He notes that the police
departnent did not set up road blocks as they were
supposed to.
Susan, the Red Cross director for the conmunity, takes
her chair and designated position in the ECC
Jane, a nenber of the exercise design team plays the
part of a nedical team In accordance with the exercise
scenario, Jane calls the Red Cross director in the EOCC to
say the tenporary hospital at the incident site needs
nore bl ood supplies.

e. None of the above.

An exercise design team should consist of the follow ng
i ndi vi dual s except:

Fire Service personne
Pol i ce

Exerci se Pl ayers

Emer gency Program Manager
Red Cross

©oo T

Sel ect the objective which best exenplifies the requirenents
for a good objective fromthe foll ow ng:

a. Energency nanagenent staff wll denonstrate the ability
to initiate and conplete a call-back of EOC personnel in
30 m nutes.

b. Emergency nanagenent staff mght be able to inprove their
cal | -back system

c. Volunteers could be used in the response.

d. To find out if the fire/rescue departnent will
effectively perform all duties during any nmjor energency
or disaster.

e. None of the above.

The purpose of an exercise narrative is to:

a. Summarize the responsibilities of the exercise
participants and provide a brief orientation
b. Enable the exercise teamto focus on a few objectives,
rather than creating a scenario that is too broad.
c. Set the stage for the exercise, so that the disaster wl
be nore realistic and understandable to the participants.
d. Qutline the sequence of events that will take place as
t he exercise progresses.
e. None of the above.
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Conponents of a "message" in a functional exercise are
usual ly the follow ng:

a. Functions, agencies, hazard, geographical area.
b. Sender, receiver, nessage, nethod of transm ssion
c. Mpajor event, detailed events, expected actions.

d. Date, inside address, heading, conplinmentary close
e. A stanped self-addressed postcard.

What is the primary purpose of a "message" in a functiona
exerci se?

a. To serve as a neans of communication from controller to
si nul at or s.

b. To provide information to the media on the progress of
t he exerci se.

c. To cause a player to carry out one or nore expected
actions.

d. To provide a neans for players to inform the controller
when they are experiencing problens.

e. A "message"™ has no purpose in a functional exercise.

Which of the following are exanples of costs associated wth
an exercise?

Staff tine

Fuel for equi pnent

Costs for exercise enhancenents

Mat eri al s/ supplies needed to conduct the exercise.
Al'l of the above

®©oooT

Which of the following is an advantage of a progressive
community exercise progranf

a. It encourages team building as energency response
agenci es and organi zations work together to test
policies, plans, and procedures.

b. It enables nmayors and other el ected/ appointed officials
to plan and design a full-scale exercise.

c. It allows a comunity to conduct a fullscale exercise
i mMmedi ately w thout the conduct of tedious, sinpler
exercises, like tabletops and functional.

d. It totally elimnates the need for planning and
cooper ati on.

e. None of the above.
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14.

15.

16.

17.

What degree of conpetence can you realistically expect to
gain from successful conpletion of this |ndependent Study
Cour se?

a. You should be able to design a conplete comunity
exercise program all by yourself and you will not need
any help from an Exercise Design Team

You are ready to design a full-scale exercise.

You are totally prepared to design and conduct a tiny

functional exercise.

d. You have learned about the different types of exercises
which are part of progressive comunity exercise program
and are ready to learn nore about exercise design

e. You are ready to teach people how to design exercises.

O T

An eval uation et hodol ogy consists of:

a. Evaluation strategy, organization and depl oynent of the
eval uation team evaluation checklists and fornmns.

b. The nmethod of finding eval uators.

c. The organi zation of department heads into a commttee to
deci de how objectives will be net.

d. The 5 final evaluation reports.

e. None of the above.

What is the primary purpose of energency exercises?

a. To fulfill government requirenments in order to receive
f undi ng.

b. To inprove the image of mddle nanagers in key
depart nents.

c. To teach people how to design an exercise.

d. To enable a comunity to test and evaluate its energency
prepar edness and response capabilities before an actua
energency in order to save lives, conserve property, and
preserve the environnent.

e. None of the above.

Which type of exercise is described bel ow?

A group of community and agency officials nmeet in a large
room To begin the exercise, soneone reads a few paragraphs
describing a hurricane that has just hit the area. Then a
facilitator hands nessages (problem statenments) to sonme of
the participants, who describe how they would solve various
probl ens caused by the hurricane. The enphasis is on a

rel axed but thorough discussion

Oientation
Tabl et op

Functi onal

Ful | -scal e

None of the above.

©oe T
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18. Whi'ch type of exerci'se is described bel ow?

Community and agency officials neet in the ECC Situated in
a separate area are individuals who enact the roles of

people at the scene of the disaster. Lsin% t el ephones or
radi os, these people call into the EOC with nessages
descri bing problens caused by the disaster. In the sane

area is a controller who manages the exercise. Though the
di saster is simulated, the exercise is very realistic
because it takes place in real tine and is very stressful

Oientation
Tabl et op
Functi ona
Ful | -scal e
Drill

oo T

19. In what way are conpleting a needs assessnent, defining
scope, and witing a purpose statenent alike?

a. These steps are nost effective if done by the energency
program manager rather than the design team

b. They are not inportant to the design process.

c. They address the sane areas identified in the assessnent
Process, which are gradually |limted and brought into
ocus .

d. They are the final steps in exercise evaluation

e. Al of the above.

20.  Wiich of the followng are energency functions?

a. Communi cations, Health and Medical, Public Wrks.

b. Degree of realism Degree of stress, Conmunication
Devi ces.

c. Policy and Decision Mking, Coordination, Operations.

d. Simulator, Controller, Evaluator.

e. Exercise participants or Pl ayers.

21.  In a functional exercise, what is the responsibility of the
controller?

To design the exercise.

To evaluate the exercise.

To conduct the exercise according to the objectives.
To take part in the exercise as a player in the EQCC
Al'l of the above.

PoooTw
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22.

23.

24.

25.

Who are the “players” in a functional exercise?

a.
b.

C.
d.
e.

Those who assune roles of “outside” people or agencies.
Heads of agencies and government who would actually
assenble in the EOC in case of emergency.

Those who take part in initial planning stages.

Those who eval uate the exercise.

None of the above.

Which is the best definition of a “progressive conmmunity
exerci se program ?

cCow

A series of exercises arranged in random order.

An exercise plan for the Fire and Police Departnents.

A carefully planned full-scale exercise, in which all
community agencies take part.

The participation of all conmunity agencies wth
energency responsibilities in a series of increasingly
nore chal l engi ng exercises over a period of tinmne.

A series of exercises over a period of tinme which begins
with a major fullscale exercise which tests nearly all
energency functions in the community and culmnates in a
smal | tabl etop exerci se.

Which would be a logical first step in the devel opnent of an

exerci se?

a. Review the community’s Enmergency Qperations Plan
b. Schedule the facilities and invite people.

c. Design the exercise.

d. Assenble props and other enhancenents.

e. Evaluate the exercise.

In the design of a functional exercise, what is a “ngjor
event”?

a.

b.

o

The disaster on which the exercise is based-such as a
flood, hurricane, or earthquake.

A high profile exercise that would attract a |ot of
attention from people driving by the field site.

A large problem that would realistically occur as a
result of the disaster such as “bridge washes out”.
The initial neeting of the design team

Al of the above.
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