Instructions for Customizing and Using Your Exercise Materials

The following documents are all part of your exercise package.  The can be customized in any way that the Exercise Planning Team deems appropriate to achieve exercise objectives.

All of the documents should be reviewed carefully during the exercise planning process.  Some contain highlighted and capitalized fields that indicate where the planning team should put local information specific to the TTX it is planning.  In addition, the word “draft” should be removed before printing and exercise conduct from all documents.  

However, this is just a minimum.  The documents can be modified in any way that the planning team would like.
Situation Manual

The Situation Manual (SitMan) is the document that players in a tabletop exercise (TTX) will use to participate.  It supplements the information presented in the Exercise Briefing and gives players background information that they can reference during exercise play.

The SitMan has a point of contact for the lead exercise planner, a brief overview of the exercise objectives and evaluation criteria information about the exercise logistics.  The text that must be edited is capitalized and highlighted in yellow.

In the header portion of the first page, highlight the text that reads [EXERCISE NAME] and enter the name of the exercise as selected by the Exercise Planning Team.  The exercise name should unique in order to distinguish one locality or agency’s TTX from another that might be using a similar scenario.  The name can be based upon the scenario, objectives, or locality’s name.  For example, a TTX in which participants discuss how to respond to a derailed train in a town named Springfield might be named Springfield Rail Response Tabletop or Operation Bent Rail.  Be creative, and keep the target audience (participants, planners, evaluators, etc.) in mind!  The name should be easily remembered and appropriate for the subject matter and locality.

Along with the exercise name, enter the date of exercise play in the header where the text reads [EXERCISE DATE].

In the Preface section of the SitMan, enter the exercise name in all of fields that read [EXERCISE NAME].  Highlight the text that reads [AGENCY NAME] and enter the name of the sponsoring agency or jurisdiction, or the agency or jurisdiction primarily responsible for planning and coordination of the exercise.

The next section of the document is the Handling Instructions.  Enter the same information (exercise name and agency name) in the appropriate fields.  The planning team should select a Point of Contact (POC) for the exercise.  He or she should have knowledge of the objectives and design process for the TTX.  Enter the contact information for him or her in the appropriate highlighted fields.

In the Introduction section of the document, there is a highlighted field that reads [NAME].  The name of the town or borough that is the focus of the exercise should be entered.

The next section is the scenario.  It will begin with a basic premise (derailed train, overturned truck, etc.) and has updates as the situation progresses.  This information corresponds with the scenario information that will be presented in the exercise briefing (see below).  Players may follow along with their SitMan during the course of the discussion.

The next sections are appendices.  Appendix A contains scenario area maps.  These can also be found in the Exercise Briefing.  The exercise planning committee may choose to replace these maps with ones that show local geography and/or facilities.  Appendix B contains information on the chemical at hand for players to reference during the dicsucssion.  

The SitMan should be printed double sided.  There should be one for every exercise participant, including the facilitator(s), evaluators, and observers so that they can follow along and have the same information as the players.

Facilitator Guide

This Guide is a tool for use by the TTX facilitator.  The facilitator’s function is to introduce scenario information, moderate discussion, and to make sure that the conversation addresses the objectives selected by the Exercise Planning Team.  He or she typically comes from the planning team, a participating agency, or a neighboring jurisdiction.

The Facilitator Guide is structured very similarly to the SitMan.  Both will be used during exercise play, however, the Facilitator Guide is intended for use by the facilitator only.  It contains background information and discussion questions/prompts that may not be found in the SitMan used by exercise players.  The introductory sections of the Facilitator Guide are identical to those corresponding sections in the SitMan for this TTX.  All of the highlighted fields in those sections should be filled with the same exercise-specific information (Exercise Name, Exercise Date, Agency Name, etc.) as those fields in the SitMan.

After the Introduction section, there is a section titled Facilitation Guidelines.  This section provides information to help the facilitator prepare for and carry out their role during exercise play.   Many emergency management professionals and first responders have observed, participated in, or helped to plan a tabletop exercise.  However, not all have, and the facilitator selected by the Exercise Planning Team may have little or no experience with the TTX design, conduct and evaluation process.  If this is the case, make sure he or she carefully reviews the scenario, background information, and facilitator tips before exercise conduct.

Please read this section of the Facilitator Guide for more information on how to select and prepare a good facilitator for your exercise.

The Facilitator Guide also contains a copy of the briefing (slide show) to be used during exercise conduct.  In the Facilitator Guide, the presentation is broken down slide by slide with additional information and prompts for each of them that the participants will not have access to.  The exercise facilitator should review the exercise briefing in advance in order to be familiar with the scenario and the potential issues that will arise during the discussion.

This document also contains a sample Sign-In sheet as an appendix.  A similar document should be used on the day of exercise conduct in order to have a record of who attended and which agencies were represented at the TTX.  This information is also used in the Exercise After Action Report (AAR).

The second appendix is a sample Participant Feedback Form, which is a part of the exercise package.  There should be one of these forms for each of the players.  During the HotWash, this document should be distributed to players so that they can provide their thoughts on the exercise process and important findings.  These should be collected after the end of the exercise, and the information from these forms should be summarized and included in the AAR.   

The Facilitator Guide should also be printed double-sided.  Only the exercise facilitator(s) should have a copy of this document.

Exercise Briefings

The slide show is used during exercise conduct to present scenario updates, background information, and visuals such as maps to participants during the discussion.  It’s based upon the same scenario in the SitMan.  The Facilitator Guide contains more information on how to present the exercise briefing during conduct.

The third slide in the briefing has the exercise agenda.  This should be modified based on the timeline that the exercise planning team has decided on for the TTX.  The times may be changed, as well as the inclusion or exclusion of scheduled breaks for meals, etc.

There are slides in the briefing that contain text in brackets and all capitals.  This text should be changed to reflect local geography or information.

In addition, the briefing may contain maps of the scenario area.  These are generic maps that can be used during the exercise, however, the local exercise planning team may also choose to use maps of local facilities or geography.  This way, the players can relate to the information presented to them and have a better idea of their response tactics for an incident in a specific location.

The exercise briefing should be displayed on a projector screen during exercise conduct.  It does not need to be printed.
Exercise Evaluator Guide

The Exercise Evaluator Guide is a document that contains information and evaluation materials for use during the TTX.  Exercise evaluators should be selected based on their subject matter knowledge and their knowledge of the participating agencies’ response protocols and capabilities.  They should receive a copy of this document in advance of exercise conduct so that they are aware of what is expected of them.  This document will require more analysis and writing than simply filling in the blanks.

The introductory sections of the Exercise Evaluator Guide are very similar to those of the Facilitator Guide and the Situation Manuals.  The text in brackets and highlighted yellow should be replaced with information specific to the TTX at hand.

[bookmark: _GoBack]After the introductory sections, the document contains guidelines on the role and responsibility of exercise evaluators.  Those selected to serve as evaluators should review this information carefully.

The next section of the document contains the Exercise Evaluation Guides (EEGs).  These should be completed during exercise conduct as the evaluator observes the discussion.  He or she should review these prior to exercise conduct in order to know what kinds of things to listen for during the discussion.  In addition, if there are any findings that are not covered by the various activities listed in these EEGs, he or she should make a note of them and include them in the information he or she sends to the lead evaluator.

This document should be printed double sided, and there should be one copy for each exercise evaluator.  Within four days of exercise conduct, the evaluators should complete the forms in this document and provide them, along with any other notes or exercise observations, to the lead evaluator, who will be responsible for populating the Exercise After Action Report.
After Action Report

The After Action Report is used to document the findings from the exercise and to form a plan for addressing areas for improvement.  The Lead Evaluator will be responsible for gathering evaluation materials from the other evaluators and using them to populate this document.  This document will require more analysis and writing than simply filling in the blanks.  This should be completed within 30 days of the completion of the exercise.

The template After Action Report in this package contains many highlighted fields to modify.  Many of them are the same as other documents in this package, however, some are specific to this document.  For example, some may require the Lead Evaluator to input the date and venue of the exercise, or the names of those on the planning committee.

The fields that are in brackets and italicized should not be left into the final document.  They provide instruction on what information belongs in that section of the document.  For example, if a section requires an analysis of an area for improvement or a recommendation for corrective action, the italicized text will indicate that.  During exercise planning and conduct, the planning team should keep records of which person played which role, attendance, and what agencies were represented.  This information will all be included in the After Action Report.

Appendix A is the Improvement Plan (IP) matrix.  This should be populated with information pertaining to areas identified for improvement, recommended corrective actions, which agency and person will be responsible for this action, and the timetable for completing this corrective action.  This is the most important part of the AAR, as it lays out a plan and assigns responsibility for improving those areas that need be improved.

Appendix B is for Lessons Learned, which can be shared online with other members of the homeland security and emergency management community.  Appendix C is a summary of the observations from the Participant Feedback Form which is a part of this package.  This form can also be found as an appendix in the Exercise Evaluator Guide.

The draft After Action Report should be disseminated to the members of the exercise planning team for their review within 30 days of exercise conduct.  Once they have reviewed and approved the findings, it should be finalized.  

When the After Action Report is reviewed and finalized, a copy should be mailed to the following address:

State of Alaska
Department of Military and Veterans Affairs
Division of Homeland Security and Emergency Management
Attn: Planning Section
P.O. Box 5750
Fort Richardson, Alaska 99505-5750
800-478-2337 Toll Free
907-428-7009 Fax
Copies should also be printed and distributed to those agencies that participated in exercise planning and conduct so that they may have a copy for reference and for future improvement efforts.  The document should be printed double-sided.
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