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[bookmark: _Toc177695810]Preface

(FOUO) This document was prepared under a grant from the Pipeline and Hazardous Materials Safety Administration within the U.S. Department of Transportation.

The [EXERCISE NAME] Tabletop (TTX) Exercise is sponsored by [AGENCY NAME].  This Facilitator Guide was produced with input, advice, and assistance from the [EXERCISE NAME] Exercise Planning Team, which followed guidance set forth by the U.S. Department of Homeland Security (DHS) Homeland Security Exercise and Evaluation Program (HSEEP).

The [EXERCISE NAME] Facilitator Guide provides TTX facilitators with the necessary tools for their role in the exercise. The exercise and the associated materials and work products are tangible evidence of [AGENCY NAME’S] commitment to ensure public safety through collaborative partnerships that will prepare it to respond to any emergency.

The [EXERCISE NAME] TTX is an unclassified exercise. Some exercise material is intended for the exclusive use of exercise planners, facilitators, and evaluators, but players may view other materials that are necessary to their performance.  This document is intended for facilitator use only.

All exercise participants should use appropriate guidelines to ensure proper control of information within their areas of expertise and protect this material in accordance with current jurisdictional directives. Public release of exercise materials to third parties is at the discretion of [EXERCISE NAME] Exercise Planning Team.



[bookmark: _Toc177695811]Handling Instructions

1. The title of this document is the [EXERCISE NAME] Facilitator Guide.
2. This document is designated as For Official Use Only (FOUO) and should be handled as sensitive information that is not to be disclosed. This document should be safeguarded, handled, transmitted, and stored in accordance with appropriate security directives. Reproduction of this document, in whole or in part, without prior approval from [AGENCY NAME] is prohibited.
3. At a minimum, the attached materials will be disseminated strictly on a need-to-know basis and, when unattended, will be stored in a manner that offers sufficient protection against theft, compromise, inadvertent access, and unauthorized disclosure.
4. For more information about the exercise, please consult the following point of contact (POC):
[NAME]
[TITLE]
[AGENCY]
[OFFICE PHONE]
[EMAIL ADDRESS]  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Please send questions and comments to:
 
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

[bookmark: _Toc177695813]Introduction

[bookmark: _Toc173990345][bookmark: _Toc177695814]Purpose
(FOUO) This exercise will provide participants with an opportunity to evaluate current response concepts, plans, and capabilities for a response to a HazMat incident in [NAME], Alaska.  The goal is for participants to validate coordination and communications capabilities for all-hazard incidents, verify policies and procedures for responding to hazardous materials incidents, and to identify the overall strengths and weaknesses of emergency plans.  This will be done through an open discussion between local, state and private sector partners. 
[bookmark: _Toc173388029][bookmark: _Toc173990346][bookmark: _Toc177695815]Exercise Design Objectives
(FOUO) Exercise design objectives focus on improving understanding of a response concept, identifying opportunities or problems, and achieving a change in process or procedures. This exercise will focus on the following design objectives selected by the Alaska Department of Military and Veterans Affairs, Division of Homeland Security and Emergency Management (DMVA-DHS&EM):
1. Demonstrate the ability to direct, coordinate, and control emergency activities using the Incident Command System (ICS).
2. Demonstrate the ability to alert, mobilize, and activate personnel for emergency response and maintain operations until the situation is brought under control.
3. Demonstrate the ability to mobilize, track, and demobilize equipment, people, and other resources in support of emergency operations.
4. Develop and maintain coordinated action plans to accomplish operational objectives.
5. Identify and implement appropriate actions to protect emergency workers and the public.
6. Coordinate and disseminate timely and accurate information to the media.

[bookmark: _Toc173990347][bookmark: _Toc177695816]Exercise Participants (Roles)
· Players. Players respond to the situation presented, based on expert knowledge of response procedures, current plans and procedures, and insights derived from training.
· Observers. Observers support the group in developing responses to the situation during the discussion; they are not participants in the moderated discussion period. 
· Facilitators. Facilitators provide situation updates and moderate discussions. They also provide additional information or resolve questions as required. Exercise Planning Team members also may participate as subject matter experts (SMEs) during the TTX.
· Evaluators.  Evaluators observe the exercise and take notes.  Their observations on the strengths and weaknesses of the players’ agencies will be used to populate the After Action Report and Improvement Plan.


[bookmark: _Toc177695817]Facilitation Guidelines

Facilitators set expectations for the exercise by addressing participants, introducing and presenting the various modules, leading discussion, and coordinating issues between groups.  The facilitator focuses the group’s discussions on specific areas and questions, elicits resolutions to issues, and prepares notes on the group’s discussions.  There is typically one facilitator per table, but may require more, dependent on the number of people per table.

A facilitator should be comfortable talking in front of large groups of people, and should be comfortable managing and guiding a group.  Facilitators typically come from the Exercise Planning Team, participating agencies, and neighboring jurisdictions.  Facilitator training addressing responsibilities, preparation, exercise specific objectives and scenario can occur the day before or the day of the exercise.

[bookmark: _Toc177695818]Setup
Exercise setup should be planned well in advance.  Logistics are often overlooked, but can make a difference between a smooth and a confusing exercise.  It is best to visit the exercise site the day before the exercise to ensure all logistics have been finalized and eliminate or correct any problems.  
Setup includes:
Facility/Room
Food/Refreshments
Audio/Visual requirements
Supplies (paper, pens, markers, etc.)
Badges, name tents, and table tents
Registration and table/breakout identification

[bookmark: _Toc177695819]Facilitation
Opening remarks and multimedia presentations should be given to introduce the participants to the exercise and guide them through the process.  It is through facilitation that the majority of objectives are discussed and accomplished.  The two types of discussions that may occur are facilitated discussions and moderated discussions.

[bookmark: _Toc177695820]Facilitated Discussion
Facilitated discussions are small group discussions led by a facilitator.  Participants are often separated into tables based on their functional area.  A spokesperson, selected before the facilitated discussion begins, will speak on behalf of the group after the discussion is completed.  The discussion is best facilitated by someone with subject matter (experience, knowledge of plans and policies) of the area being discussed.

During the discussion, participants discuss responses based on their knowledge of their plans, policies and capabilities.  It is helpful to have copies of the plans and procedures available during these discussions.

[bookmark: _Toc177695821]Moderated Discussion
Moderated discussions typically follow facilitated discussions.  This provides participants the opportunity to hear the outcomes of the facilitated discussions and ask questions to fellow participants.  Each functional area should have a designated spokesperson.  The spokesperson from each group summarizes and presents the results of the facilitated discussion, including key findings and issues, and unresolved issues.  A question and answer period follows each presentation.

[bookmark: _Toc177695822]Tips for Facilitation
· Stay neutral on content: Your job is to focus on the process role and avoid the temptation of offering opinions about the topic under discussion. You should use questions and suggestions to offer ideas that spring to mind, but never impose opinions on the group.
· Listen actively: Look people in the eye, use attentive body language and paraphrase what they are saying. 
· Ask questions: Questions test assumptions, invite participation, gather information, and probe for hidden points. Effective questioning allows you to delve past the symptoms to get at root causes.
· Paraphrase to clarify: This involves repeating what people say to make sure they know they are being heard, to let others hear their points a second time, and to clarify key ideas. 
· Encourage everyone to participate: Try to keep the participation widespread; redirect the discussion from those who monopolize. Don’t pressure anyone to participate, but encourage everyone to join in. 
· Keep control of the discussion: Keep the group on track and focused on the topics.
· Emphasize the low-stress, no fault environment:  Varying viewpoints, even disagreements, are expected.  



[bookmark: _Toc177695823]Exercise Briefing

(FOUO) The briefing presents the scenario information to the players.  It contains the same information that is in the Situation Manuals in condensed form.  The slides for this exercise are below, with suggested remarks and discussion prompts for the facilitator to use when presenting the slides to exercise participants.
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The first slide, or “cover slide”, presents the sponsoring agency or jurisdiction and the exercise name.
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At the start of the exercise, the facilitator should call the assembled participants to order and introduce him/herself to them.  He or she should then have participants introduce themselves to the group by stating their name and the agency or organization they are representing.  Even if an attendee is only observing the exercise, he or she should still introduce himself or herself so that all attendees are aware of which entities are being represented.  The facilitator should also take a moment to thank the participants for attending.  The development of this exercise was sponsored by the Alaska Department of Military and Veterans Affairs, Division of Homeland Security and Emergency Management for use by local response and emergency management agencies.  This TTX is intended to prompt discussion of HazMat response capabilities and procedures at the local level, including command and control issues, so that local partners can identify strengths and areas for improvement.

[image: Macintosh HD:Users:admin:Desktop:Alaska Meeting:Slides:Cannery Slides Draft:Slide03.jpg]

The next slide contains the exercise agenda.  This outlines the estimated timeline for exercise conduct.  Briefly run through this information for the participants.
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The next slide describes the scope of the exercise.  It has a short, broad statement on the purpose of the TTX.  Read this statement for the participants and give them the opportunity to comment or ask questions on the scope of the TTX.  

[image: Macintosh HD:Users:admin:Desktop:Alaska Meeting:Slides:Cannery Slides Draft:Slide05.jpg]

[image: Macintosh HD:Users:admin:Desktop:Alaska Meeting:Slides:Cannery Slides Draft:Slide06.jpg]

The attendees will have this information in their Situation Manuals. The facilitator should take the time to be sure that participants understand the objectives.
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The next three slides contain general information about the process and format of a TTX.  Again, the players will have this information in greater detail in their Situation Manuals, but the facilitator should go over it briefly in order to be sure that all players understand their roles and the process of a TTX. 
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This slide presents the basic scenario premise and sets the scene for the exercise.  Suggested Questions:  Do local responders have updated maps of canneries in their jurisdiction?  Are they familiar with cannery operations?
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Suggested Questions:  What protocols are in place for canneries to alert local response agencies?  What would be the immediate concerns of workers in the area of the spill?
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Suggested Questions:  Which agencies and units would be sent to respond to this incident?  What assets do they have for dealing with this type of incident?  What are their HazMat response capabilities?  How long would it take them to arrive on the scene?
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Suggested Questions: What concerns does this image raise for responders?
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Suggested Questions:  What other local, state or federal agencies would be notified?  Who would notify these organizations?  Note:  If any cannery employees or representatives are playing in the tabletop, ask them what their protocols for dealing with such an incident.  Who at the cannery would be in charge of handling this?
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Suggested Questions:  How could workers and responders try to contain the leak?  What are the potential hazards to nearby boats and waterfront buildings if the chemical enters the water?
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Suggested Questions:  How long would it take for responders to arrive on the scene?  Which agency or person is likely to be the first on scene?  What kind of command structure is established, and how would the various responding agencies and the cannery personnel fit into this structure?  How will responders establish a perimeter and attempt to control access to the site of the spill?
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Suggested Questions:  What concerns does this development raise for other workers who were near the spill, as well as responders?  What safety measures are in place for those who are working at the site of the leak?
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Suggested Questions:  Where is the nearest HazMat response team located?  How would they travel to the site of the leak, and how long would it take them to arrive on scene?  What is the HazMat response team’s capabilities for handling an anhydrous ammonia leak?
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Suggested Questions:  Which agencies and/or personnel are responsible for handling media inquiries?  What information would be shared with reporters?  How often would information be released?

[image: Macintosh HD:Users:admin:Desktop:Alaska Meeting:Slides:Cannery Slides Draft:Slide23.jpg]

[image: Macintosh HD:Users:admin:Desktop:Alaska Meeting:Slides:Cannery Slides Draft:Slide24.jpg]

Suggested Questions:  Would an evacuation of nearby homes and businesses be considered?  Who would call for the evacuation, and who would be responsible for notifying the public and carrying out evacuation operations?
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Suggested Questions:  How would responders control access to the scene for reporters?  What information can be shared, and what footage can the news crew shoot?
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Suggested Questions:  Do response operations change based on the symptoms the workers are experiencing?  How are responders and workers decontaminated?  Which agency or person is responsible for sharing information with the public, and what information is shared?
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Suggested Questions:  How long did it take for the HazMat team to arrive?  What measures can they take to control the leak?
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Suggested Questions:  How long would it take for the area to be decontaminated?  When would it be safe for workers to return?  When would the cannery be fully operational again?  Who is responsible for making these determinations?
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This is an opportunity for players to discuss any unresolved issues that have arisen during exercise play.
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The Hotwash is an important part of the exercise process.  This is an opportunity for players to discuss what they felt were the “highs and lows” of the discussion.  Ask players to give their opinion on what aspects of the discussed response went well, and what can be improved, based on their agencies role in the response.  This is not the time for problem solving; ask players for potential areas for improvement and move on.  Using a “three up, three down” format for sharing insights from the exercise is effective.  The evaluators should gather the information discussed during the Hotwash as a part of the information to be included in the After-Action Report.
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Thank participants for attending.
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[bookmark: _Toc177695825]Appendix B: Sample Participant Feedback Form

This form should be distributed to exercise participants at a post exercise Hotwash. A summary of the feedback received should be included in the After Action Report (AAR)/Improvement Plan (IP).
Please enter your responses in the form field or check box after the appropriate selection.
	Name:
	
	Title:
	

	Agency:
	
	
	
	

	Role:  
	Player |_|
	Facilitator |_|
	Observer |_|    
	Evaluator |_|



Part I: Recommendations and Corrective Actions
1. Based on the discussions today and the tasks identified, list the top three strengths for participants’ HazMat response operations. 
	1.  
	

	2. 
	

	3. 
	



2. Based on the discussions today and the tasks identified, list the top three areas that need improvement in HazMat response.
	4. 
	

	5. 
	

	6. 
	




3. List the policies, plans, and procedures that should be reviewed, revised, or developed. Indicate the priority level for each.
	Item for Review
	Priority

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc177695827]Part II: Assessment of Exercise Design and Conduct 
Please rate, on a scale of 1 to 5, your overall assessment of the exercise relative to the statements provided below, with 1 indicating strong disagreement with the statement and 5 indicating strong agreement.
	Assessment Factor
	Strongly
Disagree
	Strongly Agree

	The exercise was well structured and organized.
	1
	2
	3
	4
	5

	The exercise scenario was plausible and realistic.
	1
	2
	3
	4
	5

	The multimedia presentation helped the participants understand and become engaged in the scenario.
	1
	2
	3
	4
	5

	The facilitator(s) was knowledgeable about the material, kept the exercise on target, and was sensitive to group dynamics.
	1
	2
	3
	4
	5

	The Situation Manual used during the exercise was a valuable tool throughout the exercise.
	1
	2
	3
	4
	5

	Participation in the exercise was appropriate for someone in my position.
	1
	2
	3
	4
	5

	The participants included the right people in terms of level and mix of disciplines.
	1
	2
	3
	4
	5

	This exercise was a valuable way to identify strengths and areas for improvement for local organizations’ HazMat response operations.
	1
	2
	3
	4
	5



[bookmark: _Toc177695828]Part III: Participant Feedback
What changes would you make to this exercise? Please provide any recommendations on how this exercise or future exercises could be improved or enhanced. 
	

	

	

	

	





[bookmark: _Toc177695829]Appendix C: Acronyms


	Acronym
	Term

	ADEC
	Alaska Department of Environmental Conservation

	ALS
	Advanced Life Support

	BLS
	Basic Life Support

	EMS
	Emergency Medical Services

	EOC
	Emergency Operations Center

	FOUO
	For Official Use Only

	HSEEP
	Homeland Security Exercise and Evaluation Program

	ICP
	Incident Command Post

	ICS
	Incident Command System

	IST
	Incident Support Team (Urban Search and Rescue)

	MAA
	Mutual Aid Agreement

	MCI
	Mass Casualty Incident 

	MOU
	Memorandum of Understanding

	PIO
	Public Information Officer

	POC
	Point of Contact

	PPE
	Personal Protective Equipment

	RIT
	Rapid Intervention Team

	SitMan
	Situation Manual

	SME
	Subject Matter Expert

	TCL
	Target Capabilities List

	TTX
	Tabletop Exercise

	UTL
	Universal Task List
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