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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
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Exercise Requirements

Workstop 3: Describe
Compliance with The Federal Emergency Management Agency administers state

? Huirements 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).

FEMA Program = Practice with emergency functions: Within a 4-year cycle

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.




Independent Study Workbook

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
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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

11



Independent Study Workbook

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



