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Welcome and Overview 
This guide will provide you with the information needed to conduct an exercise that tests your office’s emergency response capabilities.  The exercise package contains the documents listed below:
· Chapter 1: Exercise Planning and Facilitation Guide
· Chapter 2: Exercise Situation Manual (SITMAN) Development Guide and Template 
· Chapter 3: Evaluator Note Template
· Chapter 4: After Action Report/Improvement Plan (AAR/IP) Development Guide and Template 
· Four appendices providing exercise guidance materials and templates

· Appendix A:  Inject Catalog
· Appendix B:  Participant Sign In Sheet 
· Appendix C:  Participant Feedback Form
· Appendix D:  Master Scenario Events List (MSEL) Template

· Five attachments providing sample PowerPoint and MSEL scenario templates
· Attachment 1:  	Flood
· Attachment 2: 	Tornado
· Attachment 3:	Hurricane
· Attachment 4:	Earthquake
· Attachment 5:	Foodborne illness outbreak

A CD with MSWord/Power Point versions of the removable document templates and attachments is available.  These can be easily modified for use in your exercise.
These documents are designed to assist you in planning and conducting the exercise.  Some of the information contained within the documents is standard and can be applied to all aspects of exercise design and implementation, while other information can be modified to fit the needs of your office and the capabilities being tested.  For example, if communication between headquarters and field staff is an area that needs to be tested or improved in your area, you should identify injects in the catalog that address communication challenges for use in your exercise.  
Before beginning to construct the scenario, think about what you would like to obtain through your exercise goals.  Once you have determined the goals and objectives of your exercise, consider the information that is provided in the Do It Yourself Exercise Guide concerning structure, logistics and facilitation ideas.  The Do It Yourself Exercise Guide contains information on drafting exercise documents such as the MSEL, Inject Catalog, Scenario PowerPoint, AAR/IP, and Evaluator Note Template.  
The scenarios contained in the Do It Yourself Exercise Guide are flexible enough that you should be able to incorporate discussions and any of your specific operational activities into exercise play.  When reviewing the exercise documents please keep in mind that some elements of the scenario may not be applicable to your office.  If this occurs, feel free to make modifications to the scenario that make sense for your office.  This document will provide you with the basic information needed to perform in your role as an exercise planner/facilitator.  The exercise is designed to be an eight hour event but can be modified to fit the needs of your office. 
When planning the exercise, consider inviting individuals from other offices to participate.  Keep in mind that the addition of participants from other offices may extend the amount of time required to complete the exercise and should be reflected in the documents and materials provided. 
If you have questions concerning this guide or would like assistance with making your modifications, please contact: 
Mary K. Cutshall 
Director, Emergency Coordination Staff 
Office of Data Integration and Food Protection 
USDA, FSIS, ODIFP, ECS 
Telephone: 202-690-6523 
BB 202-255-1167 
Fax: 202-690-6459 
mary.cutshall@fsis.usda.gov 
[image: USDA]   United States Department of Agriculture
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Exercise Program Overview
Exercise Goal:  The goal of the exercise is to improve FSIS offices’ and staff’s preparedness and response during an emergency.
Exercise Expectations: Your exercise should involve the personnel who would be called upon to make decisions or respond during incidents such as natural disasters, weather-related events or foodborne illness outbreaks.  The exercise is informal and is intended to help you stimulate policy and response conversations using a hypothetical scenario.  The scenarios are flexible, you should be able to incorporate discussion and operation based activities into exercise play.  During the exercise, you will use the pre-scripted events you have selected within the scenario to assess emergency procedures such as the Continuity of Operations Plan (COOP) or All Hazards Plan.  After the exercise, your office may find it necessary to revise the policies and procedures that provide overall guidance for the prevention, response to and recovery from significant incidents that require a coordinated response.  
Your objectives will help you to develop the exercise and provide evaluation criteria.  Objectives should be simple, measurable, achievable, realistic and task-oriented. The overall objectives are to:
· Ensure that mission critical functions are accomplished and are met through the current emergency coordination guidelines.
· Identify areas for improvement and training.
· Ensure your office’s personnel understand their roles and are able to complete critical functions during significant incidents. 
· Test your offices’ ability to communicate from remote locations.  
· Ensure that your office has what it needs to perform its critical functions in a significant incident (e.g. Government Emergency Telecommunication Service [GETS] cards, sample collection supplies, FedEx boxes etc.).
As you design your exercise, think about any additional objectives you may have for your office.  Review the above objectives and modify them as necessary.  
Notes for Exercise Planning
Description of Exercises
This Do It Yourself Exercise Guide contains an Inject Catalog (see Appendix A) detailing several scenarios.  You will build the exercise by first picking the scenario and then selecting injects related to that scenario.  The scenarios are:
· Flood 
· Tornado
· Hurricane
· Earthquake
· Foodborne illness outbreak

The Exercise Scenario
Review the scenarios provided and choose the one that helps you best meet the objectives you have set for this exercise. The scenario you pick should be realistic for your area.  Injects contained in the set have descriptions of incidents that address communication of information during an emergency, employee coverage, facility damage, product disposition and maintenance of normal business operations that can be affected during an incident.  You will need to modify the inject information so that it reflects your offices individual needs and the realities it faces.
The Inject Catalog includes questions that can be used to assist with facilitating discussions throughout exercise play.  These questions are provided as a model to encourage discussions and can be modified to fit your office’s needs.  When creating the exercise scenario PowerPoint presentation (templates for the five scenarios can be found in Attachments 1-5), include the questions in the notes section of the PowerPoint presentation to assist you while you facilitate the exercise.  
Finally, when planning your exercise, consider the entire region covered by your office.  The greatest benefits of the exercise are to show a wide range of response and obtain a more complete picture of your office’s preparedness.
The Facilitator Role
As the facilitator, you are responsible for setting the expectations of the exercise.  You will:
· Interact with exercise participants and explain their role(s) in the exercise; 
· Ensure participants have the information they need to play;
· Present the information in the modules; 
· Lead discussions: and
· Address participant concerns during the exercise.  
To prepare for your role as a facilitator take the time to:
· Familiarize yourself with the exercise objectives and make certain exercise participants are familiar with the objectives before the event.
· Familiarize yourself with the exercise documents (templates for the exercise documents are provided in this planning guide).  The documents that should be reviewed before conducting the exercise include:
· The Master Scenario Events List (MSEL) is a table that contains pertinent information on communication of messages during exercise play and provides a guideline of next steps that will assist in continuous exercise flow.  
· The PowerPoint presentation helps to guide the exercise and presents the goals and objectives of the exercise, assumptions and instructions, the scenario inject and the hotwash/debriefing guidelines.  In addition the notes section of the PowerPoint can be used to record facilitator questions for use during exercise discussions.
· The Situation Manual (SITMAN) is for exercise participants.  The SITMAN provides an overview of the exercise, important background information, the scenario and a listing of questions that can be used to stimulate discussion during the exercise.  This should be provided to players prior to the exercise.
· The Evaluator Note Template is used to document the strengths and challenges of the exercise.  You will use observations and information contained in the Evaluator Note Template to write the AAR/IP.
· The Participant Feedback Form should be used by exercise participants to record the strengths and weaknesses of the exercise from a participant point of view, and provide a means to measure its success.
On the day of the exercise, you will be responsible for:
· Distributing the Participant Sign In Sheet (please see Appendix B) once participants begin to arrive;
· Presenting the ground rules for participants as outlined in the PowerPoint presentation (see Scenario PPT attachments 1-5, slides 2-5);
· Establishing and enforcing these ground rules during discussions;
· Remaining within the designated time schedule* (including breaks, lunch or refreshments); and
· Facilitating discussions by asking pertinent questions such as those listed in the SITMAN.  You should not use your role in facilitating to offer personal opinions or objectives as a method of focusing those discussions.  However, you may need to interject from time to time to keep the exercise focused and on track.


   *In the exercise MSELs estimated times for completion is included as a part of each inject.    These times only serve as estimates, and module times can be modified accordingly.

 Exercise Agenda Breakdown
	Function
	Estimated Time for Completion*
	Description
	Reference

	Welcome/Overview
	0.5 hour
	Facilitator/Participant Introductions
Review Objectives 
Logistics
	PowerPoint Presentation
SITMAN

	Module 1
	0.5  hour
	Module 1: Background/Pre-incident information
	PowerPoint Presentation
SITMAN

	Module 2
	3.5 hours
	Module 2: Incident response
	PowerPoint Presentation
SITMAN

	Module 3
	3.0 hours
	Module 3: Recovery and Return to Normal Operations. 
	PowerPoint Presentation
SITMAN

	Hotwash /Debrief
Evaluation
	0.5 hour
	Hotwash/Debrief
Review objectives
Determine if objectives were met.
Review highlights and strengths of the exercise.
Finalize any thoughts or discussion on topics that may have been “parked” during exercise play.
Document thoughts and concerns for lessons learned and next steps for development or modification of existing emergency operations procedures, plans and/or policies.
Collect any exercise materials if applicable and exercise evaluation forms.
Close exercise play.
	SITMAN


*Estimated times for completion.  You can adjust the times as needed.



Sample Exercise Agenda
8:00 AM – 8:30 AM		Welcome/Overview
8:30 AM – 9:00 AM		Module 1:  Pre-Incident Information
9:00 AM – 12:30 PM		Module 2:  Initial Incident Response 
12:30 PM – 1:00 PM		Break
1:00 PM – 4:00 PM		Module 3: Recovery and Return to Normal Operations
4:00 PM – 4:30 PM		Hotwash/Debrief

Exercise Logistics
You can conduct exercises from a central location or from multiple locations using this guide.  Ensure that the venue you select helps meet your objectives.  For example, if testing remote communication capabilities, you may want to conduct the exercise via conference call.  Whatever venue you select, be sure to think through the logistical details:
· Are there power sources available for use during the exercise? 
· If a centralized location plus breakout space set-up is used, will you be able to ensure that information is communicated and shared effectively among rooms during exercise play?  
· Will you have to hand deliver inject information or send injects via email or text?  
· If your exercise has participants at multiple locations, what other logistical challenges will you face?

Materials needed during the exercise
Facilitator Materials:
· Laptop
· Blackberry, cell phone/smart phone, landline phone (or other communication device)
· Copies of all exercise materials for reference during the exercise
Standard Materials for each exercise include:
· One SITMAN for each participant. Questions located in the SITMAN should be used to facilitate discussions and response activities when presenting the scenario injects.
· One copy of all relevant exercise materials such as the PowerPoint presentation and/or MSEL for each participant
· Participants should have access to communication tools (e.g. laptop with email access, blackberry, and/or landline phone)
· Internet capability (e.g. access drop lines, Wi-Fi access)

For exercises which are commonly held in centralized locations the following materials may be needed:
· Audiovisual equipment (for PowerPoint presentations)
· Projector
· Whiteboard or poster board for recording comments or concerns for discussion

When determining additional materials that may be needed during the exercise, the facilitator should consider the objectives of the exercise and the desired results.  For example, if you intend to test communication capability during an incident, participants should be prepared to use laptops with email capability, blackberry and/or landline phones.  
USDA, FSIS uses the FSIS Incident Management System (FIMS) as a tool for monitoring and managing significant incidents affecting FSIS regulated products, facilities, employees and operations.  During the exercise, participants may be asked to report and update the incident through the FIMS training server.  To access the training server, critical personnel will need to have an active FIMS account, an FSIS laptop and network access.  In the event that this is unavailable, participants can manually complete Form 5500-8 Impact of Incidents on Establishments, Warehouses and Import Establishments.  For additional information on accessing the FIMS test server or the use of Form 5500-8, contact Mary Cutshall, Director of the Emergency Coordination Staff.
NOTE: Please remind participants to start any communications for input into FIMS with ***This is an Exercise***.
Exercise Time Schedules
You are responsible for managing the time spent conducting discussions and response efforts during the exercise.  Keeping within the allotted times for discussion, ensuring participants comments are specific to the objective being addressed and simultaneously allowing for robust conversation is key to conducting the exercise, and as facilitator you should prepare for this particular task before the exercise.  Plan ahead to ensure enough time is available to discuss these topics and modify the agenda if needed.  

For example, allowing for a lengthy discussion early in the exercise (e.g. pre-incident discussion) may decrease the amount of time that can be spent later in the exercise identifying areas for improvement of procedures.  Discussions of future objectives or other issues of concern not relevant to the objective being addressed should be “parked” in an effort to save time spent on lengthy discussions.  If you are located in a centralized location, using a white board may be useful.  
Exercise Play in Detail
A. Introducing the Exercise:  
1. At the beginning of the exercise, the facilitator should:
· Introduce yourself to the participants; 
· Explain that all electronic communications must begin with the phrase “This is an exercise” so as not to confuse the exercise actions with an actual incident;
· Explain the purpose of the SITMAN and evaluation forms;
· Explain the purpose of the Hotwash/Debrief.  The facilitator should also take this time to explain to exercise participants that speaking candidly is encouraged during discussions and that relevant information will be captured by recorders for drafting the AAR/IP;  and
· Explain the AAR/IP, and how it is used to record the outcomes of the exercise.  
2. Exercise participants should introduce themselves and their designated roles and responsibilities during the exercise.
3. The facilitator should lead exercise participants in reviewing the exercise objectives and ensure that everyone understands the goals of the exercise.  
B. Module 1-Incident Background:
In Module 1, you should explain the purpose of the exercise and review the background and introduction information to prepare exercise participants for exercise play.  At the onset of the exercise, participants are encouraged to ask questions.  Within the time allotted for this section, you should address questions without giving away details of what is to come.  Ask exercise participants to review the questions listed in the SITMAN and prepare their responses for discussion.  Finally you should ensure participants are aware of the time limits allowed for this portion of the module.
C. Module 2 and 3-Incident Response:
Encourage participants to play in their designated roles and discuss topics which are relevant to the objectives within the scenario.  For example, if your designated role during incidents is to prepare communication for input into FIMS, during the exercise you will work to obtain information and develop messages to input and update the incident report (IR).  Participants should focus on the resources needed to ensure an adequate response such as proper equipment, use of call down lists, and initiation of procedures directing working from home or other remote locations.  Participants should be familiar with FIMS and be able to utilize the test server if desired during exercise play.  If you include the use of the FIMS test server, contact ECS prior to the exercise for more information.  Remember to distribute evaluation forms at the end of Module 3.
NOTE: Please preface each FIMS entry with “Exercise, Exercise, Exercise”.
D. Hotwash/Debrief:
Reiterate the information provided during the introduction phase concerning the Hotwash/Debrief.  Explain to the participants that the debrief will take an average of 30 minutes and that the information will be recorded for development of the AAR/IP.  Remind participants to complete the participant feedback forms.  
During the Hotwash/Debrief, focus on the identification and documentation of lessons learned and next steps.  Following the exercise, you can develop a next steps matrix which can be used to manage the completion of next steps generated from the exercise.  This includes information on the modification or development of new policies and procedures. Questions similar to the following should be directed to participants during this discussion period:
· Were the goals and objectives of the exercise met?
· Is the emergency operations procedure or plan currently being used sufficient to address the mission and needs of your operating environment?  The mission of FSIS?  If not what improvements can be made?
· Is there any additional information we need from higher level management to make informed decisions on the issues that were addressed or generated during discussions today?  If so, what proposed level of management would be beneficial to addressing these concerns?
· Were there guidance and/or documentation other than the current emergency operations procedures or plans, such as directives, notices or other regulatory documents that were needed to assist in meeting the objectives of the exercise?  If so, what should they be?
· Can you provide information on specific points or sections of the current emergency operations procedures that should be modified or revised after participating in the exercise today?
Ending the Exercise
End the exercise by thanking the participants and reminding them to complete a participant feedback form. Determine if there is a need to provide any additional information prior to participants departing.  Collect any exercise materials, including participant feedback forms. 
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Overview
The SITMAN provides an overview of the exercise.  The information in the SITMAN template should be modified to match the rest of the provided document.  Please take the time to review the information in the attached SITMAN Template before personalizing it for your exercise. Information shaded in gray in the template is informational, and should be removed prior to drafting the SITMAN.  Information shaded in yellow acts as prompts for you to provide input or personalize the exercise. 
Components of the SITMAN and instructions for completion
 The SITMAN is composed of four parts divided into sections.
1. Introduction
The introduction to the SITMAN should begin with a summary of the exercise purpose and scope.  The scope of the exercise should include information on the focus of the exercise and statements on what the office hopes to gain from the exercise.  Next provide a listing of the exercise objectives, the exercise structure and descriptions of the roles and responsibilities of the participants.  Explanations of the roles and responsibilities may or may not be necessary, but should be considered if first time participants are involved in the exercise.  A copy of the exercise agenda should also be included.  .  The final section of the introduction should contain information on how the exercise is conducted.  It should include explanations of exercise rules and assumptions.  Examples have been provided for you in the attached SITMAN Template.  Please modify the information as necessary to reflect the needs of the exercise you are conducting for your area.  
2. Scenario
In the scenario section of the SITMAN details on the scenario are presented to exercise participants in the same format as the injects.  The scenario has been organized into modules for ease of facilitation and to ensure participants remain focused on the mission element (e.g. response or recovery) being addressed at that point in the exercise.  
	FOR OFFICIAL USE ONLY
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3. Participant Questions
During exercise discussions, participants are prompted to provide information and perform certain activities through questions generated by the incident described in the scenario.  The questions presented to participants in the SITMAN are provided to encourage participants to think through the scenario more thoroughly and focus and stimulate discussion.  
4. Appendices
The Appendices contain materials that participants can reference in preparation for and/or during the exercise.
If there are any questions concerning the information contained within this SITMAN or for assistance with modification of the documents, please contact Mary K. Cutshall at mary.cutshall@fsis.usda.gov .  Detailed contact information is provided in the Welcome section of this guide.
For Official Use Only

(Exercise Name) Situation Manual

(office name here)
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	(Office )
(Exercise Name) 
Situation Manual 

	United States Department of Agriculture
Food Safety and Inspection Service


(Exercise Date)
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Table of Contents
I.  Overview	#
          Introduction and Purpose	#
          Scope	#
II.  Exercise Structure	#
III. Exercise Schedule	#
IV. Scenario Injects/Questions	#

Appendix A Participants List	#
Appendix B Acronyms List	#










This page intentionally left blank.
I. 
 Overview
a. Introduction and Purpose
The (Exercise Name) is a (exercise length, [e.g. three hours]) discussion-based exercise focusing on response coordination (office name) during a (disaster type).  The (exercise name) is designed to give participants an opportunity to exercise facets within the (plan or procedure being tested) and assess operations under the (plan/procedure) during an incident.   The Workshop will focus on the coordination and communication efforts and identify areas for improvement.  
This exercise is a training tool provided by ECS.  Information obtained through this training exercise will be used to improve emergency response (including procedures/plans) for this (office).  A final report detailing the results of this exercise will be shared with ECS to assist them with improving the preparedness efforts of Agency offices and future development of training tools and guidance for improvement of Agency wide preparedness and response activities.

b.   Scope
This exercise will focus on the (office, geographic area here) ability to continue normal operations in the wake of an incident under the (emergency response procedure or plan here).  Exercise participants should not get bogged down in the small details of the exercise, but should focus on the procedures and decision making capabilities required when functioning in an emergency environment.  

Exercise Objectives:
1.
2.
3.
4.
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II.  Exercise Structure
The exercise is scenario-based.  The scenario is used as a framework for discussions on the designated objectives. 
· All participants receive information at the same time
· Comments will be confidential to encourage discussion
During exercise play, participants will respond to a hypothetical scenario based upon three modules:
Module 1:  Background Information
Module 2:  Initial Incident Response
Module 3: Recovery and Return to Normal Operations
a. Roles and Responsibilities
Facilitators will guide Participants through the scenario and provide information and answers to questions as required.  Facilitators are responsible for planning and managing discussions during the exercise.  The Facilitator directs the pace of the exercise and will confer with additional exercise or management staff as necessary.
Participants respond to the scenario using their knowledge of current emergency operations procedures within their designated role within the (office) and any approaches learned in other exercises or training of similar scope. 
 (For the purposes of this exercise set, participants are likely to be designated critical personnel, but this is considered a decision for the office conducting the exercise, and is dictated by the needs of the exercise.)
b. Assumptions 
A number of assumptions are necessary to complete the discussion within the time allotted. 
During this exercise the following assumptions apply:
· Timelines may be compressed.
· Participants should assume that the scenario is plausible and the events occur as presented.
· Participants should assume (office) is implementing the most current plans, procedures, and protocols are being exercised.
c. Exercise Rules
(Because each office has different emergency response plans or procedures specific information may not be available.) 
 Because of the identified time constraints, it is important not to “fight the scenario” and get too engaged in the small details.  Policy decisions and improvements to the (office) (emergency operations plan/procedure) are of utmost importance, and should remain the focus throughout the exercise.
Please be sure to preface any requests for information outside of the exercise venue or Incident Reports (IR) uploaded into the FSIS Incident Management System (FIMS) training server with the statement  “This is an exercise” to avoid confusion.
d. Exercise Hotwash/Debrief
Upon completion of exercise scenario discussions, the Facilitator will conduct a Hot Wash/Debrief session.  The combined Hotwash/Debrief will be used to verify that the exercise objectives were satisfied and to record any additional information relevant to the exercise topics.  The Hotwash/Debrief is also an opportunity for participants to voice their opinions on the exercise itself and clarify any discussion points.  The session will last 30 minutes.  The Facilitator or a designee will record Hotwash/Debrief information for inclusion in the After Action Report/Improvement Plan (AAR/IP).
Additionally to help improve future exercise planning and implementation we ask that participants identify what worked well and what needs improvement.  Participants should: 
· Complete the Participant Feedback Form and provide it to evaluators.  Be frank in your comments and observations, as they may be used to guide development of future exercises.
· Provide as much information as possible during actual exercise discussions to ensure the input is accurately recorded in the AAR/IP.
· If notes are taken, please allow the Facilitator to review them before leaving the venue to ensure all information is clear for viewing outside of the exercise setting.
At a later date, the exercise team may meet to discuss the exercise and further identify gaps in coordination and communications.  If this occurs, the information gathered will be included in the exercise AAR/IP and issued to designated personnel on a need to know basis.  For further information on the distribution of the AAR/IP, please contact:
(Point of Contact information)

III.  Exercise Schedule
(Please fill in the information according to the exercise being conducted by your office)
Sample Agenda
8:00 AM – 8:30 AM		Welcome/Overview
8:30 AM – 9:00 AM		Module 1: Pre-Incident Information
9:00 AM – 12:30 PM		Module 2: Initial Incident Response 
12:30 PM – 1:00 PM		Break
1:00 PM – 4:00 PM		Module 3: Recovery and Return to Normal Operations
4:00 PM – 4:30 PM		Hotwash/Debrief
IV. Scenario Injects
Using the Inject Catalog and/or scenario PowerPoint presentation as a guide, input the specific injects that will be used during your exercise in this section.  After each inject, provide the questions you would like participants to address during discussions.  The questions should be the same or similar to those in the facilitators notes section of the scenario PowerPoint presentation.  
Remember, the SITMAN document is provided to participants before the exercise to assist in preparation for the exercise. The injects and questions listed below should represent the injects participants will be asked to respond to during the scenario.  
Please review the scenario injects and the questions that follow. They will provide information on your office’s response during that point in the scenario.  
Example:
Inject 1 using your exercise PowerPoint presentation or the Inject Catalog
Questions related to Inject 1



SITMAN-Appendix A
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SITMAN-Appendix B
Acronym List
[Add or remove acronyms using the information contained in the SITMAN you create for your exercise]
	Acronym
	Definition

	AAR/IP
	After Action Report/Improvement Plan

	CID
	Compliance and Investigations Division (OPEER)

	DM
	District Manager

	DO 
	District Office (OFO)

	DOT
	Department of Transportation

	ECS
	Emergency Coordination Staff

	FIMS
	FSIS Incident Management System

	FSIS 
	Food Safety and Inspection Service

	IID
	Import Inspection Division (OIA)

	MSEL
	Master Scenario of Events List

	NWS
	National Weather Service

	ODIFP
	Office of Data Integration and Food Protection

	OFO
	Office of Field Operations

	OIA
	Office of International Affairs

	OPEER
	Office of Program Evaluation, Enforcement and Review

	RD
	Regional Director

	RIFS
	Regional Import Field Supervisor

	RO
	Regional Office

	SITMAN
	Situation Manual

	USDA
	United States Department of Agriculture
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Overview of Exercise Evaluation
It is critical to provide accurate documentation of events and areas of improvement generated from exercise discussions.  In your role as evaluator, you will be responsible for assessing whether or not participants sufficiently fulfill the objectives of the exercise and the capabilities being tested.  
The exercise evaluation process does not occur as a single event during the exercise, but is an active process occurring from the start of exercise play until the conclusion of the hotwash/debrief.  As an exercise evaluator, you are responsible for the collection and analysis of data generated during the exercise and assisting with development of the official After Action Report/Improvement Plan (AAR/IP).  Data collection during an exercise is the actual observation and recording of participant discussions. Data analysis includes a review of the data to develop recommendations and identify areas for improvement.  For the purposes of this exercise, use the template included in this Chapter to guide you through the evaluation process.  
The Evaluator Note Template
You will utilize the Objectives Analysis matrix to record details of your observations made during the exercise.  Record specific actions, tasks or discussion points in the matrix as they relate to the objectives of the exercise.  Provide responses based upon the activities you observed in relation to each objective and any strength or weakness.  Examples of questions that can be asked are:
· Are participants working together to achieve the objective?
· Are participants following the emergency operations procedures or plans being tested?
· Are relevant policies, procedures or other standing agreements known, understood and/or being properly referenced during the exercise?
· Are participants communicating effectively with each other during the exercise?
· Did participants respond adequately?
· What were the strengths and weaknesses of their responses? 
· Should this be included in the exercise Improvement Plan?  What training needs are evident?
Be specific and provide information on how these activities could have been improved.  Record this information in the space provided.  Be honest in your opinions and observations as the information gathered during your analysis will be used to draft the AAR/IP and develop the exercise improvement plan.  See Figure 1 below for an example of how to complete the Observations Analysis matrix.   
It is recommended that you complete an exercise evaluation sheet for each of the objectives identified for the exercise, but it is dependent upon the requirements of your exercise and the recommendations of the facilitator.  Remember, objectives may be addressed systematically during the exercise, or more than likely, at different points in the exercise.  To ensure you are prepared to recognize when objectives, are being addressed, it is important to review the exercise documentation prior to the exercise.

 (
Figure 
1
: Example Observation Analysis Matrix
)[image: ]
Pay close attention to the conversation and associated activities that occur and take detailed notes on these observations.  Identify if activities were in coordination with the plan/procedure relevant to the objective?  Were participants knowledgeable of what they were required to do, familiar with the plan or the procedure? Did participants respond adequately?  What were the strengths and weaknesses associated with the response? Is this an actionable item for inclusion in the exercise Improvement Plan? Be specific and provide information and suggestions on how the response could have been improved.  Record this information in the space provided.  Be honest in your opinions and observations as the information gathered during your analysis will be used to draft the AAR/IP and develop the exercise improvement plan.  .
It is recommended that you complete an exercise evaluation grid for each of the objectives, identified for the exercise, but this is dependent upon the requirements of the exercise and through the recommendations of the facilitator.  Remember, objectives may be addressed systematically during the exercise, or more than likely, at different points in the exercise.  To ensure you are prepared to recognize when the objectives are being addressed, it is important to review the exercise documentation prior to the exercise.
If there are any questions concerning this information or for assistance in completion or use of the Evaluator Note Template please contact Mary K. Cutshall at mary.cutshall@fsis.usda.gov .  Detailed contact information is provided in the Welcome section of this guide.
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 Evaluator Note Template
Evaluator Name:	
Objective Analysis Matrix
	Exercise Objectives
	

	
	

	
	

	
	


	Time
	Comment/Event

	
	

	
	

	
	

	
	

	
	




FOR OFFICIAL USE ONLY

FSIS Do It Yourself Exercise Guide – Chapter 3:  Evaluator Note Template










[bookmark: _Toc335740974]Chapter 4:  Exercise After Action Report/Improvement Plan Development Guide and Template 









This page intentionally left blank.
Overview
The After Action Report/Improvement Plan (AAR/IP) is a critical component of the exercise Evaluation and Improvement process.  The purpose of the AAR/IP is to capture the information generated through evaluator observations during the exercise and provide suggested recommendations for improvements after the exercise is completed.  The Improvement Plan (IP) portion of the exercise documentation provides an actionable record of the recommended actions, personnel assignments and target dates for completion.  The IP serves as the basis for your “lessons learned” and path forward.  
Instructions for completing the AAR/IP
This document serves as a template for the information that should be captured in the AAR/IP resulting from this exercise.  Information shaded gray in the actual AAR/IP Template document is instructional, and should be removed before completion of the document.  Information shaded yellow in the actual AAR/IP Template document identifies areas where information should be input to personalize the document to the exercise being conducted in your area.  The information in Table 1 should be used as a guide when drafting the AAR/IP.  
The ECS staff is interested in the outcomes of your exercise.  Once you have finished your AAR/IP please email a copy of the document to Mary Cutshall at mary.cutshall@fsis.usda.gov.
If you have questions on completing the AAR/IP, please contact Mary K. Cutshall at mary.cutshall@fsis.usda.gov .  Detailed contact information is provided in the Welcome section of this manual.
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	Section Number/Title
	Required
	Instructions

	Executive Summary
	Yes
	The Executive Summary should be complete.  The information that it provides may be the only portion of the AAR/IP that will be read.  
The document should include:
· Full name of the exercise
· Brief overview of the exercise
· Reason for the exercise
· Exercise objectives
· Brief overview of the scenario (one paragraph) 
The document should not be extensive, comprised only of 1-2 pages.  The specific information related to the above bulleted points will be further discussed in the remaining sections of the AAR/IP.  

	Section 1: Exercise Overview
	Yes
	The information for the Exercise Overview is provided in table format to ensure it is presented in a structured format.  Please fill in the information in the table for the exercise.

	Section 2: Exercise Design
	Yes
	The Exercise Design Summary provides a summary of the exercise design process.  
Part 1: Exercise Purpose and Design:  This section should include a short summary of the reason for the exercise and the learning goals for the audience.  If necessary, it should also include a short description of how the exercise was designed, organized or funded.
Part 2: Scenario Summary:  This section should provide a short summary of the scenario.  

	Section 3: Analysis of Objectives
	Yes
	This section of the report provides an overview of the discussions observed by the evaluator in association with the exercise objectives.  Each observation is followed by a discussion of the activities that were performed in association with the objective.  The observations are described as a strength or weakness during exercise play.  If designated as a weakness, information concerning recommendations for improvement is included as well.  

	Section 4: Recommendations
	Yes
	Provide recommendations that address identified areas for improvement, based on the observations of the evaluation team.  
1. [Complete description of recommendation]
2. [Complete description of recommendation]
3. [Complete description of recommendation]
Continue to add additional observations, references, analyses, and recommendations for each capability as necessary.  Maintain numbering convention to allow for easy reference.

	Section 5: Lessons Learned
	Yes
	This section is a conclusion for the entire document and provides an overall summary to the report.  It can include information relative to the objectives, major strengths, major recommendations, and areas for improvement but its overall focus should be on next steps.


	Appendices
	Yes


Optional


Yes

Yes


Optional
	Appendix A: Improvement Plan (IP):  The IP includes key recommendations and actions as identified in the Analysis of Objectives and the Evaluator Notes.  The IP presents lessons learned and next steps. 

Appendix B: Summary of Participant Feedback Forms:  This document is used to assess participant views of the exercise.  It is recommended the forms be distributed before the exercise Hotwash/Debrief and be collected before the exercise is officially ended.

Appendix C: Participant List

Appendix D: Additional Documents/Charts (if used during the exercise)


Appendix E: Acronyms List
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Executive Summary

On (Date Format [Month, Day, Year]), the Food Safety and Inspection Service (FSIS), (Office), (Geographic Area) conducted an exercise to test operability of the (emergency response procedure/plan).  The training involved critical office staff and field personnel within the (office) (geographic area).  The exercise was conducted to support the mission of the Office of Data Integration and Food Protection (ODIFP) Emergency Coordination Staff (ECS) and further FSIS’ mission to ensure FSIS offices are prepared to respond in the event of a national disaster or incident affecting FSIS regulated establishments, facilities or personnel.  FSIS staff was provided with an exercise set that offered five different options for testing the capabilities of the area. The (name of exercise) was conducted at ( exercise location).

Target Objectives 

1.
2.
3.
4.


Major Strengths

1.
2.
3.
4.


Primary Areas of Improvement

1. 
2.
3.
4.
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Section 1: Exercise Overview
	Exercise Name
	

	Exercise Date
	

	Duration
	

	Sponsor and Program
	USDA, FSIS, Office of Data Integration and Food Protection (ODIFP), Emergency Coordination Staff (ECS)

	Office Conducting the Exercise
	

	Mission
	Response and Recovery

	Classification
	For Official Use Only (FOUO)

	Scenario
	

	Location
	

	Exercise Planning Team
	If Applicable

	Exercise Players
	

	Number of Participants
	




Section 2: Exercise Design Summary
Exercise Purpose and Design
Provide a brief summary of the exercise purpose and design (e.g. tabletop exercise, discussion based exercise, operational exercise), and list of objectives. ---3-4 paragraphs max)
[Purpose (1 Paragraph)]
 [Design (1 Paragraph)]
 [Objectives 1, 2, 3]

Scenario 
Provide a brief summary of the modules/scenario used as it was presented to the exercise participants. 3-4 paragraphs max)


Section 3: Analysis of Objectives
This section of the report reviews the discussions as observed by the evaluators in association with the exercise objectives.  Each observation is followed by a discussion of the activities that were performed in association with the objective.  The observations are described as a strength or an area for improvement during exercise play.  If designated as an area for improvement, information concerning recommendations for improvement should be included as well.  
(Include references to procedures, plans, directives, notices or other information as necessary).
Objective Discussion Review
Objective One Discussion
Objective One:  
(Provide a detailed overview of the discussion during analysis of objective one)
Objective Two Discussion
Objective Two:  
(Provide a detailed overview of the discussion that occurred during objective two)
Objective Three Discussion
Objective Three: 
(Provide a detailed overview of the discussion that occurred during analysis of this discussion)
NOTE:  To complete this section, list the objective and a summary of the information collected concerning that objective defined during the exercise and captured in the Evaluator Note Template.  You can have more or less than three objectives.  If you do have four or more objectives, you may want to review them to ensure they can all be accomplished in a single exercise, consider having more than one exercise or determine if all of the objectives are really needed.

Section 4: Recommendations
Provide recommendations that address identified areas for improvement, based on the observations of the evaluation team.  
1. [Complete description of recommendation]
2. [Complete description of recommendation]
3. [Complete description of recommendation]

[Continue to add recommendations as necessary.  Maintain numbering convention to allow for easy reference.]

Section 5: Conclusion

(This section is a conclusion for the entire document and provides an overall summary to the report.  It can include information relative to the objectives, major strengths and recommendations,  or areas for improvement but the focus should be on next steps [including future exercises] and lessons learned from the IP.)


AAR-Appendix A: Improvement Plan (Template)

This IP has been developed specifically for [identify the State, county, geographic area, etc., as applicable] as a result of [full exercise name] conducted on [date of exercise]. These recommendations draw on both the After Action Report and the Hotwash/Debrief. 


	Objective No.
	Observation
	Recommendation
	Recommended Action
	Point of Contact
	Complete Date

	(e.g. 1, 2, 3 etc…)
	Provide observation
details
	Recommendation
	How recommendation will be addressed
	Who is responsible?
	Date of projected completion

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




AAR-Appendix B: Summary of Participant Feedback Form Comments
(This Appendix to the AAR compiles all of the results from the evaluation forms.   You can group the results by question.  For example, under Q1 you could report that “50% of participants included communication as a strength of the exercise”.  Or under Q5 you could state “90% of participants felt that the Workshop was well structured and organized”.
Q1: Based on the exercise you participated in today provide three major strengths during the exercise?

Q2:  Based on the exercise you participated in today provide three necessary areas of improvement identified during the exercise?

Q3: What communication and coordination challenges and/or gaps did you identify?  

Q4: Please list the issues that should be addressed in future exercises.  

Q5:  
(a) The Workshop was well structured and organized.  YES/NO

(b) The facilitator was knowledgeable, kept the Workshop on target, and was sensitive to group dynamics.  YES/NO

(c) Participation in the Workshop was appropriate for my position.  YES/NO

(d) The Workshop included the right mix/number of participants to achieve its objectives.  YES/NO

If you answered “Disagree” to any of these statements please explain what changes could be made to improve this Workshop. 

AAR-Appendix C: (Exercise Title) Participant List
	Name
	Position
	Email
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AAR-Appendix E: Acronyms
In the Acronym list below, add or remove acronyms as necessary. 
	After Action Report/Improvement Plan
	AAR/IP

	Emergency Coordination Staff
	ECS

	Food Safety and Inspection Service
	FSIS

	For Official Use Only
	FOUO

	FSIS Emergency Management Committee
	EMC

	FSIS Incident Management System
	FIMS

	Incident Report
	IR

	Office of Data Integration and Food Protection
	ODIFP

	Office of Field Operations
	OFO

	Office of International Affairs
	OIA

	Office of Program Evaluation, Enforcement and Review
	OPEER

	Situation Manual
	SITMAN

	U.S. Department of Agriculture
	USDA
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Disaster Type
	Scenario
	Page Number

	Flood
	Floods and wind damage in the area from severe storms resulting in major power outages and road closures.
	A-7

	Tornado
	Tornados in your area have resulted in multiple road and highway closures, as well as power outages.  Additionally you have to replace online inspectors as they are unable to reach their duty stations.  
	A-19

	Earthquake
	An early morning earthquake has affected your area.  The earthquake resulted in multiple road and highway closures, as well as structural damage in some regulated facilities.
	A-28

	Hurricane
	The National Hurricane Service has issued requests for widespread evacuations of large metropolitan areas due to hurricane activity.
	A-36

	Foodborne illness outbreak
	OFO is notified of a positive E. coli O157:H7 sample associated with a foodborne illness outbreak cluster.
	A-46




The Inject Catalog is a table listing of injects found in the attached scenario PowerPoint presentations.  The Inject Catalog should be used as a inject bank for development of exercise scenarios. Scenario injects should be selected in a method that tells a story that can be related to the capability or area being tested.  It is recommended inject selection follow this order:

Module 1: Pre-Incident/Background Information		1-2 slides
Module 2: Response						3-4 injects*
Module 3: Recovery						3-4 injects**
Inject examples contained within in this Inject Catalog are divided according to the type of disaster being described.  Within each scenario you will find descriptions of events that provide:
-Background information (Module 1) 
-Incident response and communication related information (Module 2)
-Recovery related information (Module 3)
Again, inject information can be modified or changed to reflect the needs of your area.  
Column 1 of the Inject Catalog provides the inject number and time as it is positioned for exercise play in the attached scenario PowerPoint presentations.  Column 2 of the Inject Catalog contains estimated lengths of time for completion of discussions/operations surrounding the presented incident.  As the facilitator, be prepared to modify the estimated times as necessary.    Scenario injects, questions and actions found in the remaining columns can and should be modified if necessary to best reflect the needs of your area.  Some potential facilitator questions have been provided to get you started.  Additional questions that are added should be directly related to the exercise and be used to stimulate further discussions and keep the exercise moving.   Keep in mind that during certain disasters multiple incidents can occur.  For example, hurricanes often spawn tornados.  Injects in the catalog can be modified for use within any of the scenarios.   A well thought out and planned scenario should be used to better test your office response.  Be creative, and remember the final result is to ensure your office is prepared to respond to an incident that could affect regulatory operations in your area.  
Remember to utilize as much of your geographic area or office locations.  The last page of this Inject Catalog contains a schematic that you may find helpful in mapping out establishments or facilities used during your exercise.  Appendix D of the Exercise Guide contains a Master Scenario of Events (MSEL) template for use during exercise development and play.  During an exercise, the only person with access to the MSEL should be the facilitator/planner.
* Be aware of estimated time recommendations when selecting injects                                          ** At least one inject for every major incident presented to participants
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1.  Flood Scenario
	Inject #/Time
	Estimated time for completion
	Inject Description
	Communicated from
	Communicated to
	Potential Facilitator Questions/Notes
	Expected Action or Subsequently Communicated To

	Module 1
Pre-Incident Background

	Pre-Incident Information 9:00PM
	15 min
	The National Weather Service has issued a flood watch for (city/state here) due to heavy rains and high winds in the area.  
Power lines are down due to the high winds.  Service disruptions are being reported in the (eastern coverage) area of the (geographic area).
The impact on regulated establishments in the (eastern part) of the (geographic area) is not known at this time.
	Facilitator
	All
	What is the appropriate action for critical personnel?

	

	Inject 1
6:00 AM
	15 min
	Due to the continued rainfall and high winds, the National Weather Service has upgraded the flood watch to warning level.  
(Number of affected establishments, e.g. 1, 5) establishments/facilities in the (eastern part) of the district will possibly be impacted by the flooding.  
The Department of Transportation (DOT) is monitoring highways and roads in the area and predicting multiple closures within the next 2 hours.
	Facilitator
	All
	What is the appropriate action for critical personnel?
What equipment will be needed to ensure mission critical functions are met in the event of a power outage?
Is staff prepared to work from home or other remote location in the event of power outages etc?
Facilitators Note: Only the eastern section is affected in this first inject.  Be sure to utilize the entire district/region when planning the scenario.  For instance, the next incident may occur in an establishment in the northern section of the district.
	

	Module 2
Incident Response

	Inject 2
8:15 AM
	1 hour
	The (location here) has been affected by the floods and power outages.  The (designated personnel) is activating the (type of emergency operations procedures/plan).  
Further information will be received from the (critical personnel) within the hour.

	(OFO DO)
(OPEER CID RO)
(OIA RO)
	(OFO,OPEER, or OIA Field Employees)
	What is the appropriate action for critical personnel?
Facilitators Notes: Information from designated personnel should go in the MSEL, but not on the presentation slide.
Possible Actions:
· Activate your call down procedures and contact personnel to provide information on your status and location. 
· (Designated personnel) will activate (title/name of plan/procedure being exercised) and provide a message containing the remote location information he/she and other critical staff will be located.  This should be a location that is listed or agreed upon from the current operating plan.  If that location is unavailable due to the storms, please provide information on the new locations.  
· Staff are to operate in any pre-defined roles and report to their designated locations or work from home (in an effort to test work from remote working capabilities).
· (Designated personnel) will notify their office and the Office of Data Integration and Food Protection (ODIFP) of the activation.
	(OFO)
(OPEER)
(OIA)
(Office HQ)

	Inject 3
9:00 AM
	30 min
	Several establishments in the area have discontinued operations due to power failures and floods.  The (geographic area and office) staff is unaware of the current situation at those establishments/facilities.
Inspection personnel at (Est. /Facility A) notify the DO that the facility is flooded and power has been disrupted for more than (8 hours).  
The OFO HQ office is requesting information on the disposition of product and the ability to maintain frozen product for a power failure lasting >24 hours. 
	Facilitator
	All
	What is the appropriate action for critical personnel?
Have you submitted an Incident Report into FIMS? Why or why not? Are you familiar with the process of entering information into FIMS?  
What would you do if the automated form 5500-8 (Impact of Incidents on Establishments, Warehouses and Import Establishments) is unavailable?
Facilitators Note:  For information on using the FIMS test server during your exercise, contact ECS.
	

	Inject 4
9:30 AM
	30 min
	A fire occurred at (Est. /Facility B) at approximately 8:30 am this morning. Local emergency responders report extensive structural damage and that product from the previous days’ processing may have been compromised.
There are no inspection personnel available to assess the (Est. /Facility B). OPEER assistance is requested in obtaining information on the incident.
	OFO DO
	OPEER CID RO
	What is the appropriate action for critical personnel?
How would this information be communicated if FIMS were out?  Is there a new 5500-8 initiated?
Facilitator note:  Within the exercise, if this disruption occurs at the same facility, the IR can be updated to reflect the progressing incident.  If a different facility is used (recommended) a new IR will need to be entered into FIMS).
	OPEER CID Field Staff

	Inject 5
10:00 AM
	30 min
	The (designated official) received notification from their chain of command of an elevated threat level for the food and agriculture sector in the area.  Employees in the (office and geographic area) are asked to report up their chain of command regarding any suspicious activities.  

	Facilitator
	All
	What is the appropriate action for designated critical personnel? 
How will this information be communicated to your district or regional office employees?  
How are essential personnel communicating with HQ personnel? 
What additional measures will be taken in facilities affected by the floods?  Does this information change or affect current response activities in affected establishments?
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Facilitators Note: Identify if participants are aware of potential sources of such information and the person(s) who the information should be supplied to. 
Facilitators Note: Take the time to discuss what an elevated threat means, and provide information on how it affects the district.  Refer to list of relevant ER directives and notices in the Exercise Planning Guide, or on the FSIS intranet.  
	

	Inject 6
10:30 AM
	30 min
	You are finding it difficult to make calls in the impacted area due to the high volume of calls.  Numerous cell phone towers have also been disabled by the storm.  Personnel are directed to use Government Emergency Telecommunication System (GETS) cards for communication.
	Facilitator
	All critical staff
	Are critical personnel in your area familiar with GETS cards?   
Facilitator Note: Take time to review the GETS card and its use if applicable.
Facilitators Note: If possible, utilize the GETS Familiarization number on the back of the card
	

	Inject 7
11:00 AM
	30 min
	OFO and OPEER HQ have both requested information on whether the structural damage that occurred at (Est. /Facility B) affected product storage or holding areas at the location.
	OFO/OPEER HQ offices
	OFO DO
OPEER RO
	What is the appropriate action for critical personnel?
How would you most likely receive this information?
	OFO/OPEER Field employees

	Inject 8
12:00 PM
	30 min
	An inspector at (Est. /Facility C) has reported a refrigerated truck containing U.S. Inspected and Passed chilled (product type) imported from (country of origin) has been reported missing from (Est. /Facility C) upon inspection of the facilities for damage. The truck was sealed.
	OFO IPP
	OFO DO
	What is the appropriate action for critical personnel?
Facilitators Note: Potential questions that can be asked of the facilitator to direct the response:
-How was the inspector informed of the missing truck (i.e. Who reported it missing)?
	OIA RO
OIA HQ

	Break/Recap

	Module 3
Recovery

	Inject 9
1:00 PM
	30 min
	OIA Import Program staff request that information on the location and disposition of the product reported missing from (Est. /Facility C) be shared with them by 3:00 PM.
	OIA Import Program Staff
	OIA Field  Inspectors
	What is the appropriate action for critical personnel?
How will this information be communicated to the HQ staff?
Facilitators Note: OIA must enter an additional IR not related to the flood IR.

	

	Inject 10
2:00 PM
	30 min
	A conflict between a FSIS inspector/investigator performing official duties to assess the disposition of finished product at (Est. /Facility B) and plant management is reported.
The (designated essential personnel) is requesting immediate guidance from (chain of command) to avoid additional conflicts.
	Field Employee
	(Chain of Command)
	What is the appropriate action for critical personnel?
Facilitator Note: Designated personnel should coordinate with office AA/DAA to obtain information on how to proceed.


	(HQ Office)

	Inject 11
2:30 PM
	30 min
	(Est. /Facility A) continue to operate at reduced line speeds as two online inspectors were unable to reach the establishment due to the (flood) conditions.




The stolen truck has been located; the seal on the truck was broken.  (Est. /Facility C) management is unable to determine if the product has been compromised and decides to dispose of the product.
	OFO IPP
	OFO DO
	What steps are taken in response to inadequate staffing at Est. /Facility A?
Is this information contained within the emergency plan/procedure being tested?
Is staff familiar with the procedures? 

What should occur next in response to this decision by establishment management?
Is this information contained within the emergency plan/procedure being tested?
	OFO HQ 

	Inject 12
3:00 PM
	30 min
	The DOT has re-opened roads and major highways throughout the state.  Power, phone, and email service has been restored to some parts of the affected area.
OFO is reporting all affected establishments, with the exception of establishment (Est. /Facility A), are fully operational at this time.
	Facilitator
	All
	What additional actions should be taken to return to normal operations?

	

	Inject 13
4:00 PM
	30 min
	The conflict reported at (Est. /Facility B) has been resolved.  Operations at the establishment have returned to normal.
	Facilitator
	All
	Was the conflict situation handled in accordance with applicable plans and procedures?
Is staff knowledgeable of the plans/procedures for handling conflicts in the workplace involving establishment/facility management and/or staff? 
	

	Inject 14
4:30 PM
	30 min
	The needed online inspectors have arrived at (Est. /Facility A) and are incorporated into the line.  Normal line speeds have been re-established.
	Facilitator
	ALL
	
	

	
	30 min
	Hotwash




2.  Tornado Scenario

	Inject #/Time
	Estimated time for completion
	Inject Description
	Communicated from
	Communicated to
	Potential Facilitator Questions/Notes
	Expected Action or Subsequently Communicated To

	Module 1
Pre-Incident Background

	Pre-Incident Information
	20 min
	Your area has been under a severe thunderstorm warning for 4 hours.  The National Weather Service (NWS) has just upgraded the thunderstorm warning to include a tornado watch for (geographic area) lasting until 2:00 pm.
There is increased interest in the approaching storms and predictions for tornado activity by the local news and weather stations.  
Several facilities and/or offices in your (district/region) will possibly be affected.

	Facilitator
	All
	What (if any) actions are being taken in response to the potential for tornado activity in the area during operational hours?
Are in-plant personnel familiar with shelter-in-place procedures for their facility? 
Are there procedures in place for communicating information on upcoming dangerous storms to field personnel without access to email, internet, or other communication outlets for receiving pertinent information?
Are there procedures that address notification and advising of staff in facilities/offices at risk of being affected by the storm (i.e. in the path of the storm)?
How are field personnel and district or regional office personnel communicating?  
If the district/regional office is affected, how will information be communicated to FSIS HQ staff?
	

	Inject 1
9:00 AM
	20 min
	A tornado has touched down in the area.   The (office) has been severely affected by the tornado activity in the area.  
The (name of emergency operation procedure/plan) has been activated.   Further information will be received from the (designated official) within the hour.
	Facilitator
	All
	


What procedures are in place to identify staffs that have been directly affected by the tornado?  
Who is responsible for activating the response?
Are field and inspection personnel aware of who to contact to provide information on their location and safe status in the event of a tornado during operational hours?  After office hours?
	

	Inject 2
9:30 AM
	20 min
	You are finding it difficult to make calls in the impacted area due to the high volume of calls.  Numerous cell phone towers have also been disabled by the storm.  Personnel are directed to use Government Emergency Telecommunication System (GETS) cards for communication.
	Facilitator
	All critical personnel
	Are critical personnel in your area familiar with GETS cards?   
Facilitator Note: Take time to review the GETS card and its use if applicable.
Facilitators Note: If possible, utilize the GETS Familiarization number on the back of the card
	

	Module 2
Incident Response

	Inject 3
10:00 AM
	1.0 hour
	Several establishments in the area have discontinued operations due to damage caused by the tornado.  

Inspection personnel at (Est. /Facility A) notify the DO that the facility sustained a broken water line during the storm and the production area is flooded.  The facility is also without power.  
 
	Facilitator


Inspection Program Personnel (IPP)
	All


DO
	


What is the appropriate action for critical personnel?
What additional information is needed from IPP to make decisions on next steps?
In the event there is no backup power supply, are IPP familiar with potential next steps for responding to the situation?  Is this covered in the plan/procedure being exercised?
	

	Inject 4
11:00 AM
	1.5 hour
	The OFO HQ office is requesting information on the disposition of product at (Est. /Facility A) and its’ ability to maintain frozen product for a power failure lasting >24 hours. 
(Est. /Facility C) has significant structural damage to the building primarily affecting product storage areas.  IPP are unable to report to the establishment location.  OFO is requesting OPEER assistance in determining if the facility can begin normal operations. 
	OFO DO



OPEER RO

	IPP 
	Power is expected to be out for at least 24 hours.  How will you maintain communication with field employees during this time?
What types of information do you expect will need to be communicated with employees?
Have you accounted for all of your employees?
	

	Inject 5
11:45 AM
	1.5 hour
	OIA HQ received notification from (country) stating that product entered the U.S. without proper foreign marks of inspection.  This information was input into AIIS at HQ level after the communication outage. OIA field staff is unable to access the system due to loss of data and communication connectivity.  
The product was destined for (Est. /Facility B).
	OIA Import Program  Staff
	(Region) RIFS
	What are appropriate next steps for this action?

Are there procedures in place to respond to an incident such as this during a natural disaster?

What regulatory enforcement action is recommended/ should be taken at this point?

What is the impact of the delay?
	

	Break/Recap

	Module 3
Recovery

	Inject 6
12:00 PM
	20 min
	Phone and email service has been restored to the portions of the (geographic area) affected by the tornado. 
	Facilitator




	All




	
	

	Inject 7 

12:30 PM
	30 min
	While accompanying a structural engineer during the assessment of the (Est. /Facility C) for structural damage the (inspector/investigator) is notified of a bomb threat and several threatening phone calls at a nearby facility. 

	OFO DM
	OPEER RD
	How will (OFO/OPEER) handle the need to work two incidents with a skeletal staff available in the affected area?
	

	Inject 8

1:30 PM
	20 min
	An FSIS wide network outage has occurred and email and phone service is currently inoperable; blackberry pin-to-pin communication is the only form of communication available.
	
	Critical personnel and
others with blackberry access
	Are critical personnel familiar with pin-to-pin communication procedures?

Facilitator’s Note: Take the time to explain how to use the pin-to-pin function and practice at this time.
	

	Inject 9
2:00 PM
	30 min
	Email and phone communication systems are fully functional.

IPP at (Est. /Facility A) notify OFO that the freezer has been without power since 9:00 AM.  There are no back-up power sources at the facility.
Plant management is providing information to IPP to ensure adequate storage temperatures have been maintained during that time period.
	




IPP






	




OFO DO
	




What are some of the questions that should be asked of IPP to facilitate responses to establishment/facility management after learning this new information?

	

	Inject 10
3:00 PM
	30 min
	After conducting records checks and speaking with (Est. /Facility A) management, IPP notify the DO that adequate product storage temperatures were not maintained and the freezer sustained damage from flooding.  The product stored in the freezer will be destroyed.
	IPP
	DO
	What additional information is needed from IPP? Product type? Storage Temperature? Records checks?

Is this covered in the emergency plan/procedure being exercise today?
	

	Inject 11

4:00 PM
	10 min
	The structural damage at (Est. /Facility C) did not affect any product.  Additional IPP staff was dispatched to the facility and normal operations were begun.
The product destined for (Est. /Facility B) was intercepted and returned to POE.  OIA is in control of the product. 

	Facilitator
	All
	
	

	30 min
	
	Hotwash




3.  Earthquake
	Inject #/Time
	Estimated time for completion
	Inject Description
	Communicated from
	Communicated to
	Potential Facilitator Questions/Notes
	Expected Action or Subsequently Communicated To

	Module 1
Pre-Incident Information

	Pre-Incident Information

	15 min
	An early morning earthquake occurred in your area, (major highways/roads) experienced significant damage and has been closed. 

	Facilitator
	All
	Are there procedures in place to determine how many employees may be affected by the earthquake damage? 
Are employees able to reach their duty locations? 
What is the potential impact or loss of coverage for the area? 
Are employees (critical staff) being asked to relocate to emergency relocation facilities, shelter-in-place?
	

	Inject 1
8:00 AM
	15 min
	You are finding it difficult to make calls in the impacted area due to the high volume of calls.  Numerous cell phone towers have also been disabled by the earthquake.  Personnel are directed to use Government Emergency Telecommunication System (GETS) cards for communication.
	Facilitator
	All critical personnel
	Are critical personnel in your area familiar with GETS cards?   
Facilitator Note: Take time to review the GETS card and its use if applicable.
Facilitators Note: If possible, utilize the GETS Familiarization number on the back of the card.
	

	Module 2
Incident Response

	Inject 2
8:45 AM
	20 min
	The earthquake has resulted in significant power outages and internet data connectivity losses.  
The Office of Data Integration and Food Protection (ODIFP), Emergency Coordination Staff (ECS) is requesting information from the field to verify if employees have been notified.
	ODIFP ECS
	(Office)
	What methods are available to employees to get information concerning what has happened?
What information should the (office) supply to employees who are affected by the earthquake?
How is the (office) communicating with field employees and headquarters personnel?
	

	Inject 3
9:30 AM
	30 min
	Aftershocks have caused additional damage as far as 30 miles away from the epicenter.  The (office) is requesting information on facilities within 30 miles of (geographic area).  

Several establishments in the area have discontinued operations due to structural damage.  It is unknown whether product has been affected at those establishments/facilities.
	(Office) 



Facilitator
	Critical personnel



All
	



What information is needed?  
How is information being communicated between field staff and the (office)? 
	

	Inject 4
10:15 AM
	30 min
	Inspectors that are able to report for work at (Est. /Facility A) report significant damage to the facility in the product freezer area to the Frontline Supervisor (FLS).  

The FLS reports this information to the (geographical area) district office.  The FLS is unable to travel to the establishment.  The DO requests OPEER assistance.
	OFO IPP




OFO FLS
	OFO FLS




OFO DO
	



Is this the proper action here?  What other options are available in the event staff is unable to reach an establishment?
How is this information communicated with OPEER? 

	




OPEER RO

	Inject 5
11:00 AM
	40 min
	A fire has occurred at (Est. /Facility B).  There are reports of extensive damage and product compromise.
The OFO DO is requesting information on product affected from the damage sustained to (Est. /Facility A). 
Many employees are unable to report for their normal tour of duty due to road blockages/damage caused by the earthquake.
	Facilitator
	All
	What types of information is needed from employees at (Est. /Facility B)?
Are there measures in place for communication with employees during emergencies such as this?
Are employees familiar with those measures or procedures?
	

	Inject 6
11:45 AM
	1.0 hour
	A refrigerated truck containing (product) imported for further processing from (Country) has been reported missing during inspection of the (Est. /Facility C) for damage.  
OFO notifies OIA of the situation.
	OFO IPP
	OFO DO
OFO FS
	Are employees familiar with the procedure(s) for reporting this type of incident?
	OIA RO

	Inject 7
12:30 PM
	1.0 hour
	While accompanying the structural engineer during the assessment of (Est. /Facility A) for structural damage the OPEER investigator is notified of a “boil water advisory” that has been put in place by the local public health department.  This is information is reported back to the OFO DO.
	OPEER Investigator
	OFO DO
	Who are you communicating with? What questions are you asking of Est. /Facility management? 

	OFO HQ

	Inject 8
1:15 PM
	1.0 hour
	Inspectors report an ammonia leak from a damaged freezer in (Est. /Facility D).  The freezer contains raw product from the previous days’ production.


OIA Import Staff would like an update on the stolen product truck from (Est. /Facility B) within the next hour. 
	OFO IPP




OIA Import Staff
	OFO DO




OIA RO
	Do you know how to handle hazardous material incidents and how to report it?


What type of information are you sharing and how are you sharing it with OIA?
	OIA Field Staff




OIA Field Staff

	Break/Recap

	Module 3
Recovery

	Inject 9
2:00 PM
	1.0 hour
	The stolen truck has been located; the seal on the truck was broken.  Establishment management is unable to determine if the product has been compromised and decides to dispose of the product.
Email and phone service have been temporarily restored to the area.  OIA is working to respond to the HQ request for information.  The OFO DO is able to contact establishments in the area to determine their operation status.
Several establishments remain offline and are awaiting vacancy fillings. 
	OIA Field Staff
	OIA RO
	How do you respond to this new information?  Does the earthquake alter any of your normal procedures?
	

	Inject 10
3:00 PM
	1.0 hour
	The fire at (Est. /Facility B) rendered the facility a total loss.  All products were destroyed.
(Est. / Facility A) is unable to confirm that the water for use during operations is safe.  The establishment has ceased operations at the facility for 24 hours or until the “boil water advisory” is lifted. 
	OFO IIP
	OFO DO
	Are you communicating with plant management, local health officials concerning the water advisory?
Has product been affected?  If so what procedures are in place to respond to the incident?
	

	
	30 min
	Hotwash





4.  Hurricane
	Inject #/Time
	Estimated time for completion
	Inject Description
	Communicated from
	Communicated to
	Potential Facilitator Questions/Notes
	Expected Action or Subsequently Communicated To

	Module 1
Pre-Incident Information

	Pre-Incident Information
	15 min
	The National Weather Service, National Hurricane Center (NWS, NHC) is expecting Hurricane Dave to make landfall in your area within the next 24 hours.  
High winds and intense rainfall have resulted in requests for evacuation of large metropolitan areas as the storm moves closer to land.
Cold storage facilities at port locations have been instructed to cease operations until further notice. 
	Facilitator
	All
	Are procedures in place to prepare field staff for this potential event?
Are field personnel knowledgeable of the procedures and prepared to respond if requested to evacuate the facility and/or area, e.g. who to notify, closing of facilities, product control at ports etc… 
Is it important to consider cold storage facilities or other facilities located along the port areas?
	

	Inject 1
2:00 PM
(Day 1)
	45 min
	The (office) notifies critical personnel of the need to relocate to a safe area.
	(Office)
	Subordinates
	How will you provide the notification to employees without access to email or mobile devices?

How will you verify the information was received?

Do the plan/procedures being exercised reflect this information?
	

	Module 2
Incident Response

	Inject 2
8:00 AM
(Day 2)
	1.0 hour
	Hurricane Dave made landfall last night.  Many roads and buildings have sustained structural and flood damage from the resulting storm surge.  
The (office) (geographic area) is activating the (procedure/plan here) in response to this emergency.  
Further information will be provided within the hour. 
	Facilitator
	All
	What actions should be taken at this point while information is still being collected? 

	

	Inject 3
9:00 AM
(Day 2)
	15 min
	Hurricane Dave has caused significant power outages and internet data connectivity losses.  
ODIFP, ECS is requesting information from the field concerning whether employees have been notified.
	ODIFP ECS
	OFO DO
	What options are available for employees to receive information?
What information should the (office) supply to employees who are affected by the hurricane?
How is the (office) communicating with field employees and headquarters personnel?
	

	Inject 4
10:00 AM
(Day 2)
	30 min
	You are finding it difficult to make calls in the impacted area due to the high volume of calls.  Numerous cell phone towers have also been disabled by the storm.  Personnel are directed to use Government Emergency Telecommunication System (GETS) cards for communication.
	Facilitator
	All critical personnel
	Are critical personnel in your area familiar with GETS cards?   
Facilitator Note: Take time to review the GETS card and its use if applicable.
Facilitators Note: If possible, utilize the GETS Familiarization number on the back of the card.
	

	Inject 5
10:30 AM
(Day 2)
	30 min
	Several establishments in the area are unable to operate due to structural damage.  It is unknown whether product has been affected at those establishments/facilities.
Phone service is still unavailable but email service is currently available in certain portions of the district.  The (geographical area and office) critical personnel have relocated to the designated relocation facility. 

	Facilitator
	All
	Are all critical employees knowledgeable of relocation procedures?  Familiar with the relocation facility?
Is critical staff aware of their roles and responsibilities during an emergency when relocation is necessary?
As a (designated official e.g. DM/RD …) what other information do you feel is necessary to share with critical staff to ensure they are prepared to relocate and continue normal business operations during an emergency?
	

	Inject 6
11:00 AM
(Day 2)
	1.0 hour
	Flash flood warnings have been initiated in the (geographic area).
Many employees are unable to report for their normal tour of duty because of flooded roads and highways in the surrounding area.  The (office) is working with the establishments to resolve the problem as quickly as possible.
	

(Office) 
	

Est./Facility management
(Office HQ )
	

Are there procedures in place for filling vacancies?
If you are unable to fill vacancies at the establishment using your own roster(s), what other options are available?
	

	Inject 7
11:45 AM
(Day 2)
	30 min
	An FSIS wide network outage has occurred.  Email and phone service are currently non-functional; blackberry pin-to-pin communication is the only form of communication available.
	Facilitator
	All
	Is critical staff familiar with the use of blackberry pin-to-pin messaging?
Facilitator Note:  Take the time to explain using blackberry pin-to-pin messaging during an emergency.
	

	Inject 8
12:30 PM
(Day 2)
	1.0 hour
	A conflict between a FSIS IPP performing official duties to assess the disposition of finished product at (Est. /Facility B) and plant management is reported.
(Est. /Facility C) is inoperable due to flooding.  Inspectors are working with plant management to identify if any product has been affected.
OIA HQ is requesting information on the disposition of any product held at cold storage facilities overnight. 
	OFO IPP
	OFO DO
	Are IPP familiar with the proper methods to handle a conflict situation?


Considering the challenges in communication and the natural disaster how will you facilitate resolution of this issue?
	OFO HQ

	Break/Recap

	Module 3
Recovery

	Inject 9
1:00 PM
(Day 2)
	20 min
	Phone and email service has been temporarily restored to portions of the (geographic area).  
OFO HQ staff is requesting information on the status of establishments/facilities in (geographic area).
	Facilitator
	All
	With only portions of the (geographic area) able to be reached through phone or email service, how is the information being communicated to other field employees?
	

	Inject 10
2:30 PM
(Day 2)
	1.0 min
	A truckload of product parked at a local truck stop has been reported stolen by the owner of the trucking company.  
OPEER is working with OFO and local law enforcement to obtain information on any markings on the product and the truck to facilitate identification. 
	National trucking company
	OFO DO
	What additional information is needed from the trucking company? OPEER?
What could potentially compound this issue?  What if the product is marked for export? 
How is this information reported?  How are updates being provided?
	OFO HQ

	Inject 11
3:00 PM
(Day 2)
	20 min
	No product was found to be compromised at (Est. /Facility C).  Plant management will cease operations at the facility for 24 hours for cleaning and sanitation of the facilities.
Local law enforcement report that the truck has been found, but the product is still missing.
	Facilitator



Facilitator
	All



All
	What additional information is needed to close this portion of the incident?  

Since no product was found, is the incident closed?  What additional steps need to be taken? Do you need further information at this point? 
	

	Inject 12
	20 min
	The conflict at (Est. /Facility B) has been resolved.  The (establishment/facility) remains in non-operating status due to extensive structural damage.
All other (establishments/facilities) in the (geographic area) are reporting full operational status.
Cold storage facilities are not reporting any product that was compromised during the storm.  All freezer power was maintained on generator back-up units. 
	Facilitator
	All
	Was the conflict situation handled in accordance with applicable plans and procedures?
Is staff knowledgeable of the plans/procedures for handling conflicts in the workplace involving establishment/facility management and/or staff? 
	

	
	30 min
	Hotwash





5.  Foodborne Illness

	Inject #/Time
	Estimated time for completion
	Inject Description
	Communicated from
	Communicated to
	Potential Facilitator Questions/Notes
	Expected Action or Subsequently Communicated To

	Module 1
Pre-Incident  Information

	Pre-Incident Information
	10 min
	An increased number of confirmed E. coli O157:H7 infections related to ground beef consumption have been reported in (state/area A).  Current information indicates a common source. 
The Pulsed Field Gel Electrophoresis (PFGE) subtype results are posted to the PulseNet database.
CDC notifies FSIS that food histories taken indicate a FSIS-regulated product as the source product.
	Facilitator
	ALL
	What questions are you asking at this point?
	

	Inject 1
8:00 AM
(Day 1)
	 20 min
	The Office of Public Health Science (OPHS) Outbreaks Section Eastern Laboratory (OSEL) notifies the Foodborne Disease Investigations Branch (FDIB) of an E. coli O157:H7 positive ground beef isolate collected at (Est. / Facility A) that has a PFGE pattern matching a Centers for Disease Control and Prevention (CDC) human illness cluster. 
FDIB notifies the (geographical area) DO of the linkage to an FSIS-regulated product from (Est. / Facility A).

FDIB is requesting additional establishment information from OFO. 
	OPHS OSEL










FDIB
	OPHS FDIB










OFO DO
	









What information will be necessary to provide to FDIB?
If this establishment produces National School Lunch Program (NSLP) product, what additional information will need to be gathered and shared with FDIB?
	OFO DO
OFO HQ

	Inject 2
8:30 AM
(Day 1)
	20 min
	OFO requests management at (Est. /Facility A) supply production and distribution information for the adulterated product so that FSIS can begin product traceback.



An EIAO is dispatched to (Est. /Facility A) to collect the information.
	OFO DO
	OFO IPP
	What type of information is being collected?
Would the steps you are taking at this point be different if the product (or establishment) was associated with the NSLP?
Are there procedures in place for dispatching an EIAO during an emergency situation?
Are procedures in place to manage special staffing in staff are unavailable?
	Est. /Facility management

	Inject 3
9:30 AM
(Day 2)
	10  min
	An increased number of confirmed E. coli O157:H7 infections related to ground beef consumption have been reported in (state/area B).  Current information indicates a common source. 
The PFGE subtype results are posted to the PulseNet database.
CDC notifies FSIS of similarities to the initial cluster originating in (state/area A).
	CDC
	FSIS OPHS Liaison
	What types of information is being communicated between field personnel at this time?

	OPHS FDIB

	Module 2
Incident Response

	Inject 4
9:45 AM
(Day 3)

	30 min
	Epidemiological investigations confirm the adulterated product consumed by case patients in the CDC cluster was produced at (Est. / Facility A).  
Traceback investigations identify patients purchased the products from a national grocery store chain.   









The OFO AA is requesting information on the distribution of product from the production lots in question to share with the Emergency Management Committee (EMC). 
	OPHS FDIB





OFO EIAO




















OFO AA
	OFO FLS
OFO DO
OFO AA
OPHS AA























OFO DO



	Is the information collected by the EIAO adequate?

Facilitator Note:  Be prepared to provide sample EIAO information to participants.

What other information (if any) is needed?
In the event there is no email or network capability, is staff familiar with form 5500-8 and the use of the form during an emergency?


Facilitator Note:  Test familiarity with FIMS.  
Is there designated staff for updating of FIMS?


How is the information communicated upward in the event communication channels are challenged or unavailable?
	

	Inject 5
10:00 AM
(Day 3)
	30 min
	Additional illnesses have been reported.

OPHS has requested increased sampling of products produced at (Est. /Facility A).
OFO requests additional information from plant management concerning the production days in question.
	CDC


OPHS Lab
	CDC Liaison
OPHS FDIB

OFO DO
	

Are sampling supplies available for increased sampling in the affected establishments?
Are personnel aware of procedures for requesting additional sampling supplies if necessary?
	OPHS HQ


OFO FLS
OFO IPP

	Inject 6
10:30  AM
(Day 3)
	30 min
	The information received from (Est. /Facility A) identified that portions of the product in question may have been sold to a local processing facility.  
The product is used as an ingredient in frozen meat snacks that are exported to Canada.  OFO is requesting assistance from OIA in retrieving this product.
	EIAO

	OFO DO
	How are requests made to OIA?
	OIA  RO

	Inject 7
11:00 AM
(Day 4)
	30 min
	Traceback investigations identify (Est. /Facility A) sold product produced during the production days in question to (Est. /Facility B) in (state/area B).   
OFO requests OPEER assistance in conducting traceback investigations for product sold to (Est. / Facility B). 
	OFO DO
	OPEER CID RO
	How are the requests made to OPEER?
Does the procedure/plan in place address making decisions on requests for assistance during an emergency such as a natural disaster?
	

	Inject 8
11:30 AM
(Day 4) 
	30 min
	A retail grocery (state/area C) has been identified as having received the products in question.  OFO is requesting OPEER assistance.  
OPEER notifies OFO there is no investigator available at the time to travel to the grocery store at this time.

	OFO DO
	OPEER RO
	





In the emergency procedures/plan being tested, are there provisions for responding when an Investigator is unavailable?

Are those procedures adequate for the emergency described in the scenario?

Can you identify areas in the plan/procedure where this can be improved upon?

How quickly are you able to identify or dispatch another investigator to the establishment?
	OPEER AA





An investigator eventually dispatched to facility to assist with tracing of product.

	Inject 9
12:00 PM
(Day 4)
	30 min
	An FSIS wide network outage has occurred.  Email and phone service are currently non-functional; blackberry pin-to-pin communication is the only form of communication available.
	Facilitator
	All critical staff
	In the event of an emergency where staff are unable to use land line phones or email, are there procedures or measures in place to communicate with HQ personnel?  

Is all critical staff familiar with how to use the pin-to-pin function?
	

	Break/Recap

	Inject 10
12:30 PM
(Day 4)
	30 min
	Email and phone operability have been restored.
	Facilitator
	ALL
	
	

	Inject 11
12:30 PM
(Day 4)
	30 min
	The OFO FLS notifies the DO that IPP at (Est. /Facility B) are working with plant management to obtain more information.
An OPEER investigator has been sent to the grocery store location in (state C).  
OPEER investigators will work with grocery store management to obtain purchasing and distribution records. 
	OFO FLS
	OFO DM
	In the event OPEER is unable to assist with traceback at Est. B and Est. C, is your office prepared to dispatch additional DO staff to one of the locations to begin the investigation?
	OFO HQ

	Inject 12
1:00 PM
(Day 4)

	30 min
	Through official channels, the Canadian Embassy has requested product tracing information for the adulterated product that was exported to Canada
(Est. /Facility A) issues a voluntary recall for the adulterated products.
	OFO DO
	OIA RO
OIA RIFS
OPEER RM
	What are the necessary next steps after receipt of this information?
	OPEER AA
OIA AA

	Inject 13
1:30 PM
(Day 5)
	30 min
	The RMS receives the product recall information from (Est. /Facility A) information from the OFO DO and convenes the Recall Committee.
The RMS provides the official recall notice for the adulterated products produced at (Est. /Facility A) to the OFO DO.
(Est. /Facility B) issues a voluntary recall for ground beef products sold by them that were produced from products purchased from (Est./Facility A). 
	RMS
	OFO DO





	How will the response be different if the product being recalled includes NSLP product?  
Facilitator Note:  OFO RMS---Action:  have data ready to supply concerning the hypothetical recall situation. 

	OFO HQ

	Inject 14
2:00 PM
(Day 5)

	30 min
	The RMS receives the information concerning the adulterated product at (Est. /Facility B) from the OFO DO and convenes the Recall Committee.
The RMS provides the OFO DO the official recall notice for E. coli O157:H7 adulterated product produced at (Est. /Facility B). 
	EIAO
	OFO DO
	How will the response be different if the product being recalled includes NSLP product?  
Facilitator Note:  OFO RMS---Action:  have data ready to supply concerning the hypothetical recall situation. 
	OFO IPP

	Inject 15
2:30 PM
(Day 5)
	30 min
	OPEER investigators learn some of the product from the grocery store may have been purchased for use by several local mobile food truck companies in (state/area C).
OPEER is working with the food truck owners to identify corresponding purchase dates and production information. 
	OPEER Investigator
	OFO DO
	What additional steps are needed when responding to an incident involving food trucks, purchase and distribution?
Facilitators Note: No human illness has been reported as associated with consumption of food purchased from the food trucks.
	OFO HQ


	Module 3
Recovery

	Inject 16
3:00 PM
(Day 6)
	30 min
	OIA learns that the frozen meat snacks produced at the processing facility did not contain any adulterated product from (Est. /Facility A).  
No adulterated product was exported to Canada.

	OIA Investigator
	OIA RIFS
OFO DO
	What additional information is needed to close out this portion of the investigation upon receipt of this information?

	OIA HQ
OFO HQ

	Inject 17
4:30 PM
(Day 6)
	30 min
	OPEER is monitoring the removal of all products from the grocery store in (state/area C).  
OPEER investigators inform food truck owners to dispose of products identified in the recall.  No human illness has been linked to consumption of products from the local food trucks.
	OPEER Investigator
	OPEER CID RD
	How is your office coordinating communication with mobile food service units?
Considering the unique investigation environment created when mobile food service units are implicated, do you think your plan/procedure adequately addresses the requirements for conducting the investigation?  What modifications do you suggest should be made? 
	OFO DO
OFO HQ
OPEER HQ

	
	30 min
	Hotwash




<<Facilitators Note>>

<<Insert Needed Information>>

Change pathogen type if needed.
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Facilitator’s Note:  The above diagram shows an example for three establishments or facilities.  If you would like to include more entities in your exercise, feel free to do so.
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<<Facilitators Note>>

<<Insert Needed Information>>

Change pathogen type if needed.
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:  Participant Sign In Sheet
[Exercise Name]
	Name
	Office, Position
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:  Participant Feedback Form
(Instructions:  This form should be distributed to participants at the end of the last exercise module before the Hotwash/Debrief session.  Please do not forget to collect the forms before the ending the exercise.  You will use the results to help develop your AAR.)
(Exercise title)
Participant Feedback Form
Q1: Based on the exercise you participated in today provide three major strengths during the exercise?

Q2:  Based on the exercise you participated in today provide three necessary areas of improvement identified during the exercise?

Q3: What communication and coordination challenges and/or gaps did you identify?  

Q4: Please list the issues that should be addressed in future exercises.  

Q5:  
(a) The Workshop was well structured and organized.  YES/NO

(b) The facilitator was knowledgeable, kept the Workshop on target, and was sensitive to group dynamics.  YES/NO

(c) Participation in the Workshop was appropriate for my position.  YES/NO

(d) The Workshop included the right mix/number of participants to achieve its objectives.  YES/NO

If you answered “Disagree” to any of these statements please explain what changes could be made to improve this Workshop. 
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:  Master Scenario Events List Template
Instructions:  The objectives listed below are overall objectives for the exercise package.  The objectives being tested through the exercise should reflect the needs of your office.  It may be necessary to modify the objectives to ensure the exercise meets your needs. Feel l free to make changes as necessary.  At the beginning of the exercise review the objectives with participants and explain the exercise rules and assumptions.  For further information, refer to the Exercise Facilitators Guide in this package.
Objectives


· Ensure that mission critical functions are accomplished and are met through the current emergency coordination guidelines.
· Identify areas for improvement and training.
· Ensure your office’s personnel understand their roles and are able to complete critical functions during significant incidents. 
· Test your offices’ ability to communicate from remote locations.  
· Ensure that your office has what it needs to perform its critical functions in a significant incident (e.g. Government Emergency Telecommunication Service [GETS] cards, sample collection supplies, FedEx boxes etc.).



	Inject #
	Est. time for Completion*
	Inject Time
	Description
	Communicated
From
	Communicated
To
	Expected Action/Subsequently Communicated to

	
	· 

	
	Module 1 (.5 hour)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Module 2 (3.5 hours)

	
	
	
	
	
	
	

	
	Break/Lunch (30 minutes)

	
	Module 3 (3.0 hours)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Hotwash/Debrief (30 minutes)
· Discuss concerns/issues that may have occurred during the exercise.  Also this is the time to review and finalize any thoughts or discussions that may have been “parked” during exercise discussions.  
· Collect exercise materials if applicable and review any participant notes that may contain material not for release outside of the exercise.
· Please be sure to collect all evaluation forms from exercise participants prior to dismissal.



FOR OFFICIAL USE ONLY
FSIS Do It Yourself Exercise Guide – Appendix D:  Master Scenario Events List Template
FOR OFFICIAL USE ONLY
FSIS Do It Yourself Exercise Guide – Appendix D:  Master Scenario Events List Template

D-1
	FOR OFFICIAL USE ONLY	
D-2
FOR OFFICIAL USE ONLY






FSIS Do It Yourself Exercise Guide 
References and Background Materials









This page intentionally left blank.

FOR OFFICIAL USE ONLY
(Office)
(Title of Exercise)		After Action Report/Improvement Plan
FOR OFFICIAL USE ONLY
	FSIS Do It Yourself Exercise Guide – Appendix E:  References and Background Materials

E-2
FOR OFFICIAL USE ONLY

FOR OFFICIAL USE ONLY
FSIS Do It Yourself Exercise Guide – Acronyms

Acronyms-1
FOR OFFICIAL USE ONLY
[bookmark: _Toc335740975]Acronyms
The table below contains a listing of common acronyms that can be found throughout the entire FSIS Do It Yourself Exercise Guide.  
	Acronym
	Definition

	AAR/IP
	After Action Report/Improvement Plan

	CID
	Compliance and Investigations Division (OPEER)

	COOP
	Continuity of Operations Plan

	DM
	District Manager

	DO 
	District Office (OFO)

	DOT
	Department of Transportation

	ECS
	Emergency Coordination Staff (ODIFP)

	FIMS
	FSIS Incident Management System

	FSIS 
	Food Safety and Inspection Service

	GETS
	Government Emergency Telecommunications Service

	IID
	Import Inspection Division (OIA)

	IR
	Incident Report

	MSEL
	Master Scenario of Events List

	ODIFP
	Office of Data Integration and Food Protection

	OFO
	Office of Field Operations

	OIA
	Office of International Affairs

	OPEER
	Office of Program Evaluation, Enforcement and Review

	RD
	Regional Director

	RIFS
	Regional Import Field Supervisor

	RO
	Regional Office

	SITMAN
	Situation Manual

	USDA
	United States Department of Agriculture
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The following is a list of common terms that may be encountered during exercise play.
After Action Report/Improvement Plan (AAR).  The After Action Report (AAR) is used to capture observations from the exercise and make recommendations for post-exercise improvements.  The Improvement Plan (IP) is used to document specific corrective actions, assign them to responsible parties and establish targets for completion.  For each task, the IP lists the corrective actions that will be taken, the responsible party or agency, and the expected completion date. The IP is included at the end of the AAR.A draft AAR/IP is included in the manual and should be completed by designated personnel and submitted to critical personnel and ECS upon completion.  
FSIS Incident Management System (FIMS). A web-based common operating platform that allows program managers and users to rapidly identify, respond to and track the Agency's response to significant incidents such as suspected tampering of products, threats to facilities, natural disasters, and Class I recalls with illness.
Hotwash/Debrief.  A Hotwash/Debrief is a forum that allows players and/or the planning team to review and provide feedback after the exercise is held. It is a facilitated discussion that allows each individual an opportunity to provide an overview of the functional area they observed and document both strengths and areas for improvement.  This facilitated meeting allows participants to conduct a self-assessment of the exercise play and provides a general assessment of how the area/office  performed in the exercise.  Results of the Hotwash/Debrief should be captured for inclusion in the AAR/IP.  Evaluators can also utilize this time to gain clarification on things that may not have been clear during the exercise.  Notes should be taken during the hot wash and included in the information used to draft the AAR/IP.  This discussion should not last more than 30 minutes.
Inject.  Injects are provided to players to simulate incidents, and drive exercise play to ensure achievement of the objectives. For this exercise set, injects are written and stored in a PowerPoint presentation. In this format, injects can be viewed in a centralized location or distributed orally, by email or through fax service.
Incident Report. An Incident Report (IR) (FSIS Form 5500-4) is used to record information concerning significant incidents affecting FSIS regulated products and/or facilities, employees, or operating procedures.  For more information on significant incidents and reporting refer to FSIS Directive 5500.2 Rev. 5, Significant Incident Response.
Master Scenario Events List (MSEL).  The MSEL is a chronological timeline of expected actions and scripted events to be injected into exercise play by the facilitator to generate or prompt player activity. It ensures necessary events happen so that all objectives are met.  The MSEL links simulation to action, enhances exercise experience for players, and reflects an incident or activity meant to prompt players to action. Each MSEL record contains a designated scenario time, an event synopsis, where the message originates (“From”), and the message is being communicated to (“To”) and any expected actions after the message is communicated.
Objectives.  Exercise objectives are a requirement of every exercise. Objectives should provide a framework for scenario development and inform exercise evaluation criteria.  
Participant Feedback Form.  Participant Feedback Forms are provided to participants to obtain information on how the exercise was perceived and an assessment of how the participant feels the office performed.  The form should be delivered before the hotwash and taken up before participants leave the venue. If being transmitted electronically, please be sure to include information on who is to receive the form at the end of the exercise.  Participant Feedback Forms are non-attribution and used to assess the entire exercise.  The information is reviewed by the evaluator for inclusion in the AAR/IP.  
Scenario.  A scenario provides the backdrop and storyline used to drive exercise play. 
Situation Manual (SITMAN).  The SITMAN is a handbook provided to all participants and should contain the scope of the exercise, agenda, objectives, and the scenario.  
FOR OFFICIAL USE ONLY
FSIS Do It Yourself Exercise Guide – Glossary


Glossary-2
FOR OFFICIAL USE ONLY
[bookmark: _Toc333856940][bookmark: _Toc335740977]Directives, Notices, Regulations
1. 5420.3 Food Defense Surveillance Procedures and National Terrorism Advisory System Alert Response for the Office of Program Evaluation, Enforcement and Review - Revision 6 (Aug 1, 2011; PDF Only; 8 pp)
http://www.fsis.usda.gov/OPPDE/rdad/FSISDirectives/5420.3.pdf
2. 5420.4 Homeland Security Food Defense Verification and Surveillance Procedures and National Terrorism Advisory System Alert Response for the Office of International Affairs Import Inspection Division - Revision 6 (Jul 20, 2011; PDF Only; 14 pp).
http://www.fsis.usda.gov/OPPDE/rdad/FSISDirectives/5420.4.pdf
3. 5500.2 Significant Incident Response - Revision 5 (Oct 18, 2011; PDF Only; 12 pp).
http://www.fsis.usda.gov/OPPDE/rdad/FSISDirectives/5500.2.pdf 
4. 5420.5 Homeland Security Threat Condition Response - Intelligence Reports and Communications Revision 3 (Jul 16, 2010; PDF Only; 3 pp).
http://www.fsis.usda.gov/OPPDE/rdad/FSISDirectives/5420.5.pdf  

**Additional Directives, Notices and Regulations can be found at http://www.fsis.usda.gov/regulations_&_policies/regulations_directives_&_notices/index.asp, or on the FSIS Intranet.  For more information on incident response directive, notices, regulation or emergency plans and procedures contact the ODIFP, ECS. **
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ATTACHMENT 1:  Scenario Sample PowerPoint Presentation - Flood
(To be provided in a separate file)
ATTACHMENT 2:  Scenario Sample PowerPoint Presentation - Tornado
(To be provided in a separate file)
ATTACHMENT 3:  Scenario Sample PowerPoint Presentation - Hurricane
(To be provided in a separate file)
ATTACHMENT 4:  Scenario Sample PowerPoint Presentation - Earthquake
(To be provided in a separate file)
ATTACHMENT 5:  Scenario Sample PowerPoint Presentation – 
Foodborne Illness Outbreak
(To be provided in a separate file)
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