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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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