Job Aid 1:  Exercise Development Checklist

	Mission
	Scenario

	(
	· Needs Assessment
	(
	· Narrative

	(
	· Scope
	(
	· Major/Detailed Events

	(
	· Statement of Purpose
	(
	· Expected Actions

	(
	· Objectives
	(
	· Messages

	
	
	
	

	Personnel
	Logistics

	(
	· Design Team
	(
	· Safety

	(
	· Controller or Facilitator
	(
	· Scheduling

	(
	· Players
	(
	· Rooms/Location

	(
	· Simulators
	(
	· Equipment

	(
	· Evaluators
	(
	· Communications

	(
	· Management
	
	· Phones

	
	· Safety
	
	· Radio

	
	· Observers
	
	· Computers

	
	
	(
	· Enhancements

	Information
	
	· Maps

	(
	· Directives
	
	· Charts

	(
	· Media
	
	· Other:

	(
	· Public Announcements
	
	

	(
	· Invitations
	Evaluation

	(
	· Player Handbook 
	(
	· Methodology

	(
	· Exercise Plan
	(
	· Locations

	(
	· Exercise Control Plan
	(
	· Evaluation Forms

	(
	· Exercise Evaluation Plan 
	(
	· Post-Exercise Debrief

	
	
	

	Training/Briefings
	After Action Documentation/

	(
	· Train Simulators, Evaluators,
	Recommendations

	
	· Controllers
	(
	· Evaluation Meeting

	(
	· Players’ Pre-exercise Briefing
	(
	· Evaluation Report

	
	
	(
	· Follow-up Ideas for Next Exercise




Job Aid 2:  Functional Exercise Design Checklist:  Special Considerations

	Facilities and Equipment

	(
	Sufficient work space for simulators and players

	(
	Simulation room (if needed) near player room

	(
	Space for message center, control center, observers (as needed)

	(
	Clear work surfaces

	(
	Communication equipment (telephones, switchboard)

	(
	Parking

	(
	Adequate ventilation and lighting

	(
	Restrooms

	Displays and Materials (Players and Controllers) 

	(
	Displays easily visible or accessible

	(
	Maps (regional, state, local, area, downtown, operational units)

	(
	Major events log, bulletin board, status boards, simulation plotting board

	(
	Easels, chart paper

	(
	Message forms

	(
	Pencils/paper

	(
	Name cards

	Beginning:

	(
	No-notice or scheduled (according to objectives)

	Briefing (short):

	(
	Objectives

	(
	Process

	(
	Time period portrayed

	(
	Ground rules and procedures

	Narrative:

	(
	Verbal, print, TV, computer, slides, or dramatization

	(
	Time-skips if needed

	Messages:

	(
	Large number (depends on scope)

	(
	Pre-scripted

	(
	Optional pre-scripted for adjusting flow

	Message Delivery:

	(
	Written

	(
	Phone

	(
	Other (verbal, speaker phone/radio, hand signals)

	(
	Simulators prepared for spontaneous message development

	(
	Standardized forms for written messages

	Strategies for Adjusting Pace:

	(
	Rescheduling

	(
	Adding/deleting messages

	(
	Misdirecting messages

	(
	Reassigning messages



Job Aid 3:  Full-Scale Exercise Planning Checklist:  Special Considerations

	Participants:

	(
	Controller(s)(sufficient to manage all event sites

	(
	Simulators (mock victims)(different age groups, body types, physical characteristics

	(
	Players (most functions, all levels(policy, coordination, operation, field)

	(
	Evaluators

	(
	Safety Officer

	Site Selection:

	(
	Adequate space for number of victims, responders, and observers.

	(
	Space for vehicles and equipment

	(
	As realistic as possible without interfering with normal traffic or safety

	(
	Credible scenario and location

	Scene Management:

	(
	Logistics (who, what, where, how, when)

	(
	Believable simulation of emergency

	(
	Realistic victims

	(
	Preparation of simulators to realistically portray roles

	(
	Number of victims consistent with type of emergency, history of past events

	(
	Types of injuries consistent with type of emergency, history of past events

	(
	Victim load compatible with local capacity to handle

	(
	Props and materials to simulate injuries, damage, other effects

	Personnel and Resources:

	(
	Number of participants

	(
	Number of volunteers for scene set-up, victims, etc.

	(
	Types and numbers of equipment

	(
	Communications equipment

	(
	Fuel for vehicles and equipment

	(
	Materials and supplies

	(
	Expenses identified (wages, overtime, fuel, materials and supplies)

	Response Capability

	(
	Sufficient personnel kept in reserve to handle routine non-exercise events

	Safety

	(
	Safety addressed through development

	(
	Each design team member responsible for safety in own discipline

	(
	Hazards identified and resolved

	(
	Safety addressed in pre-exercise briefing, simulator and evaluator packets

	(
	Each field location examined for safety issues

	(
	Safety officer designated, given authority

	Legal Liability

	(
	Legal questions of liability researched by local attorney

	Emergency Call-Off

	(
	Call-off procedure in place, including code word/phrase

	(
	Call-off procedure tested

	Media

	(
	Role of media addressed in planning, used as a resource to gain favorable exposure

	(
	Media and observers considered in logistical planning

	
	


Job Aid 4:  Basic Exercise Message Form

	< EXERCISE MESSAGE>

	
	TO:


	
	METHOD
	
	FROM:


	

	

	
	NO:


	
	TIME:
	

	

	CONTENT:  __________________________________________________________________

ACTION TAKEN:



Job Aid 5:  Functional Exercise Message Flow Planning

	Participating Agency/Organization

(List organizations above the columns below. Check the times when messages are scheduled for delivery to each organization.)



	(Enter Msg.# and Times Below)
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