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Player Handbook

Purpose

[This section describes the purpose of the handbook.]

The handbook provides the exercise players with information required to participate effectively in the exercise.  This information is also discussed at the player briefings/orientations conducted prior to the start of exercise play.  The players are free to ask questions concerning their roles and responsibilities and the rules of exercise play.

SCOPE

[Identify the scope and concept of play, key exercise assumptions, artificialities, and simulations, message preparation instructions, safety and security.  Adapt this example for your exercise.]
Exercise play begins on [insert day of the week, date, and time] and ends at approximately [insert day of the week, date and time] as determined by the exercise director.  Exercise play may end before this if the exercise director, lead controller, and evaluation team leader determine that all objectives and performance criteria (anticipated actions) have been sufficiently addressed that evaluators can complete their assessments.

[Note:  Often the scope addresses only the initial activities of the exercise.  (For example, it may state that “The exercise play will address the first 1½ hours of response activities following the full activation of the EOC.”)]

Concept of Play

The scenario will require full activation of the EOC at the time of the start of the exercise.  All personnel are required being in place, including:

[Insert the titles of all positions in the EOC that have been identified as participating in the exercise.]

Exercise Assumptions

[Modify he following assumptions to fit your exercise.]

· All participating agencies, departments, and organizations have in-place established emergency management plans, annexes, and procedures.

· These plans, annexes, and procedures contain mitigation, response, and recovery elements.

· Exercise players will respond in accordance with the existing plans, procedures, and policies.  In the absence of applicable plans, procedures, or policies, players will be expected to apply individual and/or team initiative to satisfy response requirements.

Exercise Assumptions (Continued)

· A multi-agency response to an emergency situation will be required to protect the community.

· To ensure effective response, EOC coordination of response activities will be required.

Exercise Artificialities

It is recognized that certain artificialities and constraints detract from exercise realism.  However, exercise players are to accept the following artificialities as a means of facilitating the accomplishment of the exercise objectives and performance criteria.

[Modify these Artificialities to fit your exercise.]

· The exercise will be played in real-time with the exception of the EOC being fully activated and staffed at the start of the exercise.

· Many of the alert, notification, and initial activation activities will not be a part of the exercise.

Exercise Simulation

[Modify this section to fit your exercise.]

Simulation during this functional exercise is required to compensate for non-participating organizations, individuals, and field units that would actually be deployed in a real-world response.  Although simulations may detract from exercise realism, the simulated incidents, (messages from and to simulated entities) provide the means to facilitate exercise play and provide for the testing of exercise objectives and performance criteria.

All persons, agencies, response units, and citizens of the community, and higher levels of government, will be represented by the exercise control/simulation team.  When players determine the need to deploy, recall, or otherwise task any resources, they must follow existing procedures and contact the appropriate individual(s) on the control and simulation team.  As the exercise is being played in a real-time environment, the control/simulation team will advise the players of information such as when the resource(s) arrives on site, the situation found upon their arrival, and so on.

Scenario Narrative

[This section includes weather information and all relevant background information that would be available to the exercise players at the start of the exercise.  Complete this section to meet the needs of your exercise.]

Player Procedures and Responsibilities

[Describe how the exercise will be conducted, including player procedures for beginning the exercise and ensuring play continues.  This should include the specific roles and responsibilities of the exercise players, their interaction with the control/simulation team and the evaluation team, and procedures for dealing with problems which may arise during the exercise.]

Safety and Security

[Describe the safety procedures, including safety concerns and point of contact on safety issues.  Provide an overview of security measures such as access control, site restrictions, badge procedures, and incident reporting related to the exercise participants.  You may also include the use of “This is an Exercise” at the beginning and end of written messages, voice communications over radios and telephones, etc.]

Communications

[Provide an overview of communications and information systems, including instructions for all players and information system personnel concerning the preparation, transmission, and handling of voice and recorded communications and traffic generated by the players.  Include a reference to the Exercise Communications Directory.]

Reporting

[Discuss data produced by players (e.g., staff duty logs, staff officer action logs/reports, minutes from staff meetings, and telephone conversation records).  Also discuss player responsibilities in the evaluation process.  (e.g., players are complete exercise evaluation forms (Narrative Summary) to record their comments about any action, event, strength, or weakness that was observed during the exercise, or if they are asked to comment on selected areas of exercise planning, execution, training, etc.)]

Administrative Systems

[Describe support provided to players such as copying, word processing, office supplies, and chart paper. Discuss set-up of room to conduct the functional exercise, including name tags, plans, SOPs, chart paper, office supplies, audiovisual equipment, and refreshments for participants, etc.]
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