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Preface

[Exercise Name] is sponsored by [Sponsor Agency]. This Controller and Evaluator (C/E) Handbook was produced with input, advice, and assistance from the [Exercise Name] exercise planning team, which followed the guidance set forth in the Federal Emergency Management Agency (FEMA), Homeland Security Exercise and Evaluation Program (HSEEP).

The C/E Handbook is a supplement to the [Exercise Name] Exercise Plan (ExPlan) and provides controllers and evaluators detailed information about the exercise scenario and their specific duties and responsibilities. Controllers and evaluators should refer to the ExPlan for basic information about the exercise, including participating agencies, schedules, briefings, and the responsibilities of various participants. The information in this document is current as of the date of publication, [Date], and is subject to change as dictated by the [Exercise Name] exercise planning team. 

The [Exercise Name] is an unclassified exercise. The control of information is based more on public sensitivity regarding the nature of the exercise than on the actual exercise content. This document is intended for the exclusive use of exercise controllers and evaluators only.
All exercise participants should use appropriate guidelines to ensure the proper control of information within their areas of expertise and to protect this material in accordance with current jurisdictional directives. Public release of exercise materials to third parties is at the discretion of [Your Agency Name] and the [Exercise Name] exercise planning team.

This page is intentionally left blank.

Handling Instructions

1.
The title of this document is [Exercise Name] Controller and Evaluator (C/E) Handbook.
2.
The information gathered in this C/E Handbook is For Official Use Only (FOUO) and should be handled as sensitive information not to be disclosed. This document should be safeguarded, handled, transmitted, and stored in accordance with appropriate security directives. Reproduction of this document, in whole or in part, without prior approval from [Sponsor Agency] is prohibited.

3.
At a minimum, the attached materials will be disseminated only on a need-to-know basis and when unattended, will be stored in a locked container or area offering sufficient protection against theft, compromise, inadvertent access, and unauthorized disclosure.

4.
For more information, please consult the following points of contact (POCs):
Agency POC:

[Name] 
[Title]
[Agency]
[Street Address]
[City, State ZIP]
[xxx-xxx-xxxx (office)]
[xxx-xxx-xxxx (cell)]
[e-mail]
Exercise Director:

[Name] 
[Title]
[Agency]
[Street Address]
[City, State ZIP]
[xxx-xxx-xxxx (office)]
[xxx-xxx-xxxx (cell)]
[e-mail]
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Chapter 1: General Information

Introduction

The [Exercise Name] is a drill designed to establish a learning environment for players to exercise emergency response plans, policies, and procedures as they pertain to a bioterrorism incident.  A drill is used to validate a single specific operation or function of a single agency/organization and can be used to practice/maintain skills. 

This Exercise Plan (ExPlan) was produced at the direction of the [Sponsor Agency] with the input, advice, and assistance of the [Exercise Name] planners. 

Confidentiality

The [Exercise Name] is an unclassified exercise. The control of information is based more on public sensitivity regarding the nature of the exercise than on the actual exercise content. Some exercise material is intended for the exclusive use of exercise planners, controllers, and evaluators, but players may view other materials deemed necessary to their performance. This ExPlan may be viewed by all exercise participants, but the Controller and Evaluator (C/E) Handbook is a restricted document intended for controllers and evaluators only.
All exercise participants should use appropriate guidelines to ensure the proper control of information within their areas of expertise and protect this material in accordance with current [Jurisdiction] directives.  Public release of exercise materials to third parties is at the discretion of [Your Agency] and the [Exercise Name] Planning Team.
Exercise Summary

General

The [Exercise Name] drill is designed to establish a learning environment for players to exercise emergency response plans, policies and procedures as they pertain to a bioterrorism incident.
Purpose

The purpose of this exercise is to evaluate player actions against current response plans and capabilities for a terrorist incident response.
Assumptions and Site Call-Down Instructions 

This section contains the basic instructions on how to conduct this drill using both a manual and automated call-down system.  These assumptions and instructions are derived from specific CDC guidance and should result in the necessary output for data collection. For more details, please see: Chan, Edward, et al. Working Paper: Operational Assessments for SNS Readiness.  Santa Monica: RAND Health, 2008.
Assumptions constitute the implied factual foundation for the exercise and, hence, are assumed to be present before the start of the exercise. The following general assumptions apply to the [Exercise Name]:
· Site call-down list to be tested. Jurisdictions may have different lists of sites that would be called in an emergency. Example site call-down lists may include EDSs and warehouse locations. Site call-down lists should be kept up-to-date, readily accessible, and usable. Jurisdictions should select one or more of these lists for use during this site call-down drill.

· No-notice/no-availability drill. To collect the best possible performance metrics, site call-down drills should not involve prior notice to those being called; however, the drills need not require actually making the site available for use by the health department. 

· No-notice. Given that the purpose of the assessment is to estimate the percentage of the sites on the calling list that are reachable and available on a given day, we recommend the drill be conducted on a no-notice basis. At most, only the players who are required to initiate the site call-down procedure should be notified of the drill, but even they need not be warned beforehand. If using an automated calling system, only players who must activate the automated system need to be notified.
· No site activation required. To reduce the burden associated with gathering performance metrics, sites on the call-down list are not required to actually make their site available for use by the health department.
It is critical that this message [No site activation required] is conveyed to the contacts receiving the site activation call.
· Calling equipment. Players should have access to all calling equipment and any call response monitoring technology that would be used during a real emergency in order to track the call responses received.
· Automated calling system. Jurisdictions using automated calling systems should collaborate with the provider of their calling system to perform the site call-down drill.
· Manual calling system. Jurisdictions using manual calling systems should run the drill using the same equipment and facilities that would be used during a real emergency. If this is not practical, the drill should be conducted using equipment and facilities that are as similar as possible.

· Response method. Jurisdictions should determine the method by which sites on the call-down list will acknowledge receipt of the call-down message and report their ability to make their site available.
Automated calling system

· If an automated response function is available. Sites on the call-down list should follow the instructions of the automated calling system to acknowledge receipt of the call-down message and report whether or not they are able to make their site available. Typically, persons called can enter a number on their phone after a prompt.
· If an automated response function is not available. Upon being called, sites on the call-down list should acknowledge receipt of the call-down message and report their ability to make their site available. The response can be in the form of an e-mail, phone call, or text message to a phone number specially designated for this purpose. Another option is to set up a call center to receive responses. Only responses received within a predetermined amount of time should be recorded for use in the performance metrics.
Manual calling system

· During successful phone calls, the caller can manually record receipt of the call-down message and the ability of each site on the call-down list to make their site available.
· Protocol for non-respondent follow up. For the purposes of this drill, the following non-responses indicate that the site on the call-down list has not acknowledged receipt of the call-down message:

• Busy signal

• No answer

• Voicemail

• Wrong person answering but correct person is unavailable

• Wrong number.

Jurisdictions should determine the protocol for how callers or automated calling systems should handle non-responses.

Target Capabilities

The National Planning Scenarios (NPS) and the establishment of the National Preparedness Priorities have steered the focus of homeland security toward a capabilities-based planning approach. Capabilities-based planning focuses on planning under uncertainty, since the next danger or disaster can never be forecast with complete accuracy. Therefore, capabilities-based planning takes an all-hazards approach to planning and preparation which builds capabilities that can be applied to a wide variety of incidents. States and Urban Areas use capabilities-based planning to identify a baseline assessment of their homeland security efforts by comparing their current capabilities against the Target Capabilities List (TCL) and the critical tasks of the Universal Task List (UTL). This approach identifies gaps in current capabilities and focuses efforts on identifying and developing priority capabilities and tasks for the jurisdiction. These priority capabilities are articulated in the jurisdiction’s homeland security strategy and Multi-Year Training and Exercise Plan, of which this exercise is a component of.
The capabilities listed below have been selected by the [Exercise Name] planning team from the priority capabilities identified in [Jurisdiction]’s Multi-Year Training and Exercise Plan. These capabilities provide the foundation for development of the exercise objectives and scenario, as the purpose of this exercise is to measure and validate performance of these capabilities and their associated critical tasks. 

List the Target Capabilities you’ll be exercising.  These are derived from the Department of Homeland Security’s Target Capabilities List.  This can be downloaded at https://www.llis.dhs.gov. 
· Mass Prophylaxis
Exercise Objectives
The [Exercise Name] exercise planning team selected objectives that focus on evaluating emergency response procedures, identifying areas for improvement, and achieving a collaborative attitude. This exercise will focus on the following objectives:

This is a list of sample objectives that apply to this exercise.  Drills traditionally have 1 to 3 specific objectives.  
Site Call-Down.  Ability to contact and ensure facilities are available for emergency response functions.
1. Measure the time needed for the jurisdiction to contact owners or managers of Emergency Dispensing Sites during a biological terrorism incident, in accordance with MOUs.

2. Measure the time needed for the jurisdiction to receive access confirmation from owners or managers of Emergency Dispensing Sites during a biological terrorism incident, in accordance with MOUs.

3. Measure the percentage of sites that are available for use during a biological terrorism incident, in accordance with MOUs.

Exercise Participants
Combining the functions of the Controller and Evaluator is encouraged for this exercise.   In some cases, the Exercise Director will also assume the roles of Controller and Evaluator. 
The following are the categories of participants involved in this exercise; for purposes of this site call-down drill, participants include the following:

• Players. Players are the personnel who do the calling during the exercise. The players in the exercise should be the people who would do the calling in a real emergency.
Check the MOU(s) with EDS host facilities to verify the appropriate people are sending and receiving the site activation call.
• Exercise Director/Controller/Evaluator.  This position has the overall responsibility for planning, coordinating, and overseeing all exercise functions.  He/she monitors the status of play and the achievement of the exercise design objectives. 

They declare when the drill starts and ends and manage the flow of the drill. This is the only participant who will provide information or direction to the players. However, because the drill focuses on the collection of time-based metrics, they should not intervene in timed activities while the drill is in progress. 
He/she is responsible for timing the overall drill, gathering individual call data collection sheets, computing metrics, and taking notes to identify areas for improvement.  

For an automated calling system. He/she should remain unobtrusive and not intervene with player action.  

For a manual calling system. He/she should not intervene with player action. Ideally, the evaluator should be able to listen in on the calls that the players make
Exercise Implementation And Rules
· The Exercise Director/Controller will initiate exercise play by transmitting the initial message via the call down system of their choice.

· The decision to conclude the exercise will be determined by the Exercise Director/Controller based upon the completion of operations and attainment of the exercise objectives.

· Exercise participants will comply with real-world response procedures, unless otherwise directed by control staff.

· All communications (written, radio, telephone, etc.) made during the exercise will begin and end with the phrase, “This is a drill.”

· “Real-World Emergency” will be the designated phrase that indicates there is an emergency in the exercise area requiring immediate attention that may or may not stop exercise play.
Chapter 2: Scenario and Supporting Data
Exercise Scenario
After a recent resurgence in terrorist activity in the Middle East, credible intelligence at home and abroad has projected the possibility of a terrorist attack on U.S. soil.  Over the course of recent months successful terrorist attacks have taken place in Mumbai, India and St. Petersburg, Russia.  During a raid on a terrorist safe house in London, materials used to cultivate biological weapons were seized.  

Intelligence and Health Care Communities have heightened awareness and surveillance measures in and around major U.S. cities as the summer tourist season comes into full swing.  Reliable intelligence points to the possible formation of an active terrorist cell in the greater northeast region, posing a direct threat to the cities of [City, City, Your Town/City] and their surrounding communities.

A white powder incident in [Your Town/City] is confirmed by the State Lab as Anthrax.  Mass prophylaxis is needed to treat those exposed within 48 hours.  [Your Town/City] has deployed resources and decided to open an initial Emergency Dispensing Site (EDS) at [name of an EDS] at [EDS address].  

Major Events
· A white powder incident in [Your Town/City] is confirmed by the State Lab as Anthrax.  Mass prophylaxis is needed to treat those exposed within 48 hours.  
· [Your Town/City] has deployed resources and decided to open an Emergency Dispensing Site (EDS).  The order has just been sent out to activate the appropriate EDS.

Chapter 3: Controller Information and Guidance
Exercise Control
Exercise Start, Suspension, and Termination Instructions

The [Exercise Name] will be conducted on [Date], beginning at [Time]. Exercise play is scheduled for [Exercise Duration] or until the Exercise Director/Controller determines that the exercise objectives have been met. The Exercise Director/Controller will announce the start of the exercise. The Exercise Director/Controller will announce any exercise suspension or termination and will instruct participants to stop in place safely.
If an actual emergency occurs, the exercise may be suspended or terminated at the discretion of the Exercise Director/Controller, depending on the nature of the incident. The designated emergency phrase in case of a medical emergency is “Real-World Emergency.” 
Controller Responsibilities
Controller Package

Controllers and evaluators will be issued their exercise materials at the Controller and Evaluator Briefing. The controller package will consist of the ExPlan and C/E Handbook, and other exercise tools (e.g., MSEL, CDC Data Collection and Scoring Metrics) as determined is necessary. 
Scenario Tools

The Master Scenario Events List (MSEL) outlines benchmarks, as well as injects that drive exercise play. It also details realistic input to the exercise players as well as information expected to emanate from simulated organizations (i.e., those nonparticipating organizations, agencies, and individuals who would usually respond to the situation). For the purpose of this drill, the MSEL will not contain injects, but instead will only contain anticipated actions of the players.
Communications Plan 

Do not delete the blue box.

   
All spoken and written communication will start and end with the statement, “This is a Drill.”
Player Communications

Players will use routine, in-place agency communication systems. Additional communication assets may be made available as the exercise progresses. The need to maintain capability for a real-world response may preclude the use of certain communication channels or systems that would usually be available for an actual emergency incident. In no instance will exercise communication interfere with real-world emergency communications. 
See Appendix B: Standard Script for Calls for an outline of the recommended script for calling. 

Controller Instructions
Before the Exercise

· Review this document as well as the appropriate emergency plans, procedures, and protocols.

During the Exercise

· Observe and record exercise artificialities that interfere with exercise realism. 

· Begin and end all exercise communications with the phrase, “This is a drill.” This precaution is taken so anyone overhearing the conversation will not inadvertently mistake exercise play for an actual emergency.

· Terminate the exercise when all objectives have been met or enough time has elapsed for objectives to have been demonstrated.
Assessment, Review and Analysis of Exercise
Controller and Evaluator Debriefing

During the debriefing controllers, evaluators, and selected exercise participants will discuss their observations of the exercise to clarify actions taken during the exercise. Evaluators should take this opportunity to complete their Exercise Evaluation Guides (EEGs) as well as the CDC specific data collection sheets for submission to the lead evaluator as well as begin the analysis process outlining the issues to be included in the After Action Report (AAR).

Evaluations

All evaluations are preliminary and may be revised based on information from other evaluators, controllers, or players. If an evaluator or controller did not observe specific aspects of an organization’s performance, exercise players may be asked to comment. These aspects should be indicated in the evaluation as being provided by players.
After Action Conference

The After Action Conference is a forum for jurisdiction officials to hear the results of the evaluation analysis, validate the findings and recommendations in the draft AAR, and begin development of the IP. The After Action Conference will be held at [Location] on [Date], beginning at [Time]. 
Exercise Report
An exercise AAR/IP will be prepared to document evaluation of overall exercise performance. This AAR/IP will cover the schedule, scenario, players’ activities, evaluations, issues, opportunities, and best practices. The AAR will contain the following:

· A brief summary with introductory and general statements noting exercise scope, purpose, objectives, players, and an overall performance assessment

· Assessments for each capability observed

· Issues and recommendations as suggested by controller, evaluator, or player comments
A draft AAR will be provided to participating organizations for comment before the After Action Conference is held.
Chapter 4: Evaluator Information and Guidance
General Information
The goal of exercise/event evaluation is to validate strengths and identify improvement opportunities for the participating organization(s). In [Exercise Name], evaluation will attempt to validate plans, procedures, and protocols of [Jurisdiction] and the participating agencies, and determine their level of capability in regard to the exercised Target Capabilities. Validation attempts to answer the questions: 

· Were established plans, procedures, and protocols followed during the exercise? 

· Did the agencies do what they said they were going to do?

· Were the plans, procedures, and protocols effective?

· What level of capability do the plans, policies, and procedures establish?
This is accomplished by: 

· Observing the event and collecting supporting data.

· Analyzing the data to compare performance against expected outcomes.

· Determining what changes need to be made to the procedures, plans, staffing, equipment, communications, organizations, and interagency coordination to ensure expected outcomes. 
The evaluation results will serve as an opportunity to identify ways to build on strengths and improve capabilities. Since jurisdictions are testing new and emerging plans, skills, resources, and relationships in response to a changed homeland security environment, every exercise or event can be expected to result in multiple findings and recommendations for improvement.
Exercise Evaluation
[Exercise Name] uses the EEGs formulated by DHS and the evaluation methodologies established in HSEEP as the guide for conducting all exercise evaluation.  Evaluators will also use the prescribed CDC data collection and scoring metrics tools. 
The CDC Data Collection and Scoring Metrics is a separate document and is provided in the MDPH, Emergency Preparedness Bureau EDS Toolkit.
After Action Report and Improvement Plan

The AAR/IP will be organized by capability, with a section of the AAR/IP being devoted to each of the exercised capabilities. For each capability and sub-ordinate activity, the Lead Evaluator will provide an assessment of how well the executing agency or personnel performed, to include best practices and areas for improvement. Specific issues and observations will be identified for each capability and activity, and recommendations for resolving issues will be provided, based on the input of the controllers, exercise planners, and evaluators.
Exercise Evaluation Guides

The content for the AAR/IP will be drawn from the EEGs. Each evaluator will be provided with an EEG that will provide specific guidance on what data to collect during the exercise, how to record it, and how to analyze it prior to submission to the Lead Evaluator. The Lead Evaluator and his/her counter-part Lead Controller will compile all evaluator submissions into the first working draft of the AAR.  
Each EEG provides a list of sub-ordinate activities and tasks that players are expected to perform during the exercise in order to demonstrate the given capability. These tasks, drawn primarily from the Universal Task List (UTL) and the Target Capabilities List (TCL), will be divided into Critical Tasks (those tasks that are required in order to demonstrate the capability) and Supporting Tasks (those tasks that enhance performance, but are not required). The observations of the evaluators regarding the level of performance of these tasks will inform the performance ratings assigned by the Lead Evaluator in the AAR/IP.
Suggested Exercise Evaluation Guides (EEGs) for this drill are provided in the MDPH, Emergency Preparedness Bureau EDS Toolkit.
Evaluator Responsibilities

Evaluators document the player performance using EEGs as well as information obtained during the Player Hotwash. The evaluations, documentation, Hotwash, and debriefing discussion(s) provide important information that substantiates exercise/event conduct and performance. An AAR will be written that summarizes the overall results of the exercise and provides a comprehensive assessment of the capabilities and plans that were demonstrated. Specific evaluator activities include the following.  Before the exercise:

· Review the appropriate plans, procedures, and protocols.

· Attend required Evaluator Training and other briefings.

· Review the EEGs and other supporting material for your area of responsibility.

· Review CDC specific data collection and scoring metrics sheets

During the exercise, the evaluators’ primary duty is documenting player performance. After the event, that data will be used to determine whether the exercised capabilities and plans were effectively implemented or demonstrated and to identify strengths and improvement items.
Data Collection

In this section you will see the specific CDC guidance on data collection activities that should take place during and after the drill.  These instructions must be followed in order to accurately assess the jurisdiction’s site call-down capability.  The CDC Data Collection and Scoring Metrics is a separate document and is provided in the MDPH, Emergency Preparedness Bureau EDS Toolkit.
Data collection responsibilities depend on the calling system used. For an Automated Calling System, the drill evaluator is responsible for all data collection and analysis.  Most Automated Calling Systems have the capacity to generate reports detailing the results of the call-down.  The drill evaluator is responsible for extrapolating the following information from the report:
1. Recording the drill information, including date and location of drill, number of players, etc. (see Excel-based data collection spreadsheet).

2. Recording the following process time stamps (to the hour and minute):

a. When the automated system begins contacting sites on the call-down list

b. When the automated system completes contacting sites on the call-down list

c. When all sites have acknowledged receipt of the call-down message and reported their ability to make their site available by a pre-determined target time, or a predetermined amount of time has passed.

3. Computing the performance metrics after the drill.
For jurisdictions using a Manual Calling System, the players will record data that must be collected by the evaluators in the post-exercise period.  The players (callers) are responsible for:

1. Recording the following time stamps (to the hour and minute):

a. When the player begins contacting sites on the call-down list

b. When the player completes contacting sites on the call-down list

2. Recording for each site on the call-down list:

a. Whether the site acknowledged receipt of the call-down message

b. Whether the site reported being able to make their site available by the target time

The drill evaluator is responsible for:

1. Recording the drill information, including date and location of drill, number of players, etc. (see Excel-based data collection spreadsheet).

2. Gathering the data collection spreadsheets from each player.

3. Computing the performance metrics after the drill.
Evaluator Package

Evaluators will receive their materials for review prior to the exercise. The evaluator package contains the ExPlan, C/E Handbook, EEGs, CDC Data Collection and Scoring Metrics and other items as necessary. Evaluators should bring the package to the event. Evaluators may reorganize the material so the information critical to their specific assignment is readily accessible.
Evaluator Training Briefing

This briefing will assist in preparing evaluators for performance of their functions. It will include a detailed review of event activities. This briefing is the time for evaluators to ask questions and ensure they completely understand their roles and responsibilities. 
Evaluator Instructions and Guidelines
Evaluation Basics

Remember, your experience and expertise are your most important tools. Experienced evaluators use the following techniques for effective evaluation:

· Use the EEGs to confirm that evaluation objectives are met and focus on Critical Tasks
· Follow the above mentioned data collection and scoring protocol 

· Take detailed notes concerning significant activities observed, including the time they were initiated and/or completed

What to Look For

Individuals preparing the evaluation report will analyze the results provided by all evaluators to achieve an integrated evaluation of the exercised plans and capabilities. Potential areas you should focus on to assist in that analysis include the following:

· Timeliness in actions

· Communication among players and organizations

· Plans or procedures that affect player efforts

· Equipment issues in relation to player efforts
Post-Exercise Activities

Below you will see the specific CDC guidance on data collection activities that should occur after the drill is completed.  These instructions must be followed in order to accurately assess the jurisdiction’s site call-down capability. 
The Lead Evaluator or Exercise Director/Controller will notify you when the evaluation of the event has been suspended or terminated. The evaluation will be terminated when the Exercise Director/Controller determines that all objectives have been met or enough time has elapsed for objectives to have been demonstrated.
After the drill, evaluators should compute the following performance metrics from this drill, either by hand or using the Excel-based data collection spreadsheet that computes the metrics automatically. 
Site call-down completion time. The amount of time required to call all sites on the site call-down list.
Acknowledgement completion time. The amount of time required to receive acknowledgements from all sites, confirming receipt of the call-down message. Because even one late response can skew this metric, percentile times should also be reported: (a) the time for 50% of acknowledgments to be received, and (b) the time for 75% of acknowledgments to be received. 

Acknowledgement percentage. The percentage of sites that acknowledged receipt of the call-down message regardless of ability to make their site available, out of all sites on the call-down list. This is calculated by counting the number of sites that acknowledged receipt of the call-down message and dividing it by the total number of sites on the call-down list.

Acknowledgment Percentage =   





       (# Sites on the Call -Down List)

(# Sites that Acknowledged Receipt of the Call -Down Message)

Availability percentage. The percentage of sites on the call-down list that reported being able to make their site available by the target time.


Availability Percentage =        

 (# Sites on the Call -Down List)

(# Sites that Reported Being Able to Make Their Site Available by the Target Time)
Assessment, Review and Analysis Of Exercise
Controller and Evaluator Debriefing

During the debriefing controllers, evaluators, and selected exercise participants will discuss their observations of the exercise in an open environment to clarify actions taken during the exercise. Evaluators should take this opportunity to complete their EEGs for submission to the lead evaluator as well as begin the analysis process outlining the issues to be included in the AAR.
Evaluations

All evaluations are preliminary and may be revised based on information from other evaluators, controllers, or players. If an evaluator or controller did not observe specific aspects of an organization’s performance, exercise players may be asked to comment. These aspects should be indicated in the evaluation as being provided by players.
After Action Conference

The After Action Conference is a forum for jurisdiction officials to hear the results of the evaluation analysis, validate the findings and recommendations in the draft AAR, and begin development of the IP. The After Action Conference will be held at [Location] on [Date], beginning at [Time]. 
Exercise Report
An exercise AAR/IP will be prepared to document evaluation of overall exercise performance. This AAR/IP will cover the schedule, scenario, players’ activities, evaluations, issues, opportunities, and best practices. The AAR will contain the following:

· A brief summary with introductory and general statements noting exercise scope, purpose, objectives, players, and an overall performance assessment

· Assessments for each capability observed

· Issues and recommendations as suggested by controller, evaluator, or player comments
A draft AAR will be provided to participating organizations for comment before the After Action Conference is held.
Appendix A: Master Scenario Events List (MSEL)

Table A.1 [Exercise Name] MSEL
	[Exercise Name]
 [Date]
MASTER SCENARIO EVENTS LIST (Summary)

	Event #
	Optional
	Event
Time
	Event
Description
	Responsible Controller
	Recipient Player(s)
	Expected Outcome

of Player Action

	
	
	[Time]
	STARTEX
	
	
	

	01
	
	[Time]
	[City, Town, Coalition] initiates site call-down drill
	[Name, Position]
	[City, Town] Public Health Department
	Call-down ensues

	02
	(Only applicable for Manual Call Down)
	[Time]
	Player 1 makes call
	[Name, Position]
	EDS host facility 1
	EDS host facility manager responds   

	03
	(Only applicable for Manual Call Down)
	[Time]
	Player 1 makes call
	[Name, Position]
	EDS host facility 2
	EDS host facility manager responds   

	04
	(Only applicable for Manual Call Down)
	[Time]
	Player 1 makes call
	[Name, Position]
	EDS host facility 3
	EDS host facility manager responds   

	05
	(Only applicable for Manual Call Down)
	[Time]
	Player 1 makes call
	[Name, Position]
	EDS host facility 4
	EDS host facility manager responds   

	06
	
	[Time]
	[City, Town, Coalition] terminates site call-down drill 
	[Name, Position]
	[City, Towns] Public Health Department
	Call-down is completed

	07
	
	[Time]
	ENDEX
	
	
	


This sample MSEL should be expanded or contracted as needed to fit the number of EDS in your site call-down drill.

Appendix B: Standard Script for Calls

Callers and automated calling systems should use a standard script to ensure accuracy and consistency of messages and to ensure that time estimates taken from the drill reflect the pace of activity in a true emergency. 

The script should: 1) clearly state that this is a drill; 2) assess ability to make their site available (by a hypothetical time); and 3) in the case of a calling tree, provide instructions for further calls.
The ‘hypothetical time’ should reflect a realistic approximation of the time needed to prepare a host facility for the receipt of response staff and supplies.  
Sample Call-Down Script

· This is a site call-down drill being conducted by [Jurisdiction]. Your site is on [Jurisdiction]’s list of facilities that may be used in an emergency. If this were a real emergency, you would be asked to make your site available for use by [Jurisdiction]’s health department.
· Are you prepared to make your facility available by [the designated time]? (Yes/No)
· Again, this is only a drill. There is no need for you to make your site available as a result of this call.
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