Instruction and Guidance for Conducting a Functional Exercise
The Toolkit’s EDS Functional Exercise will provide your jurisdiction with the documents needed to conduct and evaluate the Communications and Onsite Incident Management capabilities, in the context of an EDS activation.  Functional exercises involve rapid decision making and the simulated deployment of resources and personnel, however, no actual response activities will take place.  The simulated environment allows participants to focus on command and control, communications and the implementation of policies and procedures, without actually deploying resources.  

Exercise Participants.  In order to meet the exercise objectives, the control staff will play an active role, delivering injects, guiding the pace of play and creating a simulated environment.  Control staff should be positioned at the EOC, EDS and the Simulation Cell (SimCell) and may be in regular contact with each other for coordination purposes.  For a recommended roster of Controller and Evaluator assignments, please see Appendix D of the Controller/Evaluator (CE) Handbook.  Further instructions and control specifics are included in the CE Handbook.  Please note that the SimCell staff is addressed below in the “Exercise Simulation” section.

Evaluators should also be located at the EOC, EDS and the SimCell.  Each evaluator should receive an Exercise Evaluation Guide (EEG) which outlines specific activities and tasks to be evaluated.  There will be no actual deployment of resources; therefore the evaluators will derive the majority of their observations from audible cues.  Players will receive communications instructions in the Player Information Handout.  Further instructions and evaluation specifics are included in the Controller/Evaluator Handbook.  

Suggested players include: 
EDS Staff
· EDS Manager

· Safety Officer

· Liaison Officer

· Public Information Officer

· Operations Section Chief

· Logistics Section Chief

· Planning Section Chief

· Finance and Administration Section Chief

EOC Staff

· Emergency Manager

· Public Health Representative
· Law Enforcement Representative
· Public Works Representative
· VOAD Representative
· Town PIO

· Fire Representative
· EMS Representative
These are only recommendations.  Your plans may call for the EDS staff assuming multiple roles (e.g. PIO and Liaison Officer are combined) and your EOC may require a different composition. 

Preparing your Participants.  All participants should receive a briefing, prior to exercise play.  This includes a Player Briefing, Observer/VIP Briefing and Controller/Evaluator Briefing.  Templates for these briefings may be found in the MDPH EDS Toolkit.  All participants should receive the Exercise Plan (ExPlan).  In accordance with HSEEP Volume I, the ExPlan, “addresses exercise objectives and scope, and assigns roles and responsibilities that must be carried out for successful exercise execution. The ExPlan does not contain detailed scenario information, such as the hazard to be employed.” This document will serve as the primary source of information for your players; the Player Information Handout will supplement the ExPlan.  Templates for the ExPlan and Player Information Handout are included in the MDPH EDS Toolkit. 
The Controllers and Evaluators Briefing should take place the day before [or prior to] the exercise, in order to provide enough time for preparation.  At this briefing they should receive instruction and guidance for fulfilling their roles during exercise play.  They will also receive a CE Handbook and the EEGs; the CE Handbook which will serve as their primary source of instructions and guidance.  Both of these documents are for limited distribution: players should not have access to their content.

In order to maximize exercise play, you may provide a list of suggested read-ahead materials.  Read-ahead materials might include:
· MDPH EDS Planning, Management and Operations guidance (or at minimum, the sections and checklists that apply to their field of expertise)

· Your town or city’s Comprehensive Emergency Management Plan (CEMP)

· Any other plans, policies or procedures that are applicable to this type of emergency
Exercise Logistics.   The simulated deployment of resources and personnel provides an exercise environment that is complex, yet economical.  To conduct this exercise you will need separate room space to house the EDS staff, the EOC staff and the SimCell.  Ideally, each room should be equipped with the resources that would be present during a real activation/response.  If possible, the EOC staff should operate in the actual EOC and the EDS staff should operate out of an actual EDS, however these environments may be simulated.  The following items are suggested for the rooms:

· Multiple Telephone Lines
· Fax Machine

· Radios
· Computers

· Whiteboard

· Tables/Chairs

· Table Tents

· Relevant Documents

Exercise Documents. As mentioned above, the critical documentation has already been developed in template form and is ready for application.  This includes the following:

· Exercise Plan

· Master Scenario Events List

· Controller/Evaluator Handbook

· Exercise Evaluation Guides

· Player Information Handout

· Player Briefing

· Observer/VIP Briefing

· Controller/Evaluator Briefing

· Player Hotwash

· Controller/Evaluator Debriefing 

All of these documents have been developed to fit this specific EDS Functional Exercise; however they may be further customized to fit the needs of your jurisdiction.  An important document used during the exercise will be the Master Scenario Events List (MSEL).  The MSEL is a “chronological timeline of expected actions and scripted events that controllers inject into exercise play to generate or prompt player activity” (HSEEP Vol. I).  This document provides fifty expected actions and events for your use; however it should be modified to fit your town or city’s plans.
Exercise Simulation.  To replicate an EDS activation, the exercise will use scripted events and a Simulation Cell (SimCell).  The SimCell serves as a surrogate for agencies and individuals.  The SimCell should be staffed by people who are familiar with the plans, policies and procedures of the participating entities.  Here is a list of recommended agencies and individual for your SimCell:

· Media

· Mayor or Town Manager’s Office

· Neighboring Towns

· MEMA Regional EOC

· Service Branch Chief

· Support Branch Chief

· Procurement Unit Leader

· Patient Flow/Clerical Branch Director

· Patient Care/Clinical Branch Director

· Transport Branch Director

· Security Branch Director
It is important to note that an individual controller or simulator may assume the role of more than one position or agency.  This should reduce the amount of personnel you will need to staff the SimCell.  IMPORTANT NOTE: If you cannot garner the participation of your EOC, it may be simulated in the SimCell.

Exercise Communications.  The radio channels, phone numbers, email addresses, fax numbers and addresses being used in this exercise should be fictional and for exercise purposes only.  All communications during exercise play should be between exercise participants.  Players should NOT contact outside/non-participating agencies or individuals.  Two important rules for communicating during a functional exercise are:
· Begin and end all communications with: “This is an exercise”.
· When contacting another player or the SimCell: players and simulators should identify the position/agency they are trying to reach, as well as the position or agency they represent.  This will allow the evaluators the opportunity to capture what is occurring.
This is a diagram of the communications flow for this particular exercise:
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Your Resources.  Planners are encouraged to contact your Regional Coordinator, the MPDH Exercise and Training team, as well as the MPDH Strategic National Stockpile team for assistance.
________________________________________________________________________
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