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[bookmark: _Toc6853844]
How To Use This Template
[Bracketed italicized text is meant to be instructional and to be removed before finalization]
[Bracketed unitalicized text are examples that should be edited and used for the final plan.]
Plain text can remain in your final plan. 

This template has been developed as part of the Resilient Children/Resilient Communities Initiative (RCRC), a partnership between the National Center for Disaster Preparedness at Columbia University’s Earth Institute (NCDP) and Save the Children (STC) funded by a grant from GSK.

This Player Handbook was produced with input, advice, and assistance from the exercise planning team, which followed the guidance set forth in the Federal Emergency Management Agency (FEMA), Homeland Security Exercise and Evaluation Program (HSEEP). The planning team was composed of key community stakeholders including local emergency management, law enforcement, the regional childcare resource and referral agency, and after school program providers.
This guide carefully considers the questions developed to provide productive discussions among the participants and outlines those areas which will be relevant for a successful outcome of the exercise. This exercise is tangible evidence of the commitment of all participating entities to ensure public safety through collaborative partnerships that will prepare the Players to be a prepared and resilient community, and proactively address the specific needs of children in their community in the event of an emergency or disaster.
This is an unclassified exercise. Some exercise material is intended for the exclusive use of exercise planners, facilitators, and evaluators, but participants may view other materials deemed necessary to their performance. 
Resilient Children / resilient communities initiative 
For Official Use Only (FOUO)
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[bookmark: _Toc315980920][bookmark: _Toc457476093][bookmark: _Toc6853845]Handling Instructions
1.	The title of this document is Resilient Children / Resilient Communities Initiative -EXPLAN
2.	The information gathered in this document should be handled as sensitive, For Official Use Only (FOUO) 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 of the [enter jurisdiction and applicable authorizing departments] 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):
	[Enter POC]
	[Enter POC]

	[Enter POC]
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Exercise Agenda


 
	10:00 AM 
	Opening Remarks


	
10:20 AM
	
Exercise Overview
Scope, Purpose Objectives
Assumptions
Facilitation/Evaluation Overview

	
10:30 AM 
	
STARTEX - Module 1: Hours 0-1 

	
11:15 AM 
	
Module 2: Hours 2-24

	
12:00 PM
	
Lunch

	
12:45 PM
	
Module 3: Hours 72+

	
1:30 PM
	
ENDEX - Debrief

	 
2:00 PM
	
Adjourn
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Introduction
[bookmark: _Toc315980924][bookmark: _Toc457476097][bookmark: _Toc6853849]Purpose
[bookmark: _Toc315980925]The purpose of this exercise will be to test plans and communication protocols for [enter locale] in response to a disaster requiring evacuation and/or shelter-in-place of child-serving institutions. 

This exercise will explore intra-sector plans as well as cross-sector coordination for child-serving institutions and county agencies/organizations that would be part of the response. 

This exercise will have focus on meeting the unique needs of children, including those with special needs.
[bookmark: _Toc6853850]Exercise Date/Location
[enter date]
[enter location]

[bookmark: _Toc457476098][bookmark: _Toc6853851]Scope/Limitations
[bookmark: _Toc315980926][bookmark: _Toc254688824][bookmark: _Toc254689112][bookmark: _Toc255570718]The primary scope of the exercise will be on the aspects of response and recovery that impact child-serving institutions. 

This includes institutions that work directly with children as well as those whose actions will impact child-serving institutions. 

This exercise will also be limited in scope to what is under the control of [enter applicable jurisdiction] in the response and recovery phases.
[bookmark: _Toc457476099][bookmark: _Toc6853852]Assumptions
During this exercise, the following assumptions apply:
· The scenario is plausible, and events occur as they are presented
· There are no “hidden agendas” or trick questions
· All Players receive information at the same time
· Departments and organizations not represented at the table are assumed to be cooperating and supporting the response using their standard procedures and policies
· Discussions that occur during this exercise are not necessarily precedent setting

[bookmark: _Toc315980927][bookmark: _Toc457476100]

[bookmark: _Toc6853853]Exercise Objectives
The objectives of this exercise are:

1. Demonstrate that evacuation and/or shelter-in-place plans are developed and operational among child-serving organizations
2. Ensure the effectiveness of communications systems/processes within sectors as well as across sectors
3. Ensure that children with special needs are able to be accommodated with existing response plans
4. Identify existing partnerships and determine new partnerships and/or formalization process to be pursued in ongoing planning efforts
5. Explore issues related to long-term recovery of children after a disaster, and the status of existing plans to meet these needs
[bookmark: _Toc6853854][bookmark: _Toc315980928][bookmark: _Toc457476101]Participants Roles and Responsibilities
The term participant encompasses many groups of people, not just those playing in the exercise. Groups of participants involved in the exercise, and their respective roles and responsibilities, are as follows:
· Players.  Players are personnel who have an active role in discussing or performing their regular roles and responsibilities during the exercise.  Players discuss or initiate actions in response to the simulated emergency.
· Facilitators.  Facilitators manage exercise discussions, direct the pace of the exercise, provide key data to players, and may prompt or initiate certain player actions to ensure exercise continuity.  In addition, they issue exercise material to players as required, monitor the exercise timeline, and supervise the safety of all exercise participants.
· Evaluators.  Evaluators evaluate and provide feedback on a designated functional area of the exercise.  Evaluators observe and document performance against established capability targets and critical tasks, in accordance with the Exercise Evaluation Guides (EEGs).
· Observers.  Observers visit or view selected segments of the exercise.  Observers do not play in the exercise, nor do they perform any facilitation or evaluation functions.  Observers view the exercise from a designated observation area and must remain within the observation area during the exercise.  
· Support Staff.  The exercise support staff includes individuals who perform administrative and logistical support tasks during the exercise (e.g., registration, catering).


[bookmark: _Toc6853855]Exercise Staff
Facilitators			[Enter Exercise Director]
				


Evaluators			[Enter evaluators]
				
				

Support Staff		[Enter support staff]

[bookmark: _Toc315980929][bookmark: _Toc457476102]Observers			[TBD]
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[bookmark: _Toc457476103][bookmark: _Toc6853857]Exercise Structure
The Exercise will be conducted in a large room with individual tables organized by sector. Sectors are defined as:
· Schools
· Child-Care Centers
· After-School Programs
· Public Health/Healthcare
· Emergency Management/First Responders
· State Agencies
· Other Participants

The exercise will be conducted in three modules. The first two modules will simulate different phases of response, and the third module will simulate recovery related issues. Each module will consist of 
1) The presentation of the scenario and discussion questions
2) A small group (table) conversation about the discussion questions, and finally 
3) Each table will report out their major discussion points to the full group. A Lead 
Facilitator will present the scenario elements and discussion questions and will facilitate the large group report out. For small group discussions, each table will have an assigned facilitator and evaluator to support and record major discussions. 
[bookmark: _Toc315980931][bookmark: _Toc457476104][bookmark: _Toc6853858]Safety and Security
The following guidelines are in place to ensure the safety and security of all exercise participants:
· Begin and end all external communications with “This is an Exercise”
· Real world events will be identified by the phrase “Real World”
· Exercise may be terminated for real world emergencies
· Communicate any real world safety/security issues to the nearest exercise facilitator/evaluator
· Real world emergency information will be communicated through the exercise facilitator/evaluators
· Panic and aggression are not part of the exercise today
· Any act of aggression will be considered a real-world threat
· Weapons Policy:
· No weapons of any kind are allowed in the exercise area. The presence of any weapon will be considered a real-world threat
· Tools (i.e. box cutters) will not be considered a weapon as long as there is a direct need for those tools in completing the exercise objectives
· On duty law enforcement personnel may carry weapons based on their service requirements


[bookmark: _Toc315980936][bookmark: _Toc457476111][bookmark: _Toc6853859]Appendix A – County Plan Annex Section
[bookmark: _Toc446321006][bookmark: _Toc315980941][bookmark: _Toc457476112]
[bookmark: _GoBack][replace example below with relevant plan sections to be tested] 

II.B Evacuating Child-Serving Organizations

Coordinating Emergency Support Function
ESF #5 – Emergency Management

Coordinating Agency/Organization
[Insert emergency management agency/orgs]

Supporting Agencies and Organizations
[Child Care Centers]
[Emergency Shelters]
[Family Child Care Homes]
[Hospitals]
[Foster Care Organizations]
[Public Schools]
[Private Schools]

There are a range of disasters that could require the evacuation of child-serving organizations. These can be no-notice events that require near immediate action, or slower moving events that require some lead time. Additionally, the extent to which the child serving institution can return to normalcy is also dependent on the status of their facility as well as the infrastructure that supports them (e.g. electricity, transportation, etc.). Finally, even if a facility does not need to evacuate, it may be in a position to receive evacuees during a disaster and/or provide services for similar facilities that are not able to re-open. The following section discusses key activities that child-serving institutions are responsible for in an evacuation scenario, caused by any kind of disaster. 

I. Prevention and Preparedness Tasks and Responsibilities

A. Emergency Management/Homeland Security
1. Integrate child-serving agencies and organizations into evacuation planning activities
2. Identify evacuation planning resources (training, planning guidance, etc.) and best practices
3. Provide technical assistance for evacuation planning as needed

B. All Child-Serving Organizations
1. Identify the hazards that may require an evacuation from the facility
2. Identify primary location for evacuation 
3. Identify at least two alternate evacuation locations
4. Develop evacuation procedures that includes:
a) Evacuation routes
b) Evacuation procedures
c) Roles and responsibilities 
d) Parental information and involvement
e) Key contacts
5. Coordinate with identified evacuation locations to ensure:
a) The facility can accommodate the anticipated evacuation population
b) Determine how long the potential evacuation location can accommodate the population
c) Ensure adequate supplies onsite at the evacuation location
d) Identify any additional support services are required to support hosting the evacuation
6. Develop communications process to communicate if/when an evacuation location will be used.
7. Identify evacuation planning resources (training, planning guidance, etc.) and best practices
8. Provide technical assistance for evacuation planning as needed
9. Determine locations within the facility that can accommodate evacuees from other organizations
a) Survey locations that can quickly accommodate children and staff from evacuating facility
b) Determine the number of evacuees the space can accommodate (note that this may change based upon daily operational requirements)
c) Develop a plan to quickly clear this space for use when requested by evacuating organization
d) Develop a plan for staff who can assist with receipt of evacuees and train them in this role
10. Develop Memorandum of Understanding (MOU) with evacuation locations if necessary
11. Establish a family reunification plan and procedure for an evacuation
12. Train staff and students on evacuation plans and procedures
13. Exercise evacuation plans and procedures on a regular basis


II. Response Tasks and Responsibilities
A. Emergency Management/Homeland Security
1. Coordinate with State and Local Institutions to support evacuation needs for child serving institutions
2. Coordinate requests for additional resources to support evacuation
3. Provide situational awareness to responders and the general public in support of response efforts
4. Liaise with state officials as necessary to coordinate requests for and utilization of external resources to support evacuation

B. All Child-Serving Organizations
1. Implement evacuation plans based on the cause of evacuation
2. Track and account for all children and staff who are being evacuated
a) Maintain a master accountability for family reunification
3. Prepare to evacuate children with any specific items needed (e.g., mobility items, medications, one-to-one caregiver)
4. Provide staff and resources to other organizations as requested and available to assist with the evacuation operation 
5. Coordinate with partners and response organizations 
a) Provide regular updates on the situation to response partners 
6. Notify parents and guardians of evacuation per plans
7. Identify staff who can man phones to take calls from concerned parents and community members 
8. Provide a statement to media on the event and provide information on where parents can get further information
9. Ensure behavioral health support is available for children and staff during and after the evacuation (at the evacuating location and the receiving location)
10. After full evacuation is completed, ensure the facility is properly shut-down and secured
11. Work with community partners on identifying other community resources that are available for children and families while the facility is non-operational 
12. Maintain ongoing communications with parents and community on status of the facility and the event

III. Recovery Tasks and Responsibilities
A. Emergency Management/Homeland Security
1. Coordinate damage assessments and priorities to resume normalcy 
2. Coordinate external resources available for recovery within the county

B. All Child-Serving Organizations
1. Assess facilities to determine if/when it is safe to resume services
i. Check for the safety of the building
ii. Ensure building has been cleaned / disinfected if necessary
iii. Ensure utilities are operational
2. Identify other issues that may prevent resuming services (e.g. road access)
i. Ensure needed vendors are available to the facility to make deliveries and provide services as needed prior to resuming services
ii. Ensure staff is available to return to work
iii. Ensure community services are available (e.g., fire department, town / city services)
3. Develop a plan for re-opening services
i. Date and time of operation
ii. Staffing schedules
iii. Order needed supplies (e.g., food, supplies)
4. Communicate re-opening status to families and community partners 
5. Perform a debrief with staff and community partners regarding the incident
i. Develop an after-action report on the incident
6. Review this plan and other emergency plans and make changes based on the event and what worked and what improvements are needed
i. Re-educate staff on changes to the plan
ii. Exercise the plan revisions


[bookmark: _Toc6853860]Appendix B - Participant Debrief Survey

Resilient Children / Resilient Communities Initiative
Participant Debrief Form

This survey should be completed and returned to the Facilitator. The information contained in this survey will help to generate next step recommendations. Thank you in advance for your input.

Demographics 
a. Name (optional):_______________________________________________________________________
b. Title (optional):_____________________________________________________________________________
c. Agency(optional):__________________________________________________________________________ 
d. Please circle the one that best describes your organization:		
Military       	Local/State Government		Federal Government 		Business    	University           Private Non-profit 
Other: _________________________________
Exercise Feedback
	Assessment Factor 
	Strongly Agree
	Agree
	Neither Agree Or Disagree
	Disagree
	Strongly Disagree

	The exercise was well structured and organized. 
	5
	4
	3
	2
	1

	The facilitator(s) was knowledgeable about the material, kept the exercise on target, and was sensitive to group dynamics.
	5
	4
	3
	2
	1

	The exercise identified existing plans and planning gaps for evacuation/shelter-in place for child-serving institutions
	5
	4
	3
	2
	1

	The exercise tested communications plans/processes in the event of a disaster affecting children
	5
	4
	3
	2
	1

	The exercise tested plans and identified gaps in ensuring children with special needs are accounted for in a disaster
	5
	4
	3
	2
	1

	New and existing partnerships were identified as part of this exercise
	5
	4
	3
	2
	1

	Issues related to the long-term recovery of children and children in disasters were discussed
	5
	4
	3
	2
	1


[bookmark: _Toc255570713]
Based on your participation in this exercise, please answer the following:
1. List three strengths of the community response to meeting the needs of children in a disaster.







2. List three recommended improvements to the community response to meeting the needs of children in a disaster.








3. Additional comments/ideas




