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Unit VIII – Exercise Design




Participant Workbook


	Needs Assessment:

Continuity of Operations Tabletop Exercise


Each organization should conduct a Needs Assessment to identify potential deficiencies, resource shortfalls, capability levels, and problem areas. Past exercises, if applicable, should also be reviewed. The design team should review the current COOP plans and procedures to determine:

•   Response Activities


•   Required Resources

•   Personnel Needs


•   Execution of Procedures

Additionally, the design team should conduct a systematic inventory of the COOP plan and procedures to determine levels of capability for:

•   Concept of Operations

•   Mission Essential Functions

•   Direction and Control

•   Alert and Notification

•   Time-Phased Implementation (Activation, Alternate Operations, and Reconstitution and Termination)
To define the scope of the exercise, the design team must derive meaningful limits to each of the elements examined in the Needs Assessment.  Within the context of the exercise, the organization will not be able to address all hazards, practice all operations, or include all possibilities in a single exercise. The Needs Assessment will assist the design team to determine which areas should be addressed through the exercise. The design team should ensure that each element is clearly and narrowly characterized.  Significant consideration should be given to those elements with the highest priority and which can be realistically managed within the type of exercise selected. After the scope is defined, the design team should evaluate and identify potential participants at the organizational level. A brief explanation of the elements examined in the Needs Assessment are provided below.
1. Hazards – Limit one hazard to an exercise, although others may develop as the scenario unfolds. Selection should be based on plausible scenarios as defined in the organization’s Vulnerability Analysis.

2. Facilities – Determine the most beneficial location for operations as defined within the organization’s COOP plan. 
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3. Functions – List the procedures that would be most valuable to practice. Identify mission essential functions which are most critical to the organization’s operations.

4. Organization and Personnel – Narrow the list of participants through the functional areas which will be practiced. Identify vital organizational units and select individuals with specific roles within the COOP plan.

5. Exercises – Decide which type of exercise would best address the details in the four previous elements. Remember to develop a progressive exercise approach – begin with simple tabletops and drills before moving on to functional and full-scale events.

__
Tabletop Exercise

__
Drill

__
Functional Exercise

__
Full-Scale Exercise

__
Joint Interagency Exercise
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