Unit VIII – Exercise Design




Participant Workbook


	Purpose Statement and Exercise Directive:

Continuity of Operations Tabletop Exercise


	


The Purpose Statement is a broad declaration of the exercise goal which serves to focus and control the event. The statement should be succinct and clear so that it communicates the exercise plans to the organization's management, the event participants, and any other interested parties including the media, if applicable.  

The purpose should clarify the reason why the event is being conducted, and it will be used as the 
basis for developing the Exercise Objectives. Furthermore, the statement will assist with the preparation of the Narrative, Major and Detailed Events, Expected Actions, and Messages for the exercise. 
The Purpose Statement should be easily prepared, and two approaches can be utilized:

Single Sentence – combines the five elements from the Needs Assessment into one, long sentence; the date, time, and location is usually added to the statement.

	Sample Purpose Statement 1 

The purpose of the proposed Continuity of Operations exercise is to improve, enhance, and validate the following procedures:

a. Alert and Notification;

b. Direction and Control;

c. COOP Plan Activation;

d. Deployment and Departure;

e. Time-phased Implementation;

f. Transition to Alternate Operations; and,

g. Site-Support Responsibilities;

by involving the following organizational units and representatives:

a. Office of the Secretary;

b. Office of the Division Director – Emergency Management;

c. Bureau of Compliance Planning and Support;

d. Bureau of Preparedness and Response;

e. Bureau of Recovery and Mitigation;

f. Public Affairs;

g. Human Resources;

h. General Counsel;

i. State Warning Point;

j. Information Technology;

k. SERT Operations Section;

l. SERT Logistics Section;

m. SERT Finance and Administration Section; and,

n. SERT Information and Planning Section;

in a Tabletop Exercise on October 25, 2002, at the State Emergency Operations Center simulating the decision-making capabilities under the imminent threat of a tornado striking the DEM complex and the subsequent massive damage to the Rudd and Sadowski Buildings.





Paragraph Format – addresses the five elements from the Needs Assessment through several concise sentences; lists the participants; includes information on date, time, and location.

	Sample Purpose Statement 2 

The purpose of the proposed Continuity of Operations exercise is to test COOP Alert and Notification procedures; clarify Direction and Control responsibilities; examine COOP Plan Activation procedures; define Deployment and Departure processes; evaluate Time-phased Implementation procedures; validate the Transition to Alternate Operations process; and define Site-Support Responsibilities by involving the following organizational units and representatives:

a. Office of the Secretary;

b. Office of the Division Director – Emergency Management;

c. Bureau of Compliance Planning and Support;

d. Bureau of Preparedness and Response;

e. Bureau of Recovery and Mitigation;

f. Public Affairs;

g. Human Resources;

h. General Counsel;

i. State Warning Point;

j. Information Technology;

k. SERT Operations Section;

l. SERT Logistics Section;

m. SERT Finance and Administration Section; and,

n. SERT Information and Planning Section.

These issues and organizations will be tested in a simulated Tabletop Exercise on November 25, 2002, at the State Emergency Operations Center involving an explosive device in a no-warning duty hours scenario directly impacting the DEM complex – Rudd and Sadowski Buildings.




A key use of the Purpose Statement is to serve as the basis for the development of the Exercise Directive. The directive is usually a letter or memorandum from the head of the organization. This document is used to garner support from the organization’s management as well as the participants. Additional information to include in the directive includes point-of-contact information, and if applicable, the date, time, and location of the event.

	Sample Exercise Directive

TO:               Division Directors, Department of Community Affairs

Bureau Chiefs, Division of Emergency Management 

Section Chiefs, State Emergency Response Team

FROM:         W. Craig Fugate, Director

Division of Emergency Management

DATE:         October 1, 2002

RE:               Continuity of Operations (COOP) Tabletop Exercise

A simulated Continuity of Operations (COOP) Tabletop Exercise focusing on a natural hazard has been scheduled for sometime in the week of October 21-25, 2002.





	Sample Exercise Directive - Continued

The purpose of the proposed exercise is to improve, enhance, and validate the following procedures:

h. Alert and Notification;

i. Direction and Control;

j. COOP Plan Activation;

k. Deployment and Departure;

l. Time-phased Implementation;

m. Transition to Alternate Operations; and,

n. Site-Support Responsibilities;

It is important that your organizational unit participate in this event. I encourage involvement at the highest level.

I believe we all recognize the significance of COOP planning and the value that exercises have on the State’s capability to deliver critical services to the citizens of the State of Florida, particularly with the vital mission of the Division of Emergency Management to prepare to respond to, recover from, and mitigate against the impacts of disaster. I fully support this exercise and intend to join with you in participating.

The Bureau of Preparedness and Response will be coordinating the exercise. They will be contacting you to make the necessary arrangements for the development and conduct of the COOP Tabletop Exercise. For purposes of realism and interest, the details of the exercise and the scenario will not be made known prior to the event.

For additional information, please contact the Exercise Unit at extension 1234. 

Thank you in advance for your support and participation.
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