











Exercise Facilitation Guide


[bookmark: _Toc211845234]Title Page
A title page should clearly identify the document as the facilitation guide for the exercise. It should include the exercise name, the hosting organization’s name, and date of the exercise.
[Exercise Name]
[Organization Name]
[Date]
[bookmark: _Toc211845235]Purpose
This section outlines the purpose and intended use of the Facilitator Guide template within the context of the [Exercise Name]. The Facilitator Guide template is designed to complement the [Exercise Name] Exercise Plan and other associated materials.
It provides structured guidance to help facilitators effectively conduct and lead the exercise. Facilitators should use this section as a framework for leading discussions to meet the exercise objectives. 
The Facilitator Guide includes suggested language for each slide of the briefing. However, facilitators are encouraged to tailor the content to meet the needs of their own organization or the sponsoring organization. For example, content that is bracketed and highlighted in gray represents areas that must be customized based on the unique scope of the exercise. Facilitators should also update the exercise timing as needed, while maintaining flexibility to support the desired goals and outcomes established by the exercise planners.
Any changes to the accompanying Exercise Plan should be reflected in the Facilitator Guide to ensure consistency.
Finally, include the following contact information for the [sponsoring organization]: [name], [title], and [phone number and/or email address].
Guide
	Time
	Slide Title/Content 
	Facilitator Notes

	WELCOME AND INTRODUCTIONS [Time – Time] (~4 minutes)

	[Time]
	Welcome and Introductions
	When participants are ready:
Provide initial remarks
Introduce yourself as the facilitator and provide a brief explanation of the facilitators’ role during the exercise
Introduce the topic of exercise: [threat/hazard name]
Introduce any additional speakers and allow time for welcoming remarks
If there is a small group of players, allow time for brief introductions around the room

	EXERCISE SCHEDULE [Time – Time] (~1 minute)

	[Time]
	Exercise Schedule
	Briefly go over the agenda and exercise schedule.

	EXERCISE OVERVIEW [Time – Time] (~15 minutes)

	[Time]
	Exercise Overview
	Provide an overview of the exercise: 
Review the purpose of the exercise and explain that it is directed at examining [capabilities] in response to a [threat/hazard]
Describe the scope, explaining that this is a [time]-hour, discussion-based tabletop exercise (TTX).
Module 1 will examine [scope of Module 1]
Module 2 will examine [scope of Module 2]
Module 3 will examine [scope of Module 3]
Add additional modules as needed based on chosen exercise scenario
Mention that this exercise will focus on the [chosen capabilities]

	[Time]
	Exercise
Objectives
	Review the exercise objectives and explain how they align to their corresponding capabilities. List them out below.

	[Time]
	Exercise Participants
	List all the participating organizations, groups, or departments:
[Participating Organization]
· [Participating Sub-Organization]
[Participating Organization]
· [Participating Sub-Organization]

	[Time]
	Exercise Guidelines
	Review the exercise guidelines with exercise participants. Tell participants that issue identification is less valuable than suggestions and recommended actions that could improve efforts; problem-solving should be the focus. Key points include:
This is an open no-fault environment; varying viewpoints, even disagreements, are expected
Base responses on existing plans, policies, procedures, capabilities, and resources
Assume the exercise scenario is plausible, and events occur as they are presented
Decisions are not precedent setting; consider different approaches and suggest improvements
There is no “hidden agenda” nor are there any trick questions
[Additional guidelines as appropriate]

	[Time]
	Module Overview 
	Provide a brief overview of the Module structure:
Explain how each Module will consist of two activities:
1. Scenario Overview: Each Module will contain a detailed overview of the scenario
2. Facilitated Discussions: Participants will engage in facilitated discussions surrounding a set of discussion questions
Questions in each Module aim to capture critical issues related to exercise objectives in each capability area
Ask if participants have any questions.

	START EXERCISE

	BACKGROUND INFORMATION [Time – Time] (~15 minutes)

	[Time]
	[Threat/Hazard] Background
	 Review the background information:
Highlight that this portion discusses the threat/hazard
[Key background details of threat/hazard]

	[time]
	Scenario Background
	 Review the background information:
Highlight that this portion discusses the scenario background
[Background information]

	MODULE 1: INCIDENT RECOGNITION AND INITIAL RESPONSE [Time – Time] (~60 minutes)

	
	
	Video introduction here if available/applicable (see below)

	[Time]
	Module 1: Scenario Overview
	Review the exercise scenario:
Highlight that this portion of the scenario focuses on [Module 1 scope]

	[Time]
	Module 1: Discussion Questions
	Explain to participants that they will now be engaging in the Facilitated Discussions portion of Module 1. There will be [number] slides containing discussion questions for each of the exercise objectives. Participants will have roughly [number] minutes to discuss the questions on each slide.
Review the following exercise discussion questions with participants:
[Questions on Module 1 and relevant capabilities]

	BREAK

	MODULE 2: RESPONSE [Time – Time] (~60 minutes)

	
	
	Video introduction here if available/applicable (see below)

	[Time]
	Module 2: Scenario Overview 
	Review the exercise scenario: 
Highlight that this portion of the scenario focuses on [Module 2 scope]

	[Time]
	Module 2: Discussion Questions
	Explain to participants that they will now be engaging in the Facilitated Discussions portion of Module 2. There will be [number] slides containing discussion questions for each of the exercise objectives. Participants will have roughly [number] minutes to discuss the questions on each slide.
Review the following exercise discussion questions with participants:
[Module 2 questions on relevant capabilities]

	BREAK

	MODULE 3: EXTENDED RESEPONSE AND RECOVERY [Time – Time] (~60 minutes)

	
	
	Video introduction here if available/applicable (see below)

	[Time]
	Module 3: Scenario Overview 
	Review the exercise scenario: 
Highlight that this portion of the scenario focuses on [Module 3 scope]

	[Time]
	Module 3: Discussion Questions
	Explain to participants that they will now be engaging in the Facilitated Discussions portion of Module 3. There will be [number] slides containing discussion questions for each of the exercise objectives. Participants will have roughly [number] minutes to discuss the questions on each slide.
Review the following exercise discussion questions with participants:
[Module 3 questions on relevant capabilities]

	END EXERCISE

	HOTWASH [Time – Time] (~35 minutes)

	[Time]
	Hotwash Overview
	Begin by reviewing the purpose of the Hotwash, emphasizing its role in reflecting on performance relative to the exercise objectives. Encourage participants to share their insights openly while maintaining respect for different perspectives. The primary focus of the conversation should be on evaluating performance against exercise objectives; feedback on exercise design should be considered secondary. 
Ensure participants have an opportunity to contribute. Manage the discussion to prevent any one individual from dominating the conversation. Once everyone has had a chance to speak, reassure the group that—time permitting—you will revisit key points to confirm that all perspectives have been captured. 
The hotwash aims to capture the following information for each of the exercise objectives:
1. Strengths – Identify what worked well during the exercise 
2. Challenges and Areas for Improvement – Highlight any difficulties encountered or opportunities for enhancement 
3. Major Takeaways and Action Items – Identify critical lessons learned and outline specific follow-up actions, including the individuals or teams responsible for implementing them

	[Time]
	Exercise Objective #1
	Review the exercise objective and ask participants to share their thoughts and observations. Request thoughts on each of the objectives, one by one.

	CLOSING REMARKS [Time – Time] (~5 minutes)

	[Time]
	Closing Remarks 
	If there is a senior leader who is planning to deliver closing remarks, invite them to speak to the group. If not, offer closing remarks and thank everyone for their participation. 

	ADJOURN [Time]
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