











Exercise Plan


[bookmark: _Toc211845234]Title Page
A title page should indicate that this document is the plan for an exercise. It should include the name of the exercise, name of the organization hosting the exercise, and date.
[Exercise Name]
[Organization Name]
[Date]
[bookmark: _Toc211845235]Handling Instructions
Handling instructions cover how this exercise information should be safeguarded, handled, transmitted, and stored based on appropriate security directives. It is important to ensure planners are aware of these directives and processes.
Additionally, explain other resources that this Exercise Plan connects to, such as the Facilitator Guide or accompanying slide deck. Any changes made to those accompanying resources or the Exercise Plan should be updated in other resources, to ensure consistency.
[bookmark: _Toc211845236]Outline Introduction
Tailor this section to reflect your organization’s needs by providing the exercise name, goals, and objectives. Include general discussion topics—such as capabilities that may have been challenged during a recent real-world incident—that the exercise will explore. Describe how the exercise will assess the organization’s ability to prepare for, respond to, and recover from the selected scenario. Clearly list each objective along with the corresponding capabilities being tested. This helps set expectations for participants and guides their focus throughout the exercise. 
[bookmark: _Toc211845237]Exercise Summary
Tailor the overview information below based on the chosen scenario and its associated modules, as well as organizational needs.
	Exercise Name
	Exercise Name

	Exercise Date, Time, and Location
	[Exercise Date] 
[Time] 
[Exercise Location]

	
	Time 
Activity 

	
	20 Minutes
	Threat Briefing and Opening Remarks

	Exercise Activities
	XX Minutes
	Module 1

	
	XX Minutes
	Break

	
	XX Minutes
	Module 2

	
	20 Minutes
	Hotwash

	Purpose 
	Examine the threat/hazard of [Organization(s)] in response to a significant [incident].

	Organization Goals
	Goals

	 
	1. [Objective 1]
2. [Objective 2]
3. [Objective 3]
4. [Objective 4]
5. [Insert other objectives as needed]

	
	6. 

	Objectives
	7. 

	
	8. 

	
	9. 

	Threat or Hazard
	[Threat/Hazard] 

	Scenario
	[Scenario Name]

	Sponsor 
	[Exercise sponsor]

	Participating Organizations
	Overview of organizations participating in the exercise (e.g., federal, state, local, private sector, etc.)

	Points of Contact 
		[Organization POC(s)]
[Contact Information]





[bookmark: _Toc211845238]Exercise Overview
[bookmark: _Toc211845239]Exercise Purpose
Clearly state the purpose of the exercise—for example, to assess and validate organizational capabilities and identify areas for improvement. Define the scope by clarifying key terms or concepts used throughout the exercise. As appropriate, include footnotes to provide additional context or references.
· [Exercise Purpose]
· [Scope]
· [Key terms and concepts]
[bookmark: _Toc211845240]Exercise Sections
Explain how to use the exercise sections, including:
· Module Injections and Discussion Points: Each module includes injections—scenario elements introduced into trainings or exercises to simulate realistic events and challenge participants—as well as discussion questions that help guide the exercise’s flow and focus. 
· Footnotes and Resources: Throughout the modules, relevant footnotes are included to reference supporting materials and resources that can assist in capability development.
· Appendix Overview: 
· Appendix A. Additional Discussion Questions: Additional discussion questions that can be used to supplement or replace those in the modules. 
· Appendix B. Acronyms: A reference list of acronyms used throughout the Exercise Plan.
· Appendix C. Case Studies: Case studies offering real-world examples of threats presented in the scenario.
· Appendix D. Contacts and Resources: Additional resources to support capability-building efforts.
[bookmark: _Toc211845241]Assumptions and Artificialities 
Emphasize the importance of accepting assumptions and artificialities as essential components of exercise play. Broad acceptance of these elements will ensure the exercise can be completed within the time allotted and adjusted for logistical constraints. Participants should recognize that assumptions and artificialities are inherent to all exercises and should not permit them to detract from meaningful engagement and participation. 
[bookmark: _Toc211845242]Assumptions
Emphasize how assumptions establish the factual context of the exercise and are considered to be in effect before the exercise begins. Assumptions may include:
· The exercise will be evaluated; exercise evaluators will assess the collective performance of participating organizations in terms of capabilities, plans, and processes.
· Participants will use existing plans, policies, procedures, and resources to conduct response and recovery operations.
· Participants may need to balance exercise play with real-world emergencies. Real-world emergencies take priority.
· [Additional assumptions may be added based on specific exercise needs].
[bookmark: _Toc211845243]Artificialities
Emphasize how artificialities are built into the exercise scenario to help guide play and maintain realism within a controlled environment. These elements may include:
· The scenario is plausible, and events unfold as presented.
· There are no “hidden agendas” or trick questions embedded in the scenario.
· The scenario assumes certain player actions during each phase of the exercise. Participants should first discuss the actions stipulated within the scenario. Players are also welcome to engage in “what if” discussions of alternative scenario conditions.
· [Additional artificialities that may be included as needed to support the exercise design].
[bookmark: _Toc211845244]Participant Roles and Responsibilities
Identify and describe the different participation roles involved in the exercise. These roles can be tailored to fit the specific exercise design and objectives of the exercise. Clearly outlining the responsibilities helps ensure participants understand their contributions and remain engaged throughout the exercise. Roles include:
[bookmark: _Toc211845245]Facilitators
Facilitators are responsible for delivering situational updates and moderating discussions throughout the exercise. Facilitators can also provide additional information as needed to help resolve participant questions. Subject matter experts may also assist with facilitation to offer specialized insights during the exercise.
[bookmark: _Toc211845246]Players
Players actively engage in the exercise by discussing and performing their primary roles and responsibilities during the exercise. Players discuss or initiate actions in response to the scenario. Players may include leadership and management, IT and information security personnel, emergency management staff, healthcare practitioners, legal advisors, and communications or public affairs professionals.
[bookmark: _Toc211845247]Observers
Observers are not direct participants in the exercise. They may, however, contribute by asking relevant questions or by offering subject matter expertise to support player decisions. Observers often include senior-level staff, such as administrators. 
[bookmark: _Toc211845248]Support Staff
Support staff may include note-takers, whose primary role is to document player discussions and assess how those discussions align with the existing plans, policies, and procedures. This group may also include individuals responsible for administrative and logistical tasks during the exercise, such as managing registration or coordinating materials.
[bookmark: _Toc211845249]Exercise Structure
Outline the exercise structure, which can be tailored to the organization’s needs—whether conducted in-person, virtually, or by using multimedia formats. Identify and list the key exercise components that players will participate in, which may include:
· Threat/Hazard Briefing (if applicable) – Provides context for the scenario and sets the stage for discussion.
· Scenario Modules – The number and content of modules can be customized based on exercise goals. Example structure:
· Module 1: [Insert title]
· Module 2: [Insert title]
· Module 3: [Insert title]
· Hotwash – A facilitated debrief session where participants reflect on the exercise—including on what went well, areas for improvement, and recommendations for future planning. Align hotwash questions with each capability tested to generate actionable insights. 
Structure Note: Modules, timelines, and discussion questions may be modified to suit the exercise. Additional discussion questions for each module can be found in Appendix A, if needed. 
[bookmark: _Toc211845250]Exercise Guidelines
Establish clear guidelines to set expectations for all participants and foster productive, respectful discussion. Guidelines may include:
· No-Fault Environment – Encourage open dialogue by recognizing that diverse views are essential to meaningful dialogue. The exercise is conducted in a no-fault setting where the focus is on learning, not assigning blame.
· Use of Existing Knowledge – Participants should respond to the scenario using their knowledge of existing plans, capabilities, training, and experience. 
· Exploration of Options – Discussions may explore decisions that are not precedent-setting and may not reflect an organization’s final position. This exercise is an opportunity to consider multiple options, possible solutions, and recommended actions. 
· Grounded Discussion – All discussions should be based on the provided materials. There are no hidden agendas or trick questions; the resources and written materials serve as the foundation of discussion.
· [Additional guidelines]
[bookmark: _Toc211845251]Exercise Hotwash and Evaluation
At the conclusion of the exercise the facilitator will lead a hotwash—a structured debrief session where participants can reflect on the exercise experience. This discussion provides an opportunity to identify key takeaways, including what went well, strengths demonstrated, and areas for improvement. Conversations should align to the exercise goals and objectives to ensure meaningful feedback and actionable insights.
[bookmark: _Toc211845252]Theat/Hazard Background
Provide an overview of the threat or hazard featured in each scenario. This should include a description of what it is, key characteristics, and its potential impact on people, property, and operations. The background should help participants understand the context and relevance of the scenario to their organization’s preparedness and response capabilities. 
· Threat/Hazard Description – [what it is and key characteristics]
· Threat/Hazard Impacts – [how it impacts people, property, and operations]
· [Other relevant considerations for the threat/hazard]
[bookmark: _Toc211845253]Scenario Background
Provide an overview of the scenario to orient participants before presenting the individual exercise modules. This should include contextual information about the threat or hazard, the timeline of events (e.g., specific days and times), key actors involved, affected locations, and any other relevant details. This background helps establish a realistic setting and ensures participants are prepared to engage meaningfully with the exercise content.  
· Scenario Context – [description of scene in which scenario takes place]
· Scenario Timeline – [progression of incident over hours/days/weeks]
· Actors – [description of actors in the scenario]
· [Other relevant details for the scenario]
[bookmark: _Toc211845254]Module 1
Introduce and review the Module 1 content, highlighting key concepts and priorities for participant focus.
[bookmark: _Toc211845255]Discussion Questions
Present the module’s discussion questions to participants and facilitate thoughtful responses. Encourage participants to consider the implications of their answers. Use sub-questions to explore each primary question in greater depth.
· [Question 1]
· [Question 2]
· [Question 3]
[bookmark: _Toc211845256]Module 2
Introduce and review the Module 2 content, highlighting key concepts and priorities for participant focus.
[bookmark: _Toc211845257]Discussion Questions
Present the module’s discussion questions to participants and facilitate thoughtful responses. Encourage participants to consider the implications of their answers. Use sub-questions to explore each primary question in greater depth.
· [Question 1]
· [Question 2]
· [Question 3]
[Additional Modules and discussion questions, as needed]
[bookmark: _Toc211845258]Hotwash
Set aside dedicated time at the end of the exercise for a hotwash. Encourage participants to share what went well, identify areas for improvement, and offer suggestions for the future. These reflections should be discussed in relation to the exercises’ goals and objectives to ensure meaningful feedback and actionable insights.




[bookmark: _Toc211845259]Appendix A: Additional Discussion Questions
Capability Grouping(s)/Question Focus Grouping(s)
Appendix B: Acronyms
Update the table below with acronyms used throughout exercise materials so participants can reference them during the exercise.
	Acronym
	Definition

	
	

	
	

	
	

	
	

	
	



Appendix C: Case Studies
Provide case study examples that closely align with the identified threat or hazard scenario. Emphasize specific details and clearly explain how each example relates to the scenario in question. 
Appendix D: Contacts and Resources
List out the relevant contact information, including email addresses, and resources that participants may use to further their understanding of the scenario topic. 
· [Name]
· [Organization]
· [Email Address]
· [Additional Resources]
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