Emergency Dispensing Site Exercise & Evaluation Plan

Section 1: Exercise


EXERCISE & EVALUATION PLAN

[Name of Exercise]

[Duration of Exercise]

Name
	[Exercise Name]


Exercise Duration (time per module)

	Plan
	Mobilize
	Operate
	Recover

	[Dates]
	[Dates]
	[Date]

[times]
	[Dates]


Event Location(s) 

	[Address]


Exercise Goal

	[Goal Statement]


Exercise Capabilities

	· [Capability]


Exercise Objectives 

	1. [Objective Statement: No more than four objectives]


Participating Agencies

	Participants
	Observers
	Evaluation

	· [Any group providing staff or services]
	· [Any group that is observing]
	· [Agency leading evalaution]


Incident Commander (Controller & Exercise Manager)

	[Name, organization] 


Exercise Structure & Management

This will be a full-scale exercise of an Emergency Dispensing Site operation that will [Service description].   The exercise will be managed as a project with five steps that will yield an After Action Report/Improvement Plan (AAR/IP).  Activities associated with Step #3 of the project (Conduct) will be the focus of the exercise evaluation (see Section #2), and detail provided in the Operations Planning documentation.

Timeline

	Step #1: Organize (Foundation)

	Task
	Start
	End

	1. Identify event planning team members
	
	

	2. Determine Exercise Budget
	
	

	3. Assign Command and General Staff Roles (Initial & Mid-term Planning)
	

	4. Complete Exercise & Evaluation Plan - Section 1
	
	

	Step #2: Exercise & Evaluation Planning

	Task
	Start
	End

	1. Complete Exercise & Evaluation Plan - Section 2 
	
	

	2. Prepare EEG’s & other evaluation tools 
	
	

	3. Organize evaluators and train evaluators
	
	

	4. Final review of Exercise & Evaluation Plan (Final Planning Meeting)
	

	Step #3: Conduct

	Task
	Start
	End

	1. Phase 1 - Planning & Mobilization (Modules 1 & 2) / Operations Planning

	
	· Operations: Prepare for the event 
	
	

	
	· Logistics: Obtain resources for the event
	
	

	
	· Security: Develop or check security plan
	
	

	
	· Safety: Make all safety preparations
	
	

	2. Phase 2 – Event (Module 3)

	
	· Run Evaluation
	

	
	· Run Operations (see Operations Plan)
	

	3. Phase 3 – Recovery (Module 4)

	
	· Staff and volunteer acknowledgements, accounting and billing, etc.
	
	

	Step #4: Analyze and Report on Results

	Task
	Start
	End

	1. Analyze Results
	
	

	2. Draft AAR/IP
	
	

	Step #5: Complete Improvement Plan

	Task
	Start
	End

	1. After Action Meeting
	

	2. Finalize AAR/IP
	
	


Lead Evaluator(s)
	[Name, Organization]


Methods

	Quantitative and qualitative methods will be used to evaluate the objectives of this exercise.  In addition to service utilization information, evaluation data will be recorded using an [list of evaluation tools]. [Number of Evaluators] evaluators will be recruited to make observations during the event.


	Exercise Objective
	Instrument/Method

	[Objective 1, page 2]


	· [Tool name or description]

	[Objective 2, page 2]
	· [Tool name or description]

	[Objective 3, page 2]
	· [Tool name or description]

	[Objective 4, page 2]
	· [Tool name or description]


Analysis & Conclusions

	Standard practices for the analysis and presentation of quantitative and qualitative data will be used. Preliminary conclusions will be drawn by the evaluation team and presented to the event planning team for confirmation and interpretation during the After Action Meeting on [date, page 3, Step #5-1].


Reporting

	Following the After Action Meeting, an After Action Report and Improvement Plan (AAR/IP) will be drafted by [date, page 3, Step #4-2]. This report will describe the exercise, discuss areas of strength and lessons learned, and present a plan to improve future performance through planning and workforce development. Once drafted, the AAR/IP will be reviewed by the event planning team, feedback provided to the authors by [date, page 3, Step #5-2, start], and then the AAR/IP will be finalized by [date, page 3, Step #5-2, end].


Evaluators

	(Name, Organization, Contact Information)

	1. [Name, organization, email address/phone]




Evaluator Training
	Date: [Date]

Time: [Duration]

Location: [name]

Learning Objectives: By the end of the training, evaluators will be able to…

1. Describe the goal and objectives of the exercise.

2. Describe the purpose of the exercise and evaluation guide (EEG).

3. Use the EEG.

4. Describe their role and responsibilities on the day of the event and in reviewing AAR/IP drafts. 

5. Describe the logistics for the day of the event (i.e., time to report, where to check-in, where to park, and the duration of the event).

Materials:

· [Exercise evaluation tool name]

Lesson Outline:

1. [Description of content (duration in minutes)]




EDS Director/Operations Section Chief

	[Name, organization, title]


Event Location & Time

	[Address]


Schedule

	Date
	Time
	Description
	Lead

	[Date]
	[Time]
	Set-up Site
	[Job Title]

	[Date]
	[Time]
	Senior Staff Check-in
	[Job Title]

	
	[Time]
	Evaluation Staff Check-in
	[Job Title]

	
	[Time]
	On-site orientation for evaluators
	[Job Title]

	
	[Time]
	EDS Staff Check-in
	[Job Title]

	
	[Time]
	On-site training for EDS Staff
	[Job Title]

	
	[Time]
	Stations Ready / Inspection
	[Job Title]

	
	[Time]
	Open doors
	[Job Title]

	
	[Time]
	Close doors; Clean-up
	[Job Title]

	
	[Time]
	Lunch; Distribute staff surveys
	[Job Title]

	
	[Time]
	Hot wash/Debriefing
	[Job Title]

	
	[Time]
	Wrap-up
	[Job Title]


[Append evaluation tools or other documents here]

This document provides information key to the design, development, execution, and evaluation of this operations-based exercise during which a public health service is delivered to a general population.
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