HSEEP Volume IV


[Exercise Name]
Initial Planning Conference

Meeting Minutes

[City, Town, County], [State]
[Date]
Date / Location.  The [Exercise Name] Initial Planning Conference (IPC) was held on [Date], in [City, Town, County], [State].  The meeting was conducted at [Location] in [City, Town, County], [State].  Attendees included representatives from the following agencies:


[List Represented Agencies]
Purpose.  The purpose of the planning conference was to introduce the exercise concept, including local design objectives, scenario elements, participants, and exercise methodology, and to discuss exercise support requirements.  These minutes provide an overview of the conference including agreements made between local, State and Federal exercise planners.

OVERVIEW OF ACTIVITIES
General.  The exercise planning team provided a brief overview of the Homeland Security Exercise and Evaluation Program (HSEEP) as well as a more in depth review of the exercise program as it specifically relates to a Tabletop Exercise (TTX).  This included a discussion of the overarching and exercise-specific objectives, as well as a discussion of scenario elements, and selection of potential venues.  This IPC was designed to provide the opportunity for exercise planners to address the following:

1 Familiarization with the HSEEP program and design of a TTX

2 Formulation of exercise objectives 

3 Discussion and selection of scenario variables and venue

4 Selection of dates for the final planning conference (FPC) and the TTX

5 Selection of exercise participants and exercise evaluators

Exercise Overview.  [Exercise Name] will be a [Length of Play] event. Evaluators will be required to attend an evaluator orientation the day prior to the exercise and an evaluator debriefing the day following the exercise.

The exercise will begin with a pre-incident credible threat. The scenario will include a chemical release of sulfuric acid by a sabotaged rail line or explosion to a rail car.  This event will occur at the rail line north of [Location].  The event will involve a number of mass casualties, wounded, and worried well, but will not exceed 200 affected persons.  The TTX Scenario will be divided into 3 modules with breakout discussions for each module. The following modules have been decided for this exercise:

1. Intelligence (Pre-Incident)
2. Notification and Initial Response (Incident + 1 hour)
3. Response and Recovery (2-24 hours Post-Incident)
Exercise Design. Subsequent discussion of the design objectives, scenario elements, exercise participants, and exercise dates resulted in the following:

The exercise planning team identified the following draft objectives for the TTX:

1. Incident Command System (ICS)/Unified Command System (UCS).  Demonstrate the ability to implement an ICS, transition to a UCS, and effectively direct, coordinate, and manage a response to a CBRNE incident.

2. Traffic, Access, and Evacuation Control.  Demonstrate the ability to control traffic flow, imple​ment designated evacuation routes, secure emergency response routes, and manage site ingress and egress as required in response to a CBRNE incident.
3. Public Information:  Assess the adequacy of local plans for the flow of public information and the interface with, and use of, media resources.  Discuss options to provide timely information to the population and assist in minimizing chaos.  Review procedures to forming a JIC.
Exercise Evaluation. Exercise objectives will be evaluated under the Exercise Evaluation Guides based on the discussions.  The following targeted capabilities will be used for this evaluation:

· Onsite Incident Management
Activity 1: 
Implement Onsite Incident Management

Activity 4: 
Develop Incident Action Plan (IAP)

Activity 6: 
Evaluate/Revise Plans
· Public Safety and Security Response

Activity 2: 
Command and Control Public Safety and Security Response Operations

Activity 3: 
Control Traffic, Crowd and Scene

· Citizen Evacuation and Shelter-in-Place

Activity 1:    Direct Evacuation and/or In-Place Protection Tactical Operation
· Emergency Public Information and Warning

Activity 1:   Manage Emergency Public Information and Warning

Activity 3:   Establish JIS

Activity 5:   Conduct Media Relations

TTX Logistic:  Location of the TTX has yet to be determined with [Location] identified as a tentative site.  Tentative date for [Exercise Name] is [Date].  Each workgroup will be facilitated by an exercise planning team member.  Workgroups will be divided into four tables based on responding agency: 

o
[Location] Operations

o
Public Safety 
o
Emergency Management 

o
Public Information 
The following dates were tentatively scheduled:

1 Final Planning Conference (FPC): [Date]; Time: [Time].  Location: [Location]
2 [Exercise Name]: [Date]; Time: TBD.  Location: TBD
OUTSTANDING ACTIONS

The following actions remain and will be reviewed at the FPC on [Date]:

	[Agency] Action Items:
	Due

	· Provide Current Mutual Aid, WMD, Emergency Operations Plans and Policies to Exercise Planning Team
	· [Date]

	· Review Situation Manual (SITMAN) and provide comments to Exercise Planning Team
	· [Date]

	· Confirm Exercise Location
	· [Date]

	· Confirm Exercise Objectives (see, Exercise Objectives above)
	· [Date]

	· Identify Local Evaluators
	· [Date]

	· Confirm Name & Agencies Participating 
	· [Date]

	· Determine Logistical Requirements (food etc) for exercise
	· [Date]


	Exercise Planning Team Action Items:
	Due

	· IPC Meeting Minutes for [Agency] review
	· [Date]

	· Develop Draft SITMAN for [Agency] review
	· [Date]

	· Develop TTX Exercise Evaluation Guidelines
	· [Date]

	· Design Badges, Signs, Table tents
	· [Date]


POINTS OF CONTACT
The exercise points of contact are as follows:

[Agency] POC
[Contact Information]
[Jurisdiction] Exercise Manager 

[Contact Information]
Lead Exercise Planner
[Contact Information]
ATTENDEE LIST
	Name
	Agency
	Address
	Email
	Phone
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