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This Situation Manual (SitMan) provides exercise participants with all the necessary tools for their roles in the exercise.  Some exercise material is intended for the exclusive use of exercise planners, facilitators, and evaluators, but players may view other materials that are necessary to their performance.  All exercise participants may view the SitMan.
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Exercise Overview
	Exercise Name
	[Insert the formal name of exercise, which should match the name in the document header]

	Exercise Dates
	[Indicate the start and end dates of the exercise]

	Scope
	This exercise is a tabletop exercise planned for four hours at [exercise location].  Exercise play is limited to family assistance services following an aircraft accident. 

	Mission Area(s)
	Response 

	Objectives, Core Capabilities and Mission Areas 
	1) Airport leadership implements the Family Assistance Plan upon notification of an airport accident.  (Core Capability: Operational Coordination; Mission Area: Response)
2) Airport Public Information Officer (PIO) implements the Crisis Communications Plan upon notification of an aircraft accident.  (Core Capability: Public Information and Warning; Mission Area: Response)
3) Airport Emergency Operations Center (EOC) coordinates all response operations and communications with local and State response agencies. (Core Capability: Operational Coordination; Mission Area: Response)
4) Airport leadership reviews accident reporting and decides which family assistance location(s) (Passenger Gathering Area, Friends and Relatives Center, Reunification Center) to activate.  (Core Capability: Situational Awareness; Mission Area: Response)
5) Airport Family Assistance Team members open and operate the (Passenger Gathering Area, Friends and Relatives Center, Reunification Center) and provide services to victims, friends and relatives who report to the airport.  (Core Capability: Operational Coordination; Mission Area: Response)

	Threat or Hazard
	Aircraft accident on airport property 

	Scenario
	Aircraft accident on airport property that causes multiple fatalities and injuries.  Friends and relatives of the aircraft passengers report to the airport seeking information on their loved ones.  
Alternate scenario
Chartered aircraft accident occurs on the grounds of a general aviation airport.  The airport is quickly filled with media and family members requesting information on the aviation disaster and their missing loved ones.   

	Sponsor
	[Insert the name of the sponsoring airport, as well as any grant programs being utilized, if applicable]

	Participating Organizations
	[Insert a brief summary of the total number of participants and participation level (i.e., Federal, State, local, Tribal, non-governmental organizations (NGOs), and/or international agencies).  Consider including the full list of participating agencies in Appendix B.  Delete Appendix B if not required.]

	Point of Contact
	[Insert the name, title, agency, address, phone number, and email address of the primary exercise POC (e.g., exercise director or exercise sponsor)]
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General Information
[bookmark: _Toc336506591]Exercise Objectives and Core Capabilities
The following exercise objectives in Table 1 describe the expected outcomes for the exercise.  The objectives are linked to core capabilities, which are distinct critical elements necessary to achieve the specific mission area(s).  The objectives and aligned core capabilities are guided by elected and appointed officials and selected by the Exercise Planning Team.

Table 1. Exercise Objectives and Associated Core Capabilities
	Exercise Objective
	Core Capability & Mission Area 

	Airport leadership implements the Family Assistance Plan upon notification of an airport accident. 
	Operational Coordination
Response

	Airport Public Information Officer (PIO) implements the Crisis Communications Plan upon notification of an aircraft accident.  
	Public Information and Warning
Response

	Airport Emergency Operations Center (EOC) coordinates all response operations and communications with local and State response agencies. 
	Operational Coordination
Response 

	Airport leadership reviews accident reporting and decides which family assistance location(s) (Passenger Gathering Area, Friends and Relatives Center, Reunification Center) to activate.  
	Situational Awareness
Response

	Airport Family Assistance Team members open and operate the (Passenger Gathering Area, Friends and Relatives Center, Reunification Center) and provide services to victims, friends and relatives who report to the airport. 
	Operational Coordination
Response 


Participant Roles and Responsibilities
The term participant encompasses many groups of people, not just those playing in the exercise. Groups of participants involved in the exercise, and their respective roles and responsibilities, are as follows:
Players.  Players are personnel who have an active role in discussing or performing their regular roles and responsibilities during the exercise.  Players discuss or initiate actions in response to the simulated emergency. 
Observers.  Observers do not directly participate in the exercise.  However, they may support the development of player responses to the situation during the discussion by asking relevant questions or providing subject matter expertise.
Facilitators.  Facilitators provide situation updates and moderate discussions.  They also provide additional information or resolve questions as required.  Key Exercise Planning Team members also may assist with facilitation as subject matter experts (SMEs) during the exercise.
Evaluators.  Evaluators are assigned to observe and document certain objectives during the exercise.  Their primary role is to document player discussions, including how and if those discussions conform to plans, polices, and procedures.
[bookmark: _Toc336506592]Exercise Structure
This exercise will be a facilitated discussion exercise.  Players will participate in the following two modules: 
Module 1:  Aircraft Accident 
Module 2:  Family Assistance 

Each module begins with a multimedia update that summarizes key events occurring within that time period.  After the updates, participants review the situation and engage in functional group discussions of appropriate response issues.  For this exercise, the functional groups are as follows:
Airport Leadership and Operations
[bookmark: _GoBack]Law Enforcement, Aircraft Rescue and Firefighting (ARFF) and Emergency Medical System (EMS), also known as First Responders
Local and State Emergency Management 
Federal Agencies 
Partner Agencies 
 
After these functional group discussions, participants will engage in a moderated plenary discussion in which a spokesperson from each group will present a synopsis of the group’s actions, based on the scenario.
[bookmark: _Toc336506593]Exercise Guidelines
This exercise will be held in an open, low-stress, no-fault environment.  Varying viewpoints, even disagreements, are expected.  
Respond to the scenario using your knowledge of current plans and capabilities (i.e., you may use only existing assets) and insights derived from your training.
Decisions are not precedent setting and may not reflect your organization’s final position on a given issue.  This exercise is an opportunity to discuss and present multiple options and possible solutions.
Issue identification is not as valuable as suggestions and recommended actions that could improve response efforts.  Problem-solving efforts should be the focus.
[bookmark: _Toc336506595]Exercise Assumptions and Artificialities
In any exercise, assumptions and artificialities may be necessary to complete play in the time allotted and/or account for logistical limitations.  Exercise participants should accept that assumptions and artificialities are inherent in any exercise, and should not allow these considerations to negatively impact their participation.  During this exercise, the following apply:
The exercise is conducted in a no-fault learning environment wherein capabilities, plans, systems, and processes will be evaluated.
The exercise scenario is plausible, and events occur as they are presented.
All players receive information at the same time.
Exercise Evaluation
Evaluation of the exercise is based on the exercise objectives and aligned capabilities, capability targets, and critical tasks, which are documented in Exercise Evaluation Guides (EEGs).  Evaluators have EEGs for each of their assigned areas.  Additionally, players will be asked to complete participant feedback forms.  These documents, coupled with facilitator observations and notes, will be used to evaluate the exercise and compile the After-Action Report (AAR).
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[bookmark: _Toc336506596]Module 1:  [Module Name]
Choose the scenario that most fits your airport’s operation.
Scenario 1 [Month, Day, Year]: [Time]
[bookmark: _Toc336506597]At approximately 6:30 p.m., airport employees are made aware of an aircraft accident of a plane on its final approach to the airport.  The aviation disaster has occurred on airport property, and local first responders are en-route.   Initial reports appear that there will be few survivors due to the nature of the aviation disaster.  There were 105 souls on board of the plane at the time of the accident.  

Scenario 2 [Month, Day, Year]: [Time]
At approximately 6:30 p.m., a private chartered plane carrying 10 business executives and a pilot has crashed on its final approach to the airport.  The aviation disaster has occurred on airport property, and first responders are en-route.  At this time it is unknown if there will be any survivors.  
Key Issues
Coordination of information sharing regarding the aircraft incident. 
Securing the scene.
Providing for life and property safety.
Determining the need for family assistance services.  
[bookmark: _Toc336506598]Questions
Based on the information provided, participate in the discussion concerning the issues raised in Module 1.  Identify any critical issues, decisions, requirements, or questions that should be addressed at this time. 
The following questions are provided as suggested subjects that you may wish to address as the discussion progresses.  These questions are not meant to constitute a definitive list of concerns to be addressed, nor is there a requirement to address every question. Questions should be developed by the Exercise Planning Team with input from the Evaluators.  Questions should be structured to help Evaluators collect data on the capability targets and critical tasks in the EEGs.
Airport Leadership and Operators 
After notification of the accident, would you activate your Airport Operations Center, Airport Emergency Operations Center, or another monitoring facility?
How would you be communicating with local first responders and other government agencies?  Would you be requesting any mutual aid assistance?
Would you activate the Family Assistance Plan?  If so, what facilities would be needed?  Where would these facilities be located?
Who would be in charge of setting up and opening the facilities?
How long would it take for the facilities to be operational and ready to receive survivors, friends and relatives?
What would be your level of interaction with the media?
How would you notify other carriers, fixed base operators, tenants, concessionaries, etc. of the aircraft accident and your plans for family assistance services?
Would you be requesting support from any of the other carriers, fixed base operators, tenants, concessionaires, etc.? 
Law Enforcement, ARFF and EMS (First Responders)
1. How would you be notified of the aircraft accident?
1. How long would it take for you to be onsite?
1. How would you establish your perimeter?  How would you begin to preserve evidence?
1. What would be your response priorities?
1. How would you set up your ICS structure?
1. Where would you set up triage?
1. Where would you take uninjured passengers or passengers with minor injuries?
1. How would you be communicating with the airport?

Local and State Emergency Management 
1. How would you be notified of the aircraft accident?
1. How would you communicate with the airport?
1. Would you open your EOC?
1. Would you request mutual aid resources?  If so, how would you do this?
1. How would the interaction take place between local, State and Federal agencies?

Federal Agencies 
1. How would you be notified of the aircraft accident?
How would you communicate with the airport?  How would you communicate with the impacted carrier?
How long before the agency is onsite to begin the investigation?
What cooperation/coordination would you need from the airport leadership?

Partner Agencies 
1. How would you be notified of the aircraft accident?
1. Who would make the notification?
1. What assistance could you provide the airport if they activated their family assistance program?
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[bookmark: _Toc336506599]Module 2:  [Module Name]
Scenario 1: [Month, Day, Year]: [Time]
[bookmark: _Toc336506600]Within 30 minutes of the aircraft accident people begin to arrive at the airport requesting information on the aviation disaster and the status of their family member or friend.  People are quickly becoming agitated due to the lack of available information.  Initial reports from first responders on the scene are that of the 105 souls on board the plane, 30 have survived; 15 are in critical condition and have been transported to local hospitals and the other 15 are being treated on site and interviewed at this time.  

Scenario 2: [Month, Day, Year]: [Time]
Within 30 minutes of the aircraft accident people begin to arrive at the airport requesting information on the aviation disaster and the status of their family member or friend.  People are quickly becoming agitated due to the lack of available information.  Of the 11 souls on board, only two have survived, the pilot and one of the passengers.  
Key Issues
Activation of family assistance service locations.
Activation of survivor assistance. 
Operation of (Passenger Gathering Area, Friends and Relatives Center, Reunification Center).
Coordination with the impacted airline to determine when to transition to a Family Assistance Center [for Legislated events only].
[bookmark: _Toc336506601]Questions
Based on the information provided, participate in the discussion concerning the issues raised in Module 2.  Identify any critical issues, decisions, requirements, or questions that should be addressed at this time. 
The following questions are provided as suggested subjects that you may wish to address as the discussion progresses.  These questions are not meant to constitute a definitive list of concerns to be addressed, nor is there a requirement to address every question.  Questions should be developed by the Exercise Planning Team with input from the Evaluators.  Questions should be structured to help Evaluators collect data on the capability targets and critical tasks in the EEGs.
Airport Leadership and Operators 
1. Where are the survivors being taken?  Who is conducting interviews with them?
1. Where are the arriving friends and relatives being taken?  Who is collecting information from them?  How are you verifying they are connected to a passenger on the aircraft?
1. What security is bring provided for the open family assistance locations?
1. When would briefings for friends and relatives begin?
1. How have your interactions with the media changed since the initial reports of the aircraft accident?
1. How are you handling social media and internet outreach?
1. What outside agencies are you communications with at this time?
1. Are you coordinating with tenants, concessionaires, etc. to obtain services to support arriving friends and relatives? 

Law Enforcement, ARFF, EMS (First Responders)
1. Have you begun an investigation at this time?
1. How are you preserving evidence?
1. How are you handling the large number of deceased victims?
1. Would you be assisting with briefing friends and relatives that have arrived at the airport?

Local and State Emergency Management 
1. If you had not previously activated your EOC, would you now do so with the large number of deceased victims?
1. Would the large number of deceased victims overwhelm your Coroner’s/Medical Examiner’s Office?
1. If so, would you be requesting FEMA Disaster Mortuary (DMORT) Assistance, refrigerated trucks, or other means to store remains?
1. Where would remains be stored?
1. When would you begin to make death notifications to relatives of the deceased?
1. Would you be requesting any other form of mutual aid resources?

Federal Agencies  
1. How would you be communicating with the airport at this time?
When would you be prepared to begin briefing friend and relatives about the accident?
Partner Agencies 
1. What assistance would you be providing the airport at this time?
1. How would you be receiving information and updates about the accident and if it may impact your operations?
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[bookmark: _Toc264817025][bookmark: _Toc336506605]Appendix A:  Exercise Schedule
[This is should be updated to reflect the time and activities of the exercise. This is only an example.]
	Time
	Activity

	[Month Day, Year]

	08:00 AM
	Registration

	09:00 AM
	Welcome and Opening Remarks

	09:30 AM
	Module 1: Caucus Discussion, and Brief-Back 

	10:30 AM
	Break 

	10:45 AM
	Module 2: Facilitated Discussion, and Brief-Back 

	11:45 AM
	Working Lunch; Continue Module 2

	12:30 PM
	Hot Wash

	01:00 PM
	Closing Comments
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[bookmark: _Toc336506606]Appendix B:  Exercise Participants
[Complete this table to include all participating agencies in the exercise.]
	Participating Organizations

	Federal

	

	

	

	State

	

	

	

	

	Airport 

	

	

	

	Jurisdiction  

	

	

	

	Partner Agencies 
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[bookmark: _Toc336506607]Appendix C:  Relevant Plans
[Insert excerpts from relevant plans, policies, or procedures to be tested during the exercise.]
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[bookmark: _Toc336506608]Appendix D:  Acronyms 
[Complete this table with any acronyms that may be useful to the participants.]
	Acronym
	Term

	ARFF
	Aircraft Rescue and Firefighting 

	DHS
	U.S. Department of Homeland Security

	EOC 
	Emergency Operations Center 

	FRC
	Friends and Relatives Center 

	PGA
	Passenger Gathering Area 

	SitMan
	Situation Manual

	SME
	Subject Matter Expert

	TTX
	Tabletop Exercise
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