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EXERCISE PROGRAM CHECKLIST

Exercise Program Checklist 

This checklist is designed to assist hospitals in development, implementation and evaluation of exercises.  Individual exercises are part of an Exercise and Evaluation Cycle under the hospital’s Emergency Management Program.  Hospitals participate in a range of exercises including Discussion-Based such as tabletops, and Operations-Based such as drills, functional and full-scale exercises. These exercises may be isolated within the hospital, or part of a larger community or even statewide exercise such as the California Statewide Medical Health Exercise.  For larger exercises many of the development and planning steps may be already done by the Operational Area or State. It is the intent of this document to provide an overview, guidance and resources for hospitals which allows a more coordinated effort and can be tailored to the facility.  
	1. Pre Exercise Design and Development
	In Progress
	Completed

	A. Review past training and exercises for type, objectives, exercise partners and identified areas for improvement.
	
	

	B. Review future community training and exercises for possible participation and collaboration to meet facility projected exercise and training needs.
	
	

	C. Review hospital and community Hazard Vulnerability Analysis (HVA) for potential needs.
	
	

	D. Examine facility Exercise and Evaluation Plan to ensure consistency of exercise development with overall Emergency Management Program strategy.
	
	

	2. Design and Development
	In Progress
	Completed

	Exercises can be Discussion-Based which include tabletop exercises or seminars that focus on introducing and solving problems, or Operations-Based which include functional or full-scale exercises.
	
	

	A. Identify Planning Team.  
	
	

	B. Initial Planning Meeting (Conference).  
	
	

	i. Identify Exercise Objectives 
Potential Exercise Objectives may come from:

· Previous Improvement Plans 

· Hazard Vulnerability Analysis

· Changes in populations served

· New or revised policies and procedures, new equipment

· Results of evaluations
Additional resources for identifying Exercise Objectives can be obtained from:

· Identifying appropriate Target Capability from Target Capability List (TCL) such as Medical Surge or Emergency Operations Center/Hospital Command Center Management and incorporate into Objective 
· Incorporating Accreditation Requirements and Standards (e.g., The 
Joint Commission, National Integrated Accreditation for Healthcare Organizations, or Healthcare Facilities Accreditation Program)

· Incorporating Joint Commission 6 Critical Elements 
· Incorporating Exercise Related National Incident Management System (NIMS) Healthcare Objectives 
	 
	

	ii. Scenario Development.  Identify scenario, scope, participants, and timeline.  
	
	

	iii. Logistical Support (e.g., locations, supplies and equipment for Discussion-Based, and exercise site, transportation, moulage, supplies and equipment for Operations-Based) 
	
	

	iv. Exercise Timeline.  Schedule exercise date and time, and additional meeting dates.  
	
	

	C. Final Planning Meeting (Conference).  Additional meetings can be added depending on the scope of the exercise.  
	
	

	i. Finalize Documentation.  Situation Manual for Discussion-Based or Exercise Plan for Operations-Based, Master Scenario Events List (MSEL), and evaluations tools such as HSEEP Exercise Evaluation Guides.   
	
	

	ii. Finalize Personnel.  Exercise participants, observers, evaluators and support staff.  
	
	

	iii. Finalize Logistical Support. Confirm location and set up, supplies, food/water needs and support staff.  
	
	

	3. Conducting an Exercise
	In Progress
	Completed

	A.  Discussion-Based Exercises 

· Site Set-Up

· Participant Check-in and Registration

· Exercise Briefing (schedule, objectives)  
· Exercise Play

·  Exercise Debriefing 
	
	

	B. Operations-Based Exercises

· Exercise Site Set-Up

· Participant Check-In and Registration (sign-in sheets, badges, etc.)  
· Exercise Briefing (schedule, objectives, venues and areas of play, safety concerns) 
· Exercise Play

· Implement Hospital Incident Command System (HICS) 
· Utilize Incident Response Guides (IRGs) 
· Exercise Debriefing (hotwash and debriefings).  
	
	

	4. Exercise Evaluation and After Action Reporting
	In Progress
	Completed

	A. Evaluation Methodology and Planning 
	
	

	B. Data Collection 
	
	

	C. Exercise Evaluation Guides (EEGs) 
	
	

	D. Data Analysis 
	
	

	E. Developing an After Action Report  
	
	

	5. Improvement Planning
	In Progress
	Complete

	A. After Action Meeting (Conference) 
· After Action Report and Improvement Plan 
· Identify Improvements to be implemented 
· Track Implementation 
	  
	


Note: This checklist incorporates the Homeland Security Exercise Evaluation Program (HSEEP) while addressing the Hospital Incident Command System (HICS), National Incident Management System (NIMS), The Joint Commission (TJC), National Integrated Accreditation for Healthcare Organizations (NIAHO), and the Healthcare Facilities Accreditation Program (HFAP) requirements.  Individual hospitals should check with their accreditation and Operational Area requirements such as local Hospital Preparedness Program (HPP) or other grant requirements.
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