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INTRODUCTION 
 

The key aim of IGNIS Project is to improve the command and coordination of wildfire incidents 

through the development of simulation training for wildfire incident commanders.  

During the project, the partners will develop a cost-effective, mobile and easily accessible simulation 

tool that can be used within the partner countries and across Europe to train fire officers in how to 

safely and effectively command wildfire incidents. The simulation tool will contain a realistic virtual 

environment that is as close to real life conditions as possible.  

Simulation scenarios will be developed to include at least one specific European issue and with 

different contexts to cover as many problems as possible. 

National exercises will then be organised and held within the project countries (Portugal, UK and 

Italy) to trial, test and further improve the training being developed. Each exercise will focus on a 

specific transnational cross-cutting issue to integrate specificities of transnational incident command 

with a European perspective. 

It is essential to define an exercise design model providing a common basis for the development of 

the work of all project partners. 
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1. EXERCISES 

 

“An exercise is a focused practice activity that places the participants in a simulated situation 

requiring them to function in the capacity that would be expected of them in a real event .” (FEMA, 

2003, p. 1.1) 

Exercises are one of the most important training tools in many different areas of intervention. In civil 

protection, the importance of the exercises is crucial, as it allows testing in a simulated environment, 

tactical, operational and strategic level procedures, identifying gaps and constraints that, when 

verified in a real situation, could have very negative effects (ANPC, 2012).  

In the field of civil protection an exercise can be considered: “(…) all the training action carried out 

using a pre-defined setting that configures a serious accident situation or disaster involving 

protection and rescue structures and forces to test procedures associated with typical decision and 

response actions, and may take different types and nature.” (ANPC, 2012, p. 6) 

Each exercise should be based on the findings or lessons learned from previous exercises or 

incidents, they should involve all agencies who have an important role when responding to an 

emergency (Marques, 2016). 

Per FEMA (2008) there are several reasons to conduct exercises: 

 Clarify roles and responsibilities; 

 Improve interagency coordination; 

 Find resource gaps; 

 Develop individual performance; 

 Identify opportunities for improvement. 

The main objectives of the exercises are to test and validate plans and procedures, diagnose failures, 

introduce corrections and learn lessons for the future. 
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2. THE EXERCISE CYCLE 

 

An exercise is not an independent activity with clearly marked beginning and ending points (FEMA, 

2008), instead the exercises are learning processes composed through multiple and distinct stages 

(ANPC, 2012). 

The exercise cycle reflects a systemic approach that contributes to a continuous improvement 

process, in this case related to operations management (ANPC, 2012). The exercise cycle can be 

divided into the following main phases, whether included other phases, depending on the case: 

 

 

 

All phases are closely related and contribute to the process for continuous improvement. They affect 

not only the success of the current exercise but the design and success of future exercises.  Each 

phase includes a set of specific tasks and subtasks. 
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Evaluation 
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actions 
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2.1. Planning 

 

It is essential to plan an exercise thoroughly, it will enable flaws to be readily detected and to identify 

constraints in the exercise for the various organizations involved (ANPC, 2012). 

The planning consists of an eight-step process (FEMA, 2003): 

1. Assess needs; 

2. Define scope; 

3. Write a statement of purpose; 

4. Define objectives; 

5. Compose a narrative; 

6. Write major and detailed events; 

7. List expected actions; 

8. Prepare messages. 

2.1.1. Assess needs 

 

Conducting needs assessment will help to define the problems, establish the reasons to do an 

exercise and identify the functions to be exercised. Needs assessment should focus on problems that 

can be solved through an exercise program. 

The needs assessment should reveal the following types of issues if they exist: 

 Problems and constraints that need to be resolved, identified from lessons learned from 

previous incidents/exercises; 

 Procedures that need to be tested and validated; 

 Functions or skills that need to be practiced; 

 Role clarification that need to be done. 

To collect the necessary information, we can use different tools: 

 Questionnaires; 

 Interviews; 

 Group Discussions; 
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 Directives, plans, reports or other documents. 

2.1.2. Define the Scope 

 

The needs assessment could reveal too many problems; this will require prioritisation when setting 

objectives and making choices. The scope must clearly define the limits and areas of concern which 

will be included in an exercise. The available resources (financial and human) and the capability of 

the exercise to address the identified problems are factors that will help define the scope.  

There are five key elements of scope: Type of emergency, location, functions, participants, and 

exercise type (FEMA, 2003). 

 Type of emergency: An exercise is usually limited to one major event, although others, 

especially secondary events, might develop as the scenario develops.  

 Location: Identify the location where the simulated event will occur. Choose a location with 

similar characteristics to where the scenario could realistically occur, to facilitate immersion 

of the participants in the exercise 

 Functions: Select the functions or roles that the participants will practice. 

 Participants: Identify the realistic participating organizations and individuals that are required 

to carry out the actions. The more entities are involved in an exercise, the greater the 

complexity of the process. 

 Exercise type: Select the most suitable type of exercise. 

2.1.3. Write a statement of purpose 
 

The purpose indicates what is intended with the exercise and is a statement of the overall objective 

of the exercise.  

A way to build a purpose statement is to incorporate the scope decisions (type of emergency, 

location, functions, organizations, and exercise type) into a single sentence and adding a date. 
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2.1.4. Define objectives 

 

An objective is a description of the performance you expect from participants whilst demonstrating 

competence in their role (FEMA, 2003). The overall objective of the exercise will be broken down into 

specific objectives. 

The objectives written for exercises should be clear,  concise, and focused on participant 

performance. The objectives should be developed to allow a coherent assessment of the exercise. 

A useful guideline for writing objectives is the SMART acronym: 

Simple A good objective is simply and clearly phrased. 

Measurable  Ensure evaluators can determine whether the objective was achieved.  

Achievable  The objective should not be too difficult to achieve. 

Realistic  The objective should present a realistic expectation of the situation.  

Task oriented  The objective should focus on a behaviour or procedure. 

 

The number of exercise objectives should be limited to enable timely execution, facilitate design of a 

reasonable scenario and promote successful completion of the exercise purpose (FEMA, 2003). For 

an average exercise defining five to six objectives is a reasonable number. No more than ten 

objectives are recommended. 

The objectives must be numbered and listed in a table (Annexe I). 

2.1.5. Compose a narrative 

 

An exercise is a story that simulates an emergency, based on a scenario that identifies the event. Part 

of this scenario is the narrative, which is a brief description of the events that have occurred up to 

the minute the exercise begins (FEMA, 2003).  

The narrative includes everything that is important to know before starting the exercise and provides 

information that the participants will need during the exercise. It should be phrased in present tense, 

may develop the situation chronologically and should describe in detail the emergency environment. 
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The narrative can be developed based on the answer to some of the following questions (FEMA, 

2003): 

 What event? 

 How fast, strong, deep or dangerous? 

 Where does the initiating event take place? 

 What response has been made? 

 What damage has been reported? 

 What is the sequence of events? 

 What time? 

 Was there advance warning? 

 Where does it take place? 

 What are the relevant weather conditions? 

 What other factors would influence emergency procedures? 

 What is predicted for the future? 

The baseline scenario for each exercise should be carefully developed to successfully simulate an 

emergency situation. Scenario should be designed to engage exercise participants in a way that 

approximates real world responses to emergencies. 

2.1.6. Write major and detailed events 

 

Major and detailed events are occurrences - large or small - that take place after and because of the 

emergency described in the narrative. It may be helpful to think of them as problems requiring a 

realistic action that will meet exercise objectives (FEMA, 2003).  

Developing and scripting the events will provide a structure to the exercise preventing what would 

be a series of miscellaneous and unrelated occurrences with random actions from participants.  

Major events are occurrences or key events for their importance in achieving the objectives of the 

exercise. If for any reason the major events are not injected, the exercise may fail to deliver the 

objectives set.  
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Major events reflect the important problems that result from an emergency situation and should 

generate situations to test the exercise objectives. Those events will require action from one or more 

organizations.  

Detailed events (or minor events) are specific problem situations to which participants must respond. 

Each detailed event should be designed to prompt one or more expected actions for one or more 

organizations that are participating in the exercise (FEMA, 2003).  

Detailed events can be developed based on a list of specific problems that are likely to occur about 

each major event and then identify actions that would be expected as a result. 

The list of events should be organised in a chronological order and detail the planned events (Annexe 

II).  

2.1.7. List expected actions 

 

Expected actions are the actions or decisions that you want participants to carry out to demonstrate 

competence (FEMA, 2003). 

The list of expected actions will enable to create the correspondent messages. The script must be 

carefully developed to ensure that the messages get the planned results.  

The difference between the expected actions and the actions undertaken by participants will be the 

base for the exercise evaluation. 

As the events, the expected actions are closely related to the objectives. Objectives state general 

desired actions and expected actions are a breakdown of objectives.  Each action should be related 

to one or more referral objectives. 

The list of expected actions should be organised in a chronological order and detailing the description 

of every action (Annexe III). 
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2.1.8. Prepare messages 

 

Messages are used to communicate events to exercise participants mainly by simulators, but also by 

the evaluators or the Exercise Director (controller).  

The messages reflect the stimuli in the form of events that will lead participants to make decisions 

and take actions that meet the exercise objectives. One message may represent an event, or several 

messages may be needed to notify the participants of the event (FEMA, 2003). 

Messages can be transmitted by several ways: Auditory (telephone, radio), Visual (images, signs or 

gestures) and Written (written notes, screen text, email, fax).  

Messages must come from a credible source and be delivered through credible channels. In 

functional or full-scale exercises the method of transmitting messages should be the one that would 

be most likely in an actual emergency. 

Messages must be created and written before exercise and should be numbered. 

Messages have four main variables, which are listed in the table below. 

Message #1 

Source of the message Who sends the message 

Method of 
Transmission 

How the message is transmitted 

Content of Message Transmitted information 

Recipient/Referral Who should receive the message 

 

When conducting the exercise the participants don’t always respond as expected. In that case it 

becomes necessary for the Exercise Director (controller) and simulators to improvise. Usually, the 

controller will decide on an appropriate response. But if the action is intense, the simulators may also 

have to make quick decisions and sometimes improvise. The controller and simulators should be 

familiar with the scenario and objectives, so messages will fit on the purposes of the exercise.  

The simulators and evaluators should be aware of the response to messages and register their 

content with the comments they consider relevant to a good performance evaluation (Marques, 

2016). 
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Synchronization: Master Event and Expected Actions List 

The Master Event and Expected Actions List (Annexe IV) allows synchronizing events with the 

expected actions and facilitate the control through the messages depending on whether the actions 

are carried out or not. It contains a chronological listing of the following items: 

 Events and their description; 

 Input Method; 

 Transmitter and receiver; 

 Expected actions and its description; 

 Control with associated messages. 

2.2. Conduct 
 

Once completed the planning of the exercise we got to the stage where it must be executed. 

Between planning and execution can take several weeks, months, sometimes years apart.  During this 

phase, it is especially relevant aspects that followed are detailed. 

2.2.1. Supervision, Direction and Control 

 

It is important to identify a clear structure at the level of supervision, direction and control of the 

exercise to ensure that will take place within the initially set parameters.  

The control should be understood as the process of guiding the exercise, so that it remains within the 

established limits, considering the objectives and the procedures that have been set. 

Thus, for each exercise, the following functions should be identified: 

Exercise Director 

In major exercises, there is the role of Exercise Director while in smaller-scale exercises that role is 

called Controller. 
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The main function of the Exercise Director is to direct and control the conduct of the exercise, 

ensuring that the objectives of the exercise are achieved. Also, establishes a relationship with the 

members of the different teams and participants. 

The Exercise Director is supported by the Conduct Team in carrying out its mission. 

Conduct Team 

The conduct team is a group of elements that support the Exercise Director and have the following 

main functions (ANPC, 2013): 

 To direct and coordinate the exercise to ensure that the proposed objectives are achieved;  

 Simulate not performing forces; 

 Simulate authorities and organizations not participating in the exercise, but whose actions 

are considered important to print realism to it; 

 Ensure the injection of predefined events; 

 Check the dynamism / animation for the exercise; 

 Actuate any claims for real support; 

 Stop the exercise whenever considered necessary. 

 

Participants 

Within IGNIS Project were selected to be participants in the exercises fire officers that will participate 

in national and transnational simulation exercises related with big forest fires suppression. 

It is expected that the participants to respond as they would in a real emergency to the messages 

that they receive during the exercise. All the decisions and actions of the participants take place in 

real time and generate real responses and consequences from other participants. 

Responsible for Public Information of the Exercise 

This element, under direct coordination of the Exercise Director, is responsible for coordinating 

aspects related to public information and connection to media that may be following the exercise. 
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2.2.2. Briefing 

 

The success of the exercise also depends on the understanding that participants have about exercise 

and their role in it. It should be held a briefing for all participants in the exercise, covering the 

following aspects (FEMA, 2003): 

 Overview of objectives; 

 How the exercise will be carried out; 

 Time period to be simulated; 

 Rules and procedures. 

2.2.3. Narrative 

 

The exercise formally begins with the presentation of the narrative.  The presentation of the narrative 

can be dramatized by performing an operational briefing in which a situation report on the 

emergency is presented. 

2.2.4. Injection of events 

 

The events are injected into the scenario as the exercise progresses, to create realism and print the 

desired dynamic levels and must be previously identified. It is one of the most important 

components of a civil protection exercise regarding the simulation. 

The events must be organised in a chronological order and detailed in a list. The list of events cannot 

be known to all participants in the exercise and should be accessible only to the Exercise Director and 

Conduct Team, so that the objectives and the realism of the exercise are not compromised.  

Events will be injected mostly through messages communicated by radio, telephone, written 

messages or role-play. At IGNIS Project the virtual simulation plays a key role and many of the events 

are injected through the virtual scenarios and virtual characters. 
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Exercise Director may, if necessary to print an additional rhythm to exercise, injecting events and / or 

unforeseen incidents. This option should always be properly coordinated with the simulators.  

2.2.5. Skipping time 
 

Functional exercises can simulate emergency situations which in real terms would last for many 

hours or even several days. In order to conduct an exercise that simulates a long period of time, 

without the participants have to be playing exercise continuously or without requiring a high 

turnover involving different participants, it will be necessary to periodically stop the exercise and 

advance the time by a number of hours. These skip-time transitions should be kept to the minimum 

necessary to cover the scope of the exercise. They can generally be designed to coincide with a 

natural break point. 

Actions that would have been undertaken during the transition period will be indicated as performed 

in the situation update if the time required for execution has been achieved. 

The Exercise Director is responsible for managing skip-time transitions and preparing transition 

updates to be presented to the participants before resuming the exercise.  Simulators are responsible 

for updating the simulation to reflect the results of the previous events and participant actions. 

2.2.6. Communications 
 

The planning of communications is an integral part of the overall planning process for the exercise. It 

should be taken into consideration networks and emergency communications systems to be used 

and the respective rules of exploitation. 

Participants in the exercises should preferably have access to the equipment they have at their 

disposal in a real situation.  

The communication equipment requirements and installation in rooms and simulation areas must be 

identified and properly planned. The needs for communications to conduct the exercise must also be 

considered. 
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A communication plan should be drawn up indicating the frequency, channels or talk groups, 

including primary and secondary, to be used in each of the networks and systems depending  on the 

structure and levels of command included in the exercise. 

2.2.7. Simulation Facilities 

 

The exercises can be performed in a room or several rooms or areas depending on the type of 

exercise. In the case of a functional exercise it is convenient to use at least two rooms that are close. 

The rooms should be comfortable, have proper lighting conditions, sound and temperature. They 

must be equipped with all the technological requirements needed to run the exercise. 

The availability of displays and materials such as maps, charts, message forms, lists, are important 

especially in a functional exercise. These materials are used to provide details for the scenario and 

keep track of activities. 

2.2.8. Safety 

 

The aspects related to safety are fundamental and should be present in all civil protection exercises, 

especially in Full-Scale exercises. This concern must be addressed from the planning to the conduct 

of the exercise.  

In every exercise, it is important to identify in advance dangers and threats, and the corresponding 

strategies and procedures to minimize their effects if they occur.   

For safety reasons, the Exercise Director should adopt an agreed procedure for intervention in any 

type of exercise, including the interruption or even the end of the exercise, as needed. 

2.2.9. Debriefing 

 

Immediately after the end of the exercise, should be carried out a first impressions debriefing (Hot 

Debriefing).  
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This moment serves mainly for participants in the exercise to express the first conclusions about how 

things went, what they think should be changed and commitments that they might make. 

The debriefing is conducted by the Exercise Director and should be well targeted and limited in time. 

All participants should have the opportunity to intervene but should focus their interventions only on 

the strengths and weaknesses of the exercise. Comments during the debriefing should be recorded 

for inclusion in the Evaluation Report. 

A simple questionnaire should be prepared for participants to fill after exercise to collect information 

on aspects of the exercise that are not possible to address during the debriefing. 

2.3. Evaluation 

 

Evaluation is the process of observing and recording exercise activities,  comparing the performance 

of the participants against the objectives and identifying strengths and weaknesses (FEMA, 2003). 

Evaluation begins concurrently with the exercise design, when the exercise objectives are developed. 

It is the evaluation process that occurs during exercise that allows the collection of data and 

information that will allow making the final assessment. 

The assessment should be developed in an objective and impartial manner, avoiding value judgments 

that cannot be translated into measurable and observable facts.  

2.3.1. Evaluation methodology 

 

Evaluation methodology includes the strategy and procedures used to evaluate an exercise. It is 

possible to evaluate the effectiveness of the exercise according to the objectives set,  in addition the 

performance of key roles within the exercise can also be evaluated with an appropriate incident 

command assessment tool. This project is using the Effective Command assessment tool, to evaluate 

the performance of key exercise participants. 
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2.3.2. Evaluation criteria 

 

The Effective Command methodology focuses on the demonstration of appropriate decision making 

behaviours being utilised by the exercise participants or students. These decision-making behaviours 

are centred on the role-specific criteria expected of a strategic manager, and as detailed in the 

relevant role-maps. 

2.3.3. Evaluation forms 

 

The Effective Command participant evaluation form, involve several pages of checklist boxes, where 

the criteria should be used to discuss the participant’s performance within the exercise. In addition, 

exercise evaluation forms can be utilised to capture information on the overall exercise, the exercise 

topic, the time-line, the quality of the graphics etc. This can utilise simple questionnaires, checklists, 

or rating sheets on which observations are recorded. They need not be complicated, but they must 

be objective, simple and specific. 

2.3.4. Observation 

 

The assessment of the participant’s efficiency in managing the exercise should not be assessed by 

just observing their actions. Instead, the Effective Command assessment should occur during a 

debrief with the participant after the exercise. Where the participant can explain their actions, 

thought processes and decision making rationale, which is then recorded on the Effective Command 

assessment tool, by the certified assessors. 

2.3.5. Evaluation report 
 

The participant evaluation report is automatically generated by the Effective Command assessment 

tool. It focuses on the behaviours and actions demonstrated by the participant during the scenario. 

The evaluation report also generates feedback for areas where the participant has failed to 

demonstrate competence at the appropriate tier. 
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2.3.6. Exercise report 

 

The exercise report is written after the exercise and incorporates feedback from all the participants 

and role-players. It should provide constructive feedback regarding the exercise, which can be 

incorporated into future exercises to improve the alignment to the exercise objectives.  

2.3.7. Observers 

 

Evaluator’s observations may suffice for some exercises whereas an additional analysis by objective 

observers may be needed for others. 

The IGNIS Project includes an advisory board that will represent the external evaluation part of the 

assessment and pooling process of IGNIS’s outcomes.  The advisory board is composed of fire officers 

(peer review) and other national experts from the participating countries as well as of European 

experts from other countries having participated in ERCC operations.  

One of the tasks of the advisory board is the observation of project’s activities, especially the training 

sessions and exercises, to give more objectivity to the assessment process by complementing the 

self-assessment of training and simulation activities of the project.  

Experts will attend simulation exercises to provide to project partners an assessment and 

recommendations to improve the simulation solution tested within the IGNIS project, with a view to 

transnational coordination issues and the structuring of the IGNIS resource centre.  

2.4. Introduction of corrective actions 

 

The introduction of corrections identified during the evaluation of the exercise is the last phase of 

the exercise cycle, but probably one of the most important (ANPC, 2012). 

An exercise without evaluation and recommendations contribute to an incomplete exercise. 

Similarly, the recommendations without monitoring will not get the full benefit of the exercise.  
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The entity responsible for the exercise should ensure that the exercise cycle is effectively "closed" 

and that the results achieved with exercise are translated into improvement of the processes and 

procedures that have been tested in the exercise. 

For a proper follow-up of the exercise it’s essential to (FEMA, 2003): 

 Clearly assign tasks and schedules, and designate responsibility for each recommended 

improvement; 

 Establish a monitoring plan to track the progress of implementing recommended 

improvements; 

 Complete the cycle by testing the improvements into the next exercise to make sure that 

they are implemented. 

However, the exercise cycle does not end with the introduction of corrections. It is essential that 

plans and procedures associated with the emergency management process are included in a 

continuous exercise program to allow, on a continuous basis, evaluate and correct their suitability to 

a changing reality (ANPC, 2012). 

 

3. EXERCISE TYPE 

 

Exercises may range widely in cost, size, scope, complexity, purpose, and approach. Different entities 

consider different types of exercises. For example, FEMA (2008) identifies seven types of exercises 

(Seminars, Workshops, Table Tops, Games, Drills, Functional and Full-Scale exercises). 

In IGNIS we will utilise functional exercises, as they are the type of exercise that best suits the Project 

objectives with the use of virtual simulation tools. 

A functional exercise is a fully simulated interactive exercise that tests the capability of an 

organization to respond to a simulated event. It is a coordinated response to a situation in a time-

pressured, realistic simulation, designed to evaluate capabilities and multiple functions using 

simulated response (FEMA, 2003). 
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In this type of exercise a comprehensive description of the scenario is developed, including messages 

and communications to be established between the various players, promoting a dynamic sequence 

by injecting events, which allow players to engage in the simulated emergency.  

The main characteristics of functional exercises (FEMA, 2008): 

 A functional exercise is similar to a full-scale exercise without moving resources to an actual 

site; 

 Scenarios are complex and events must be carefully scripted to cause participants to make 

decisions and act on them. This complexity makes the functional exercise difficult to design; 

 The messages reflect ongoing events and problems that might occur in a real emergency; 

 Participants respond in real time with decisions and actions. All the participants’ decisions 

and actions generate real responses and consequences to other players; 

 Functional exercises make it possible to test several functions and exercise several agencies 

without incurring the cost of a full-scale exercise; 

 Functional exercises are usually conducted in the Emergency Operations Centre or other 

operating centre. Participants and simulators are often seated in separate areas or rooms. 

Realism is achieved using telephones, radios, televisions, and maps; 

 Functional exercises use the following general roles: 

o  Exercise Director or Controller: Manages and directs the exercise; 

o  Participants: Organizations or individuals who respond as they would in a real 

emergency; 

o  Simulators: Assume external roles and deliver planned messages to the players; 

o  Evaluators: Observers who assess performance. 

 A functional exercise requires from 3 to 8 hours, although it can run a full day or even longer; 

 The preparation of a functional exercise has a minimum duration of 6 to 18 months. 

 

Conduct characteristics of functional exercises (FEMA, 2008): 

 Simulated deployment of resources and personnel; 

 Rapid problem solving; 

 Highly stressful environment. 
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4. EXERCISE TEAMS 

4.1. Planning Team 

 

Exercise design is a complex task that involves multiple phases, from designing the exercise to 

arranging detailed administrative matters. These tasks require the effort of a dedicated team and 

should not be done by a single individual.  

The planning team should be multidisciplinary, with different technical skills to enable cover all 

relevant aspects of the exercise (planning, operations, logistics, public information, others). It should 

consist of an adequate number of elements, adapted to the functions that are necessary to develop.  

The exercise planning team assists the team leader in developing exercise content and procedures.  

Planning team members have the following responsibilities: 

 
 Define the purpose; 

 Determine the exercise objectives; 

 Confirm the type of exercise; 

 Identify participants; 

 Develop the Exercise Plan; 

 Develop the narrative; 

 Tailor the scenario; 

 Develop the script; 

 Design the Control Plan; 

 Design the Evaluation Plan; 

 Develop the Participant Handbook; 

 Control the financial component; 

 Ensure logistical resources; 

 Ensure public information; 

 Assist in the development and distribution of pre-exercise materials; 

 Help conduct pre-exercise training sessions. 

Planning team members can act as simulators or controllers in a functional exercise. 
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4.2. Conduct Team 

4.2.1. Exercise Director 

 

The Exercise Director (controller) supervises the simulation or overall conduct of the exercise, 

ensuring it sticks to the plan and that objectives are reached.  

The main duties of the Exercise Director are:  

 Perform the Briefing (narrative presentation and explanation to the participants) and 

Debriefing; 

 Monitor the sequence of events and supervise the input of messages using the Master Event 

and Expected Actions List as a guide; 

 Adjust the pace of the exercise when needed; 

 Make decisions in the event of unanticipated actions or resource requirements; 

 Maintain order and professionalism throughout the exercise.  

In more complex exercises the conduct team can have one or more controllers (sometimes called 

referees) to assist the Exercise Director and assumes some of his duties and tasks. 

4.2.2. Simulators 

 

The simulators are responsible for creating a real-life environment through the representation of the 

“external world” and to simulate the external actions and organizations. 

The main duties of the simulators are: 

 Send messages to the participants representing individuals or organizations, per scheduled 

times in the sequence of events; 

 Simulate all actions taken by an agency or other organization; 

 Respond spontaneously with messages as needed: 

o When a participant issues a directive that results in events not anticipated in the 

scenario; 

o When a participant asks for more information; 
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o When a player decision is not logically linked to the next event in the scenario.  

 Inform the Exercise Director of any deviations from the scenario or special problems.  

It is usually helpful to hold a specific briefing before the exercise to orientate the exercise staff 

members. At the briefing, the Exercise Director should brief the simulation facilitators, ensuring that 

they are familiar with the scenario, objectives, resources,  and the messages they will be responsible 

for delivering. 

4.3. Evaluation Team  

4.3.1. Evaluators 

 

The size and composition of the evaluation team will depend on the type of exercise, the complexity 

of the exercise and the experience of the team members (Marques, 2016).  

The evaluators observe the actions and decisions of the participants to report later what went well 

and what did not. To do this, evaluators need to be familiar with the objectives and the exercise 

scenario. 

The main duties of the evaluators are: 

 Observe exercise progress and record observations on provided evaluation forms, taking care 

to remain unobtrusive in the process; 

 Observe how the exercise is fulfilling the objectives and try to identify problems if objectives 

are not met; 

 Evaluate the actions of the players, not the players themselves. Document both positive and 

negative observations; 

 Inform the Exercise Director during the exercise of any problems; 

 Prepare brief written comments that can be included in the final evaluation and evaluation 

report. 

The training of the evaluation team usually can be done in an orientation meeting. The nature and 

length of the meeting will depend on the experience and skill of the members. Most evaluators will 

need information on: 
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 The exercise scenario; 

 Rules of play; 

 The objectives; 

 Evaluation requirements and procedures; 

 Evaluation forms. 

4.3.2. Observers 

 

The IGNIS Project includes an advisory board composed of experts that will attend simulation 

exercises to provide more objectivity to the assessment process by complementing the self-

assessment of training and simulation activities of the project.  

The development of an Observer Program is a good solution to allow experts follow closely the 

exercise but without direct intervention in it. 

The Observer Program should always start with the participants' briefing to convey the most relevant 

information about the exercise. In cases in which it is expected the presence of important 

personalities in the exercise, such as, government members or other political authorities, a specific 

program should also be prepared for them. 

The Program should allow the observers to watch the various components of the exercise, through 

the various spaces or locations, always accompanied by someone knowledgeable of the exercise and 

the way in which it develops to be able to make the correct explanation and clarify any doubts. 

Guidelines should provide direction for data collection, analysis and preparation of observation 

reports, to ensure uniformity in terms of procedures for all observers. It is also important that 

observers have documents (observation grids, checklists or others) for recording the observations 

made. 

A program guide containing information on the scenarios should be created, which details, the 

participating agencies, the objectives of the exercise and the safety rules to be observed, this should 

be distributed to all participants and including the observers, at an appropriate time before the 

scenario. 
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5. SUPPORTING DOCUMENTS 

 

The exercise documentation is intended as a record and evidence of all stages of the exercise cycle.   

The supporting documents should be developed in preparation of an exercise; the documents should 

vary per the type of exercise and complexity. Usually four major documents are developed during the 

exercise design process (FEMA, 2003): 

 Exercise Plan; 

 Control Plan; 

 Evaluation Plan; 

 Participant Handbook. 

These documents are basically handbooks for specific audiences and serve as useful tools during 

exercise planning, conduct and evaluation. 

5.1. Exercise Plan 

 

The Exercise Plan provides controllers, evaluators, participants and observers with general 

information such as the exercise purpose, scope, objectives and logistical information. 

The exercise plan can be considered as a guide for developers and participants, assisting participants 

in enhancing exercise play and as a promotional tool of the exercise. 

5.2. Control Plan 
 

The control plan is intended to controllers and simulators. It provides information about the 

simulation and control requirements and it is not made available to participants. 

It establishes the basis for control and simulation of the exercise and indicates the procedures, 

responsibilities and clarifies the role of controllers and simulators.  

The control plan explains the exercise concept and defines the requirements for the execution of the 

exercise. 
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5.3. Evaluation Plan 

 

The evaluation plan provides exercise evaluators, as well as controllers and simulators, with guidance 

concerning exercise evaluation procedures, responsibilities, and support. It establishes the basis for 

evaluation. 

The evaluation plan explains the exercise concept as it relates to the evaluation process.  It defines 

the communications, logistics, and administrative structure needed to support evaluation before, 

during and after the exercise. 

5.4. Participant handbook 

 

The Participant Handbook provides exercise participants with information needed to participate 

effectively in the exercise. This information is also discussed at the participant briefings conducted 

prior to the start of the exercise (FEMA, 2003). 

The participant's manual should have a flexible structure and be adapted to the type of exercise. 

Normally, the Participant Handbook has the following structure: 

 Scope, purpose and objectives; 

 Scenario/narrative; 

 Procedures and responsibilities (Conduct team and participants); 

 Artificiality and simulations; 

 Real emergency procedures; 

 Communication procedures; 

 Permissible simulations; 

 Equipment to use; 

 Meetings (Briefing and debriefing); 

 Assessment Questionnaire; 

 Reports.  
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6. CONCLUSIONS 

 

The civil protection exercises are an essential tool in terms of training, education and improvement 

of procedures. However, for these exercises to be useful and valid, they should be conducted 

honestly and in a realistic manner. An exercise in which everything goes well and that does not lead 

to fault detection, is an exercise that did not resulted in the best way. These exercises are not helpful 

and certainly will not support the improvement process of emergency management (ANPC, 2012). 
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ANNEXES 
 

Annexe I – List of Objectives 

 

Exercise objectives 

Obj #1 
 
 
 

Obj #2 
 
 
 

Obj #3 
 
 
 

Obj #4 
 
 
 

Obj #5 
 
 
 

Obj #6 
 
 
 

Obj #7 
 
 
 

Obj #8 
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Annexe II – Events list 
 

Events list 

Time Ev # Type Event Description 
    
    

    
    

    
    

    
    
    

    
    

    
    
    

    
    

    
    
    

    
    

    
    
    

    
    

    
    

    
    
    

    
    

    
    
    
↑ - Upgrading event   ↓ - Downgrading event M – Major event  m – Minor event 
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Annexe III – Expected actions list 
 

Expected actions list 

Time Ea # Action Description Referral Objective # 
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Annexe IV – Master Event and Expected Actions list  
Master event and expected actions list 

Time Ex. Hour Ev # Description Input method From To Ea# Description Control 

          

         
  

  

         
  

 
 

         
  

  

         
  

  

         
  

  

         
  

  

 


