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This manual and all of its contents is dedicated to the memory of  

our cohort, confidant, partner and friend in Emergency Social Services. 

 

We will miss his humor and smiling face 

 

For those of us that knew him, we considered it an honor to be in his circle of people.  He was a 

passionate, dedicated volunteer of Emergency Social Services in Delta and he leaves behind a 

footprint that carries a long lasting legacy. 
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Disclaimer 
 

The materials contained in this manual are to be used by Emergency Social Services Volunteers for the 

purpose of emergency preparedness, response and planning. 

 

Information and materials contained within this plan are not to be used in part or in whole for profit or 

personal gain in any manner. 

 

Although every effort has been made to ensure the accuracy of the information contained within this 

manual, the use and/or interpretation is entirely at the risk of the user(s).  The contributors and authors 

assume no responsibility and disclaim any liability resulting from the use and/or interpretation of the 

information contained herein. 
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1.2  How to Use this Manual 
 

This workbook is a guideline to assist in the construction of an exercise.  You will not need to 

include all components of this workbook with each type of exercise.  However, the instructions 

refer to a full scale exercise.  Please refer to the exercise matrix which indicates what forms and 

steps need to be included with each level of exercise.   

 

1. Exercise Committee 

To design an exercise your committee should have people who are familiar with the ESS 

Program. Often the ESSD will take a lead role in the development of the exercise. You also 

want this committee to be manageable.  A consideration could be to use your Section 

Chiefs.   If you require additional expertise, others can be brought in for this purpose.    

 

2. Exercise Budget 

A budget should be created for all expenses that could be incurred as a result of the 

exercise.  Some examples have been included in the budget sample; some more may be 

identified as the exercise develops. 

 

3. Hazard, Risk and Vulnerability Analysis (HRVA) 

Depending on the type of exercise that has been selected (Refer to Exercise Matrix) the first 

step in developing an ESS exercise is to select an emergency or disaster that has been 

identified as likelihood in your community’s HRVA.  If an HRVA has not been conducted, the 

forms and link to the PEP website have been included to produce one.   

 

4. Determine the type of exercise. 

The introduction section of the workbook identifies the different types of exercises.   It is 

recommended that you start with a smaller exercise such as an orientation or a drill and 

move up over time to a functional exercise. 

 

5. Exercise Objectives  

The purpose of an exercise is to test a part or parts of your ESS plan.  What you are testing 

forms the objective.  For example, if your objective is to test the ESS call out systems - a call 

out would be performed and the results would be reviewed to determine what went well 

and what needs to be improved or changed in your call out. For a larger exercise you will 

normally have 3 – 6 objectives.  

 

6. Exercise Evaluators 

To provide valuable feedback from the different operations of the exercise you might 

consider having evaluators on sight that will monitor the different sections.  It is most 

helpful to provide them with some insight as to what the exercise is trying to achieve. 

 

7. Exercise Personnel  

There will be certain positions that will need to be filled in order to meet the objectives of 

the exercise.  Depending on your exercise not all positions will need to be filled.  
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Planning in advance what positions are required and what volunteers can fill these 

positions will help you meet your objectives. Use the exercise personal organizational chart 

attached to determine what positions will be required for your exercise.   

 

8. Exercise Planning Timeline 

An exercise involves substantial planning including a wide variety of tasks that need to be 

completed.  By identifying all the tasks and assigning people to complete the tasks the 

exercise committee will ensure nothing gets missed.  Use the attached worksheet to 

manage this.   Some of the duties may be assigned to volunteers.   

 

9. Exercise Scenario 

Considerable time can be spent on identifying the scenario; however it is more important 

for the scenario to work with your exercise objectives.  Often, scenarios that are selected 

are too broad to test the exercise objectives. It is also important the scenario is a believable 

event that could happen in your community. 

 

10. Exercise Inputs Schedule 

Giving evacuees pre-scripted inputs will ensure you test your objectives. It will also allow 

you to evaluate how the ESS volunteers handle certain situations which can assist in your 

ESS response. The inputs included in this manual are designed for individual functions so 

that you can concentrate the exercise on one particular unit. 

 

11. Exercise Agenda 

Keeping the exercise on time will ensure you meet your objectives and that the exercise 

runs according to the schedule.  The final version should be followed closely during the 

exercise.   

 

12. Exercise Donations 

Depending on the policies and structure of your organization donations can be a welcome 

addition to an exercise to offer as door prizes. Often local suppliers will be willing to donate 

door prizes.   

 

13. Exercise Invitations  

An exercise is an opportune time to showcase your ESS program and to get the public and 

potential suppliers involved.  Invite them to observe and/or be an evacuee this will help in 

promoting the work ESS is accomplishing in the community.  Invitations can be sent to ESS 

volunteers, city staff, Mayor and council, local businesses and community groups or anyone 

who may have an interest in ESS.   

 

14. Exercise Press Release 

Attracting attention to your exercise heightens the awareness of the ESS Program in your 

community.  Depending on your relationship with your press, this may be an opportunity to  

get the media to do a story on ESS.  Being that it is an exercise the PRESS would likely 

enter the Reception Centre as this makes a good story.  Keep in mind that usually, the 

PRESS is not allowed in a Reception Centre during a “real” activation and this can cause  
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some confusion with volunteers.  Make sure the “exercise participants” know the role of 

the press prior to the exercise.   

 

15. Exercise Room Layout  

A layout should be designed prior to the exercise so volunteers can easily set up the 

Reception Centre.  Included is a sample from the Justice Institute Reception Centre 

Manual.  

 

16. Exercise Supplies and Equipment 

A list of supplies that will be required for the exercise should be created to ensure nothing 

is missed.   

 

17. PEP Task Form and Liability  

 Have all volunteer involved in the exercise sign in on the PEP Registration Task Form to 

insure that they are covered by liability and WCB. 

 

18. Pre Assign Roles 

It can be helpful to pre-assign roles to volunteers.  This gives them an opportunity to review 

what is required of their position.  A copy of the ESS positions can be found in the RC 

Guidelines.   

 

19. ESS BCERMS Organization Chart 

Having, a completed organization chart listing who is playing what position will help 

evaluators and will help the players.  It can be used as a reference guide for all exercise 

participants.  A blank ESS Organization Chart can also be completed showing who is playing 

what position.   

 

20. Pre Exercise Information 

A summary of basic exercise information should be given to all participants, evaluators and 

observers ahead of time.   

 

21. Exercise Evaluation 

It is very important for all participants, evacuees and observers to complete an evaluation. 

This will provide excellent feedback to the design team and the ESS director for future 

improvements.  

 

22. Exercise Participant Letter 

Often volunteers will require a letter for their employers or other groups to show 

participation in the ESS exercise.   

 

23. Exercise Debrief 

This is a key part of the exercise, you will receive feedback during debrief from all the 

people who were involved.  Many people do a “roundtable” debrief where everyone has a 

chance to voice their own opinion.  In this case it is important to establish guidelines and  
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limiting the amount of time each person can speak.  A form should also be used as some 

people may not be comfortable passing along their opinions in front of others.  

 

24. Evacuee  

This component is not covered under the BCERMS model because it is the process of 

inviting participants to take part in your exercise.  A matrix has been included denoting 

several different circumstances that might afflict people in a disaster.   They have been 

separated into different ESS functions so that you can pick ones that only address certain 

branches, units or functions. 

 

25. Thank you letters 

Once the exercise is completed, ensure thank you letters are sent out to all volunteers and 

participants who were involved with the exercise. 
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1.3 Types of Exercises 
 

1. Orientation 
 

 Planning 2 weeks (a couple of 2 hour meetings)   

 Duration 1 – 2 hours 

 

 Used to familiarize plans, procedures, roles, responsibilities and equipment  

 Low stress, overview of introduction 

 Can be presented in a lecture, group discussion, media presentation computer demonstration or 

talk through 

 Can involve all levels of personnel and can review past incidents of lessons learned 

 

ESS Orientations could include: 

 

 Introduction to BCERMS 

 Review of previous ESS Responses  

 Review of overall ESS Plan 

     

 Steps to take: 

 

 Establish objective  

 Determine who to involve  

 Choose exercise action items  

 Insert “To Do Items” into Action Plan 

 Choose your topic (as per samples included or create your own) 

 Send out invitations to Volunteer/Participants  

 Use evaluation form for feedback  

 

2. Drill 
 

 Planning 1 – 4 weeks (3 – 4 planning sessions) 

 Duration 1 – 2 hours 

 

     ESS Drills could include: 

 

 ESS Callout 

 Reception Centre Set-Up/Group Lodging Setup or specific Units or Branches 

 Test exercise equipment  

 

Steps to take: 

 

 Establish objective  

 Determine who to involve  

 Choose exercise action items  

 Insert “To Do Items” into Action Plan 

 Choose your topic (as per samples included or create your own) 

 Send out invitations to Volunteers/Participants  
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 Use evaluation form for feedback  

 

     3.  Table Top 
 

 Planning 1 month (4 – 5 planning sessions) 

 Duration 1 – 4 hours 

 

 Often the first exercise should focus on training and familiarization of roles 

 Discussion of an emergency situation in an informal stress free environment. 

 Table top can focus on responsibilities, plans policies and procedures.  

 A small practice session that focuses on one specific component or function of the Reception 

Centre or Group Lodging Plan 

 

    ESS Tabletop Exercises could include: 

 

 Registration and Referral form reviews 

 Documentation review of procedures 

 Communication exercise with Amateur Radio 

 Volunteer Management roles and responsibilities 

 

   Steps to take: 

 

 Establish objective  

 Determine who to involve  

 Choose exercise action items  

 Insert “To Do Items” into Action Plan 

 Choose your topic (as per samples above or create your own) 

 Send out invitations to Volunteers/Participants 

 Use evaluation form for feedback  

   

4.  Functional 
 

 Planning 3 – 6 months 

 Duration 3 – 8 hours  

 

      ESS Functional Exercises could include: 

 

 A simulated interactive exercise of ESS Reception Centre, Group Lodging, Departmental Operation 

Centres. 

 ESS members practice a coordinated effective response in a time pressured realistic emergency 

simulation.   

 Includes a description of the emergency situation. 

 Includes a series of timed sequences of events and communication between ESS participants and 

an external simulation team.   

 Moderate to high level of stress.   

 Objective is to practice multiple emergency functions and to evaluate both individual and group 

performance. 
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ESS Functional Exercises could include: 

 

 Testing the Amateur Radio Communications. 

 Testing frontline operations (ie: Registration and Referrals; Documentation, Inquiry Search and 

Reply all at one time). 

 Set up of functional Reception Centre. 

 

Steps to take: 

 

 Choose your topic (as per samples included or create your own) 

 Establish objective  

 Determine who to involve  

 Choose exercise action items  

 Insert To Do Items into Action Plan 

 Choose your sample scenario  

 Choose your exercise inputs  

 Insert exercise inputs into Input template  

 Select items from Action List and Personnel  

 Insert Action Items and Personnel into Exercise Operational Time Schedule  

 Create News Release  

 Request Prizes and Donations  

 Thank you letters  

 Send out invitations to Volunteer/Participant  

 Use evaluation form for feedback  

 

    5. Full Scale  
 

 Planning   6 months 

 Duration Several hours up to 1 -3 days  

 

 High Stress environment. 

 Usually involves a field test of the entire ESS Response System.  (Fully expanded Organizational 

Chart).   

 This would test the mobilization of personnel, resources and suppliers.  

 

    ESS Full Scale Exercises could include: 

 

 A mobilization of the Reception Centre. 

 The set up and operations of a fully operational Reception Centre.  

 The set up and operation of a fully operational Reception Centre with the support of the Emergency 

Operations Centre (EOC) or DOC. 

 Communication between the Reception Centre and EOC. 

 Full activation of a Group Lodging Site. 

 

Steps to be taken: 

 

 Choose your topic (as per samples above or create your own) 
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 Establish objective  

 Determine who to involve  

 Choose exercise action items  

 Insert To Do Items into Action Plan 

 Choose your sample scenario 

 Choose your exercise inputs  

 Insert exercise inputs into Input template  

 Select items from Action List and Personnel  

 Insert Action Items and Personnel into Exercise Operational Time Schedule  

 Send out invitations to Volunteer/Participant  

 Create News Release  

 Request Prizes and Donations  

 Thank you letters  

 Use evaluation form for feedback  

 Invite potential evaluators, provide them with forms  

 Determine exercise scenario inputs  
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1.4 ESS Exercise Matrix Template 

  

  

Type of Exercise 

 

 RECOMMENDED ACTION ITEMS: 

O
ri

e
n

ta
ti

o
n

 

D
ri

ll
 

T
a

b
le

to
p

 

F
u

n
c
ti

o
n

a
l 

F
u

ll
 S

c
a

le
 

Perform Hazard,  Risk  and Vulnerability Analysis   X X X 

Determine Exercise Timeline  X X X X X 

Send out Invitation to Media and Advertisements     X 

Design Room Layout     X 

Develop Reception Centre Organizational Chart X X X X X 

Develop Pre-Exercise Information  

Volunteers/Participants/Evacuees 
   X X 

Develop Permission Letters for Minors    X X 

Develop Evacuee Scenarios    X X 

Develop Exercise Evaluation Criteria     X 

Develop Exercise Directional Signs     X 

Develop Exercise Supply List X X X X X 

Develop Name Tags/No Photos/Evacuee Labels 

 
    X 

Develop Photograph Release Form     X 

Develop Name/No Photos/Evacuee Labels     X 

Develop Budget X X X X X 

Establish Objectives (Section 1.1) X X X X X 

Determine Who to Involve (Section 1.2) X X X X X 

Choose Exercise Action Items (1.3)    X X 

Insert To do Items (14)    X X 

Choose Your Sample Scenario (1.5)  X X X X 

Choose Your Exercise Inputs (1.6)    X X 

Insert Exercise Inputs into Input Template (1.7)   X X X 

Select Items from Action List and Personnel (1.8)    X X 

Insert Action Items and Personnel into Exercise Operational Time 

Schedule (1.9) 
   X X 

Create News Release (1.13)    X X 

Request Prizes and Donations (1.14)    X X 

Sent out Invitations to Volunteers/Participants/Observers/VIP's 

(1.10 - 1.12) 
  X X X 

Prepare Thank You Letters (1.15)    X X 

Prepare Certificates/Letters of Participation (3.7)    X X 

Conduct Exercise X X X X X 

Develop Evaluation Forms for Feedback from Volunteers (4.3)    X X 

Develop Evaluation Forms for Evacuees      

Develop Evaluation Forms for Evaluators      

Develop Debrief Forms (3.6)  X X X X 

Send Thank You Letters (1.16)    X X 

Send Certificates of Participation   X X X 
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1.5 Hazard, Risk and Vulnerability Analysis 

 
 

 

Hazard, Risk and Vulnerability Analysis 

What hazard(s) is my community vulnerable to? 

Instructions: Please click the consequences button (Step 1), refine the scenario and rank the severity of impact; next 

rank the likelihood (Step 2) of the scenario.  You must consider the likelihood of ALL aspects of the impact and 

vulnerability, not just the initial hazardous event.  Click here to contact hazard subject matter experts.   Finally, view 

the risk profile (Step 3) 

Organization:                                                                                                                         Date completed by: 

Date:      

HAZARD DETAIL 
Step1                

CONSEQUENCE 

Step 2                        

LIKELIHOOD                         

(Help Tip) 

AVALANCHE   Very Low                        Very Rare Event      

CRITICAL FACILITY 

FAILURE 

Hospitals, police, fire, 

ambulance, shelters 
Very Low                        Very Rare Event      

DAM FAILURE 
Including foundations 

and abutments 
Very Low                        Very Rare Event      

DANGEROUS GOODS 

SPILL 

Chemical, oil, 

hazardous waste, 

radiation 
Very Low                        Very Rare Event      

EARTHQUAKE   Very Low                        Very Rare Event      

EPIDEMIC - ANIMAL Foreign animal disease Very Low                        Very Rare Event      

EPIDEMIC - HUMAN Pandemic flu Very Low                        Very Rare Event      

EXPLOSION OR 

EMISSIONS 
Gas wells, pipelines Very Low                        Very Rare Event      

FIRE - INDUSTRIAL   Very Low                        Very Rare Event      

FIRE - INTERFACE & 

WILDFIRE 
  Very Low                        Very Rare Event      

FLOOD   Very Low                        Very Rare Event      
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INFRASTRUCTURE 

FAILURE 

Power, water, 

telephone, gas, 

transportation 
Very Low                        Very Rare Event      

LANDSLIDE, DEBRIS 

FLOW or SUBSIDENCE 
  Very Low                        Very Rare Event      

MINE ACCIDENT   Very Low                        Very Rare Event      

SEVERE WEATHER 

Wind, tornado, 

lightening, rain, hail, 

fog, ice, snow, cold heat 

wave, drought 

Very Low                        Very Rare Event      

STORM SURGE   Very Low                        Very Rare Event      

TERRORISM 
Terrorism, hostage-

taking civil disturbance 
Very Low                        Very Rare Event      

TRANSPORT ACCIDENT 

- AIR 
  Very Low                        Very Rare Event      

TRANSPORT ACCIDENT 

- MARINE 
  Very Low                        Very Rare Event      

TRANSPORT ACCIDENT 

- RAIL 
  Very Low                        Very Rare Event      

TRANSPORT ACCIDENT 

- ROAD 
  Very Low                        Very Rare Event      

TSUNAMI   Very Low                        Very Rare Event      

VOLCANO ERUPTIONS 
Pyroclastic or mud 

flows, ash 
Very Low                        Very Rare Event      

OTHER   Very Low                        Very Rare Event      

OTHER   Very Low                        Very Rare Event      
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Sample Consequence Analysis 

 

CRITICAL FACILITY FAILURE 
Organization: 

Document completed by:                                                                Date: 

VULNERABILITY &             

CAPABILITY ISSUES 
DETAIL ASSESSMENT 

VULNERABLE POPULATION 
Density, age, gender, ethnicity, social – economic 

status 
False                        

VULNERABLE AREAS CLOSE TO 

HAZARD (CRITICAL FACILITY 

FAILURE) 

People, buildings, infrastructure, property, 

environment 
False                        

INADEQUATE ALERT OR EVACUATION 

PLANS 

Dated notification list, inadequate maps, routes or 

shelters 
False                        

LIMTED CAPABILITY TO RESPOND OR 

RECOVERY PLANS 
Inadequate resources, training or equipment False                        

INADEQUATE HAZARD SPECIFIC 

CONTINGENCY PLANS 

If not covered by the general emergency response 

plan 
False                        

 

IMPACT DETAIL ASSESSMENT 

POTENTIAL EXTENT OF DEATHS  Very Low: 0 - 4                                                

POTENTIAL EXTENT OF INJURY Injury, health effects, suffering Very Low: 0 - 4                                                

POTENTIAL EXTENT OF DAMAGE OR 

LOSSES TO CRITICAL FACILITIES 

Hospitals, 

police/fire/ambulance/schools, 

shelters 
Very Low:  Temporary relocation                   

POTENTIAL EXTENT OF DAMAGE OR 

LOSSES TO LIFELINES 

Transportation, power, water, 

gas, telephone 
Very Low:  Temporary Interruption                

POTENTIAL EXTENT OF DAMAGE OR 

LOSSES TO PROPERTY 
Public, commercial, private Very Low: Minimal damage                              

POTENTIAL EXTENT OF DAMAGE OR 

LOSSES TO ENVIRONMENT 
 Very Low: Minimal damage                              

POTENTIAL EXTENT OF ECONOMIC 

OR SOCIAL IMPACT 
 Very Low: Temporary impact                            
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Risk Priority Matrix 
 

Organization:              

Document completed by:      

          Date:            

 

 

 

 

 

Frequency 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Very Low Low High Very High  

6     
Frequent or very 

likely 

5     
Moderate or 

likely 

4   

(Risk Index: 12) 

EPIDEMIC - 

HUMAN, FLOOD 

 
Occasional 

slight chance 

3  
(Risk Index: 6) 

SEVERE WEATHER 
  

Unlikely 

improbable 

2     
Highly unlikely 

(rare event 

1 OTHER HAZARDS? 
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2.1  Exercise Objectives 
 

Once you have figured out through your needs assessment the areas of attention that you will focus your 

exercise on, it will be time to develop exercise objectives.  You can develop your own objective or pick from 

the list below.  When writing your own objectives complete the following statement for each objective – “at 

the end of the exercise, participants will be able to …..” 

 

General 

 Activate and utilize technical communications. 

 Provide an opportunity to work with the Auxiliary Communications Services. 

 To assess the ability and accuracy of the ESS Volunteer Coordinator, to set up and operate a 

volunteer center including requests boards, personnel sign in/out procedures and volunteer 

recruitment and screening. 

 To demonstrate the adequacy of the forms and procedures of the Animal Intake. 

 To determine the most effective management of pet services at a reception centre. 

 To effectively coordinate the flow of information/communications amongst staff, volunteers and 

evacuees throughout the operations of the Reception Centre. 

 To evaluate the effectiveness of Reception Centre set up. 

 To exercise the flow of information with the RC. 

 To familiarize staff procedures in procuring recourses for an ESS response. 

 To familiarize staff, volunteers and outside agencies with their roles and responsibilities. 

 To practice the completion and administration of ESS forms. 

 To provide recreational and cultural services staff an opportunity to practice their new roles in a 

reception centre. 

 To raise public awareness of the Emergency Social Services’ volunteer program. 

 To verify the emergency call out procedures for staff, agencies and volunteers. 

 Provide an opportunity to exercise the BCERMS organizational chart, including information flow and 

decision making. 

 Provide ESS team volunteers an opportunity to gain confidence in the set – up and operation of the 

Reception Centre. 

 Provide working experience for Registration and Referrals, Resource Acquisition, Staff/Volunteers, 

Meeters & Greeters and Reception Centre Manager. 

 

1. 

2. 

3. 

4. 

5. 
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 Provide an opportunity for ESS volunteers to work in a semi realistic Reception Centre. 

 To familiarize staff with their designated ESS roles and responsibilities. 

 To determine the level of knowledge that ESS personnel possess regarding ESS Plan procedures, 

emergency procedures and decision making. 

 To demonstrate knowledge of the BCERMS/ICS model of operations as it applies to Reception 

Centre /Group Lodging sites. 

 To demonstrate understanding of how the ESS RC and GL functions relate and support one 

another. 

 To determine the adequacy of facilities, equipment, displays and other support materials to support 

the emergency response. 

 

Call out Procedures 

 To demonstrate the ability to activate the emergency notification system to activate the personnel, 

facilities and/or non-government agencies required for an emergency response. 

 To identify improvements required in the overall response and coordination of the City ESS 

response. 

 To ensure that ESS Staff call out is updated with current staffing positions and personal contact 

information. 

 

Communication 

 To determine the ability to establish and maintain essential communications that support the 

emergency response. 

 To demonstrate an understanding of how communication flows back and forth between volunteers, 

Supervisors, Section Chiefs, the RC and the EOC during a response. 

 To determine the effectiveness of the procedures for requesting resources from the EOC/DOC. 

 To determine the level of cooperation and coordination between agencies, departments, and 

organizations responding to the disaster. 

 To determine the effectiveness of communication between Section Chiefs and their staff during a 

response. 

 To determine the ability of Reception Centre Manager and/or ESS Section Chiefs to assess events, 

make decisions on corrective action, and direct staff on procedures to address upcoming issues. 

 To determine the ability of the Command/Management Team to effectively use support agencies 

when local resources are fully committed or unable to assist the response. 

 To demonstrate the ability to communicate with the EOC and to use the correct functional aids 

during the process. 

 

Information Officer / Media 

 To correctly identify and coordinate requests for additional information from the DOC /EOC to 

provide to evacuees during the disaster. 
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 To discuss and problem solve solutions to general information that may be requested by evacuees 

during an ESS Response. 

 To evaluate the provisions of update to the EOC in a timely and coordinate manner. 

 To determine the effectiveness of current plans and procedures for interfacing with members of the 

media and media request on site. 

 To determine the adequacy of procedures for limiting access to emergency facilities by members of 

the media. 

 

Health and Safety 

 To establish procedures required to ensure the health and safety of ESS workers and evacuees 

during a disaster response. 

 To determine the organizational ability and resources necessary to implement site security and to 

control foot traffic flow within an emergency facility. 

 To evaluate all responding agencies and their ability to ensure a safe and efficient operation. 

 To evaluate the ability to deal with health and safety issues within the Reception Centre during a 

response. 

 To evaluate the ability to deal with "worker care" issues with ESS response workers within the 

Reception Centre. 

 To review procedures required to ensure the safety and security of a City run facility for a 24/7 

period. 

 

Resource Management 

 To review the procedures identified for recruiting, training and using ESS Staff and/or Volunteers 

during. 

 To determine the adequacy of procedures for deployment of emergency personnel and equipment 

during an emergency response. 

 To assess the adequacy of procedures for replacing fatigued ESS staff/volunteers in a timely 

manner during a response (worker care).  

 To demonstrate the capability to identify and mobilize resources and Non-government organizations 

to assist in the delivery of crisis assistance during a major emergency or disaster. 

 To demonstrate the ability to locate, request, mobilize and manage (including allocation and 

prioritization) of personnel, equipment, supplies, facilities and services as part of a response. 

 To validate the procedures and protocols for accessing mutual aid assistance, as dictated by 

mutual aid agreements. 

 To determine the level of readiness for new and veteran ESS Staff during a response. 

 To familiarize staff to the roles, responsibilities and function aids for their designated ESS Role 

during and ESS Response. 

 To demonstrate the ability of Section Chiefs / Coordinators to direct, coordinate and communicate 

with staff within their Section/Unit. 
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 To assess the effectiveness of BCERMS IDENTIFICATION including signage, coloured vests, coloured 

armbands and identification badges. 

 

Documentation 

 To demonstrate the appropriate procedures for requesting, authorizing and documenting the 

allocation of appropriate ESS documentation. 

 To show flow of information from client to Logistics, EOC and PEP. 

 

Facilities 

 To determine the adequacy of procedures for establishing and operating a Reception Centre or 

Group Lodging Facility 24/7. 

 To determine the length of time required to fully set up Reception Centre or Group Lodging Facility 

to operational status. 

 To identify and problem solve facility related issues as they arise during an ESS Response. 

 To determine the adequacy of the Group Lodging or Reception Centre facility set up plan. 

 To identify and effectively request resources required to make Reception Centre or Group Lodging 

facilities operational. 

 To identify the number of personnel required to operate a Group Lodging Facility 24/7. 

 To familiarize ESS Staff to the set up / operation of a Reception Centre or Group Lodging facility. 
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2.2  ESS Organizational Chart 
 

Information Liaison

Safety

Meet & Greet

Registration

Referrals for Food, Clothing & Lodging

Inquiry

On-Site Goods Distribution

Primary Services

Child Care

Multicultural

Pet Care

Recreation

Transportation

Search & Reply

Specialized Services

First Aid

Emotional Support

Special Needs

Health Services

Operations

Situation

Documentation

Advance Planning

Demobilization

Recovery Transition

Planning

Resource Acquisition

Donated Goods

Shipping & Receiving

Supply

Volunteer/Staff Management

Food

Runner

Facility

Clerical

Security

Reception Centre Support

Communications

Computer Systems

Information Technology

Logistics

Cost

Time

Compensation & Claims

Procurement

Finance

Reception Centre Manager

ESS BCERMS
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2.3  Exercise Personnel 
 

Reception Centre 

Manager 
Management Operations Planning Logistics Finance Exercise 

 

 

Position Name of Participant Reports To: 

Reception Centre Manager  ESSD 

Information Officer  
Reception Centre 

Manager 

Liaison Officer  
Reception Centre 

Manager 

Safety Officer  
Reception Centre 

Manager 

OPERATIONS SECTION 

CHIEF 
 

Reception Centre 

Manager 

PRIMARY SERVICES 

BRANCH COORDINATOR 
 Operations Section Chief 

Meet & Greet  Unit 

Supervisor 
 

Primary Services Branch 

Coordinator 

Meet & Greet  Unit Worker  Meet & Greet Supervisor 

R&R Unit(s) Supervisor  
Primary Services Branch 

Coordinator 

R&R Unit(s) Worker  R&R Supervisor 

Inquiry Unit   
Primary Services Branch 

Coordinator 

On-Site Goods Unit   
Primary Services Branch 

Coordinator 

SPECIALIZED SERVICES 

BRANCH COORDINATOR 
 Operations Section Chief 

Child Care Supervisor  
Specialized Service 

Branch Coordinator 

Child Care Unit Worker  
Specialized Services 

Branch Coordinator 

Multicultural Unit   
Specialized Services 

Branch Coordinator 

Pets Unit Supervisor  
Specialized Service 

Branch Coordinator 

Recreation Unit Supervisor  
Specialized Service 

Branch Coordinator 

Transportation Unit 

Supervisor 
 

Specialized Service 

Branch Coordinator 

S&R Unit   
Specialized Service 

Branch Coordinator 

HEALTH SERVICES BRANCH 

COORDINATOR 
 Operations Section Chief 
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Position Name of Participant Reports To: 

First Aid Unit Supervisor  
Health Services Branch 

Coordinator 

First Aid Unit Worker  First Aid Supervisor 

Emotional Support 

Supervisor 
 

Health Services Branch 

Coordinator 

Special Needs Unit   
Health Services Branch 

Coordinator 

PLANNING SECTION CHIEF  
Reception Centre 

Manager 

Situation Unit  Planning Section Chief 

Documentation Unit  Planning Section Chief 

Advanced Planning Unit  Planning Section Chief 

Demobilization Unit  Planning Section Chief 

Recovery Transition Unit  Planning Section Chief 

LOGISTICS SECTION CHIEF  
Reception Centre 

Manager 

Supply Branch  Coordinator  Logistics Section Chief 

Resource Acquisition Unit 

Supervisor 
 

Supply Branch 

Coordinator 

Donated Goods Unit  
Supply Branch 

Coordinator 

Shipping & Receiving Unit  
Supply Branch 

Coordinator 

VOLUNTEER STAFF 

MANAGEMENT BRANCH 
 Logistics Section Chief 

RECEPTION CENTRE 

SUPPORT BRANCH 
 

Logistics Section Chief 

Food Unit Supervisor  
RC Support Branch 

Coordinator 

Runner Unit Supervisor  
RC Support Branch 

Coordinator 

Facilities Unit Supervisor  
RC Support Branch 

Coordinator 

Clerical Unit Supervisor  
RC Support Branch 

Coordinator 

Security Unit Supervisor  
RC Support Branch 

Coordinator 

Security Unit Worker  Security Unit Supervisor 

INFORMATION TECHNOLOGY 

BRANCH COORDINATOR 
 Logistics Section Chief 

Communications Unit 

Supervisor 
 

Information Technology 

Branch Coordinator 

Computer Systems Unit 

Supervisor 
 

Information Technology 

Branch Coordinator 
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Position Name of Participant Reports To: 

FINANCE SECTION CHIEF  
Reception Centre 

Manager 

Cost Unit Supervisor  Finance Section Chief 

Time Unit Supervisor  Finance Section Chief 

Compensation & Claims Unit 

Supervisor 
 

Finance Section Chief 

Procurement Unit Supervisor  Finance Section Chief 

EXERCISE 

DIRECTOR/CONTROLLER 
 ESSD 

Exercise Facilitator  Exercise Controller 

Exercise Photographer  Exercise Controller 

Exercise Evacuee 

Coordinator 
 Exercise Controller 

Videographer  Exercise Controller 

Exercise Simulator  Exercise Controller 

Exercise Evaluator  Exercise Controller 

Observers  
 

Exercise Controller 

Mentors  Exercise Controller 

Participants/Evacuees  Evacuee Management 

ESSD  
Emergency Program 

Coordinator 
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2.4  Exercise Planning Timeline 
 

Task Details 
Completion 

Date 
Assigned 

Week   1    

Week   2    

Week   3    

Week   4    

Week   5    

Week   6    

Week   7    

Week   8    

Week   9    

Week 10    

Week 11    

Week 12    

Week 13    

Week 14    

Week 15    

Week 16    

Week 17    

Week 18    

Week 19    

Week 20    

Week 21    

Week 22    

Week 23    

Week 24     

Week 25    

Week 26    

Week 27    

Week 28    

Week 29    

Week 30    
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Planning Action Items 

 

           Pick from action items and insert in Exercise Planning Timeline 

 

Choose exercise scenario Address liability & safety issues 

Invite Senior Centre to participate Arrange for comfort food and meals 

Invite people to be simulators 
Arrange for equipment & supplies (phones, 

computers, radios) 

Decide on training requirements Arrange for mentors &/or evaluators 

Arrange for meals Arrange for petty cash 

Contact volunteer groups Arrange for photography and video 

Design simulation inputs 
Assess current level of volunteers for 

response 

Perform Hazard & Risk Analysis Book facility 

Finalize role playing Call PEP for exercise task number 

Design scenario inputs Check contents of Reception Centre Kits 

Invite people to be mentors 

Contact outside agencies such as Salvation 

Army, St John Ambulance, SPCA, 

Multicultural 

Identify participants 
Determine date, time and location of 

exercise 

Book facility 
Develop budget and or apply for grant 

funding 

Invite drama groups to participate Develop exercise advertisements 

Develop exercise timeline Develop exercise budget 

Identify expected actions Develop media releases 

Arrange for transportation if necessary Establish exercise objectives 

Volunteer information packages Finalize actions 

Arrange for advertisements in the 

newspaper 

Follow up to develop drills & exercises from 

outcome 

Arrange for refreshments Invite EOC Members to participate 

Arrange for security Invite External Agencies 

Simulator information packages Invite Mayor and Council to participate 

Send out exercise reminders Invite other ESS teams to participate 

Arrange date for site tour for volunteers if 

unfamiliar with location 
Make prize boxes for draws 
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Assign mentors with volunteers 
Notify police that you are hosting a 

simulation exercise 

Invite Red Cross to participate Send out exercise information to volunteers 

Invite people to be evaluators Solicit for donations 

Evacuee information packages Train volunteers 

Identify logistics Update emergency call out list 

Determine the need for exercise Contact and invite media 

Arrange for security Arrange for videographer 

Create evacuee scenarios Arrange for a controller or facilitator 

Develop forms and handouts Arrange for meals and refreshments 

Develop evaluations Conduct exercise 

Develop exercise safety plan Prepare final action plan 

Facilitate debriefing Prepare and mail out thank you notes 

Send out news releases Clean Up 

Return all equipment and supplies Invite drama students 

Debrief participants  
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2.5  Sample Scenarios 

 

To follow are a couple of scenarios that you may choose for your exercise however, there is always the 

opportunity to write your own  by using the following guideline questions: 

 What emergency incident or event happened? 

 Where did it occur? 

 When did it occur (date/time)? 

 What response agencies are already involved? 

 What response activity has taken place? 

 How did ESS become involved? 

 Who activated ESS and through what process? 

 What are the weather conditions? 

 What special circumstance, if any, should the ESS team be aware of? 

 Is there a special event of some other circumstance that may have an impact on the ability to 

deliver ESS services (i.e. height of tourist season, transportation strike? 

 What is anticipated to occur next? 

#1 – Scenario 

Snow packed mountains and fall rains have brought the river to near flood levels.  Debris that has been 

caught up in the run off is beginning to choke narrow bends in the river and create jams at bridge 

abutments.  Significant rain fall has resulted in the ground being saturated, particularly in low lying areas 

compounding the potential threat of serious flooding to the area.  Ministry of Environment is now 

forecasting three more days of heavy rainfall combined with cooler temperatures.  The Mission gauge is 

being monitored to forecast the rate at which the river is rising in order to prepare communities for 

potential flooding.   

The first day of incessant rain guarantees some flooding in the low lying agricultural and recreational areas.  

The Ministry of Environment through the Provincial Emergency Program, issues a flood forecast and 

recommends communities initiate flood watch and dike patrols.  Maple Ridge/Pitt Meadows have called 

out their emergency personnel and have started to implement emergency plans and have activated the 

EOC. 

By 06:00 hours of the second day of rains, severe flooding has started to affect Maple Ridge and Pitt 

Meadows.  PEP has asked the Mobile Support Team to stand by in case assistance is needed in the 

emergency.    

By 09:00 hours the public has been advised of imminent severe flooding.  Probable flood zones are 

broadcast by radio and television.  Citizens in the areas are advised about procedures to prepare for the 

anticipated flood.  The EOC is operational and officials are establishing an evacuation plan to expedite the 

movement of people and animals from the flood zones.  

EOC staff anticipates extensions of the flood zone causing further evacuation of populated residential 

areas.  The EOC Director has recommended that a Reception Centre be set up immediately for impending 

evacuations. 
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#2 – Scenario 

Dispatch page the ESSD at 08:30 August 22, 2015.  There is a 4 alarm fire in an apartment building on 

1762 Comox Street.  The entire 25 floor building has been evacuated.  Approximately 250 people are on 

the street or in a transit bus.  It is necessary to provide emergency social services for these people and a 

task number has already been issued. 

The ESS team met with the Incident Command.  It is unclear how many evacuees will be out of their home 

for an extended period of time. It is anticipated that everyone above the eighth floor will be able to return to 

their suites, but it is unclear when and is dependant on restoration of elevator services.  Eighth floor 

residents will need to be accommodated elsewhere for an unspecified amount of time.  Residents on floors 

one to seven will be able to return to their suites but it is dependant on services of flood restoration crews, 

It is uncertain when this work will be completed.  Property management has called in a flood restoration 

company. 

The Fire Dept expects to release the building to the property owners within the next two to three hours. 

Electrical services are not shut off, but the sprinkler system is turned off until the system can be re-set. The 

elevators are not working until the water in the shaft is removed. 

West End community centre at 870 Denman Street has been activated as a Reception Centre and staff is 

currently clearing the community centre rooms of daily programs in order to clear space for the Reception 

Centre. 

#3 – Scenario 

An east bound Southern Rail Train has collided with a tanker truck at the marked crossing at Production 

Way and 200th St.  The south bound tanker truck driver was distracted and failed to stop.  It was caught in 

backed up traffic.  911 dispatch police, fire and ambulance.  Cellular callers are jamming the lines in an 

urgent attempt to alert emergency services.  Callers indicate that the tanker burst into flames on impact 

and was pushed 300metres up the rail line before everything came to a rest.  There are railcars 

everywhere. 

 

There is a mall close by that on a regular weekend has approximately 3500 people in it at anytime. 

 

The rail cars consist of 5 chlorine 1017, 5 grain cars, 2 gypsum boards, 1 sodium silicate, 2 angle iron and 

5 lumbers.  Two of the chlorine tankers are leaking as a result of the derailment. 

 

#4 – Scenario 

At 07:39 on a typical day in May, a Phoenix Air Boeing 767 departing Vancouver International Airport on 

runway 08R rolls down the runway before climbing into the sky above the vibrant community of Richmond.  

One minute later, pilots react quickly to loud warning messages of a stall in the #2 engine.  With full tanks 

of fuel for an expected 9 hr 55 min trip to London, England there is no time to waste as the crew feverishly 

works through emergency procedure checklists. 

 

An eerie still fills the air as the floor shifts beneath the passengers; the aircraft rapidly descending through 

low cloud cover, just a few miles from the airport.  With passengers braced for the worst at 0807 the 

aircraft violently slides into a neighbourhood bound by Alderbridge Way to Oldlin Rd and No 4 Rd to Shell 

Rd. 

 

#5 – Scenario 
 

SITUATION:  Power outage affecting between 3,500 and 4,000 of 5,400 electrical customers. 
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TIME:  December 19th  at 09:30 Hours 

 

WEATHER:  Clear, sunny day – snow on the ground; temperature is -18 C with a light wind blowing. 

 

AFFECTED:  Most houses, businesses, schools. Not only did the power go down, but communication was 

almost non-existent. 

 

RESULTS: 

EOC put into motion.  ESSD Deputy called in 

ESS called out.  Some Team members could not be reached due to: relying on cordless phones and not the 

old plug-in; garage door(s) could not be opened manually.   Director not in town and without cell phone 

Warming Shelter set up but no registrations done – how do you keep track of numbers in this instance? 

Mayor gives order to feed people – not good plan. Food is required but has to be controlled as to what, how 

much and to whom, etc. 

Communication problems – where is warming shelter; who is to be notified and how; etc. 

POWER completely restored by 18:00 Hours. Concern – too big a load all at once could produce another 

black-out. Mayor requested City Christmas lights be turned off to help with the power load. 
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2.6  Exercise Design Inputs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Time Input 

9:00  

9:15  

9:30  

9:45  

10:00  

10:15  

10:30  

10:45  

11:00  

11:15  

11:30  

11:45  

12:00  

12:15  

12:30  

12:45  

13:00  

13:15  

13:30  

13:45  

14:00  

14:15  

14:30  

14:45  

15:00  

15:15  

15:30  



 

Exercise Design 

Exercise Design 

 

November 2010                                                                                                                                                              2.16 

 

 

Once you have your scenario and objectives for your exercise, you should approach and identify inputs that 

will facilitate and test your goals.  These inputs are vital to testing the plans, protocols and procedures that 

exist, ensuring that they work, despite the wrenches of chaos thrown into any given event. 

 

Inputs are circumstances that are added to the existing scenario that either alter or test the existing flow of 

operations. 

 

Inputs can challenge a department within a reception centre, such as those working at Registration and 

Referrals (running out of supplies needed for that particular section) or staff shortages.  Inputs can test the 

train of information from an evacuee up to the Reception Centre Manager that needs to be taken to the 

EOC for action.  Inputs can change the layout of a Reception Centre or the focus of the volunteers.  Always 

keep in mind your objectives and the frustration levels of those ‘responding’ – are you handing them a 

wrench that is NOT in the book?  If so, is there a mentor present that can assist, sharing insight? 

 

Examples of inputs that would test flow of information within a Reception Centre: meaning that one 

department gets information, and this information needs to get to somewhere else, either right away for 

immediate attention, or eventually, through due process. 

 

Input problem statements or issues should prompt the player to take action, make a decision or 

share/request information.  They need to be directly linked to the scenario and each input should help draw 

out one of the exercise objectives. 

 

Sample Design Scenario Inputs 

 Activate reception centre 

 248 evacuees are on their way to the reception centre via transit 

 Many of the evacuees are ESL students from Korea with student visas 

 Residents are allowed back into building 

 Elevator services have been restored 

 Residents of floor eight will be allowed back into their suites once elevator is working 

 Unclear if residents of floors one to seven will be allowed to return to their suites 

 You notice that the evacuees are agitated and angry.  You, as Safety Officer, overhear a 

conversation that some of them have had their wallets go missing and they think it is suspicious.  

They think they know who it is. 

 A neighbourhood group shows up with cookies. 

 The ESSD reports from the EOC that there is now an incident in the area of the event, which is 

complicating efforts to remove any propane that may be pooling.  A larger evacuation may be 

needed as propane stays in the storm drains. 

 Upon arrival you notice the Reception Centre has collapsed. 

 1 hour into RC activities, with 19 evacuees awaiting services, the power goes out. 
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 1 hour into RC activities, with 20 more ‘families’ to process, Logistics run out of beds. 

 Upon arrival to reception centre, there is no power. 

 The CP track that acts as a dike has saturated and collapsed and the industrial area south 

of River will be evacuated. Most of the workers have gone home or left with friends but 

somewhere in the neighborhood of 25-30 residents will start to arrive at the Reception 

Centre in about ½ hour. These evacuees will be cold, wet, and traumatized due to the  

close call they all just lived through. 

 The smell of gas from an unidentified source at the flooded industrial area permeated the 

air and most of the homes in the area have been evacuated. The number of people 

evacuated is approximately 200. 

 The phone lines are out along with 1/3 of the electricity of the whole area. The Centre has 

use of generators but the telephone lines are not working. Cell phones are used but there 

is not enough coordinated line use and cell numbers are not in a directory. 

Communications with the EOC and the PREOC is faltering  

 Because of the lack of electricity, people are starting to phone the City Hall, Police Stations 

and Fire Station for information and now are starting to show up at the Reception Centre 

looking for some information.  

 A blueberry farm had to be evacuated. The owner is an absentee landlord. The farm is 

managed by two first generation Punjabi immigrants. There were eight seasonal migrant 

Punjabi workers, in Canada for six months on a temporary visa, also living on the property 

in trailers. All are male. None speak English with any real proficiency. They live on the 

property and therefore have no place to live due to flood. 

 The dike has breached west of the Reserve.   All the land is flooding and approximately 

4200 people will be evacuated. Some people need care and some need registration. 

 The municipal water treatment facility is contaminated with flood water.  A boil water 

advisory has been issued. 

 You noticed that the evacuees are agitated and angry.  You, as Safety Officer, overhear a 

conversation that some of them have had their wallets go missing and they think it is 

suspicious.  They think they know who it is.   

 A senior’s home (24 residents) has had to be evacuated. There are only three aids working 

with them and several of the residents have medical issues or concerns.   The centre does 

not have an emergency plan.  They will be arriving in ½ hour. 

 There are two First Nation reservations that have had to be evacuated.   Band Chief A 

insists that all of his people be registered at their own registration desk by one of their own 

people. They wish separation from the community at large. Band Chief B accepts 

integration into the registering public. 
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 Upon arrival you notice the Reception Centre has collapsed. 

 1 hour into RC activities, with 19 evacuees awaiting services, the power goes out. 

 1 hour into RC activities, with 20 more ‘families’ to process, Logistics run out of beds. 

 Upon arrival to reception centre, there is no power. 

 The CP track that acts as a dike has saturated and collapsed and the industrial area south 

of River will be evacuated. Most of the workers have gone home or left with friends but 

somewhere in the neighborhood of 25-30 residents will start to arrive at the Reception 

Centre in about ½ hour. These evacuees will be cold, wet, and traumatized due to the  

close call they all just lived through. 

 The smell of gas from an unidentified source at the flooded industrial area permeated the 

air and most of the homes in the area have been evacuated. The number of people 

evacuated is approximately 200. 

 The phone lines are out along with 1/3 of the electricity of the whole area. The Centre has 

use of generators but the telephone lines are not working. Cell phones are used but there 

is not enough coordinated line use and cell numbers are not in a directory. 

Communications with the EOC and the PREOC is faltering  

 Because of the lack of electricity, people are starting to phone the City Hall, Police Stations 

and Fire Station for information and now are starting to show up at the Reception Centre 

looking for some information.  

 A blueberry farm had to be evacuated. The owner is an absentee landlord. The farm is 

managed by two first generation Punjabi immigrants. There were eight seasonal migrant 

Punjabi workers, in Canada for six months on a temporary visa, also living on the property 

in trailers. All are male. None speak English with any real proficiency. They live on the 

property and therefore have no place to live due to flood. 

 The dike has breached west of the Reserve.   All the land is flooding and approximately 

4200 people will be evacuated. Some people need care and some need registration. 

 The municipal water treatment facility is contaminated with flood water.  A boil water 

advisory has been issued. 

 You noticed that the evacuees are agitated and angry.  You, as Safety Officer, overhear a 

conversation that some of them have had their wallets go missing and they think it is 

suspicious.  They think they know who it is.   

 A senior’s home (24 residents) has had to be evacuated. There are only three aids working 

with them and several of the residents have medical issues or concerns.   The centre does 

not have an emergency plan.  They will be arriving in ½ hour. 

 There are two First Nation reservations that have had to be evacuated.   Band Chief A 

insists that all of his people be registered at their own registration desk by one of their own 

people. They wish separation from the community at large. Band Chief B accepts 

integration into the registering public. 
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 Due to the mass evacuation the highway and arterial roads are plugged and traffic is at a 

stand still.  There is a group of approximately 100 people stuck in their cars.  The Police are 

estimating that it will take approximately 2 hours to get them moving.  The weather is 

becoming furious. 

 Police have just informed you that there is a convicted sexual offender that has been seen 

lurking around the Youth Centre recently. 

 In the Group lodging several articles of value have gone missing. Several of the evacuees are 

angered. Suspicions are directed towards one person. 

 It was announced that 7 people have drowned in the flooding. In one occasion a boat 

capsized and a family of four people drowned, a husband wife and two children. One child 

was rescued and is in good condition.   She has been brought to the Reception Centre by 

the Police. 

 Residents call to say they are stranded in their homes and water is rising rapidly.   

 Receipt of cell phone call of a woman and her three small children stranded in their vehicle 

 Six 500 gallon propane tanks are reported floating down the river; two become lodged in 

debris smashing them against the river bank. 

 Gas service out in flooded areas. 

 Emergency personnel report smelling gas leak downtown 

 Telephone service is intermittent and service to communities upstream is out of commission 

 Municipal water treatment facility contaminated with flood water 

 Request from out-of town relatives on status of residents from extended care home and the 

girls’ private school. 

 Many people without heat, power, telephone and emergency resources are still isolated from 

getting assistance. 

 Citizens and businesses in the flood zone clamor for information from the reception centre 

 Evacuees arriving at the reception centre are wet, cold and many are in shock.  Controlling 

anger within the centre is very difficult. 

 The fire dept reports that ten houses have been evacuated because of fear of an explosion.  

They estimate 30 people and several pets will be sent to the reception centre via a transit 

bus.  ETA is 25 minutes. 

 The EOC reports that the evacuation has been expanded and a neighbouring seniors’ home 

of 30 people is evacuated.  Power has been out for a while in this area, it is cold outside and 

it’s raining heavily. 

 Starbucks just called and they would like to donate coffee.  Please send a runner to 

Starbucks to pick up. 

 The ESSD advises that the propane gas has spread into the sewer system and the 

evacuation area may need to be expanded. 

 Power restored lights back on. 
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2.7  Exercise Time Schedule 

 Part One 

  

 

 

 

 

 

Time Action Who 

8:00 
  

8:30 
  

9:00 
  

9:30 
  

10:00 
  

10:30 
  

11:00 
  

11:30 
  

12:00 
  

12:30 
  

13:00 
  

13:30 
  

14:00 
  

14:30 
  

15:00 
  

15:30 
  

16:00 
  

16:30 
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Part Two 
 

Action List 

Exercise Design Team arrives Evacuees arrive and briefed 

Section Chiefs arrive Scenario inputs commence 

Set up staging area Lunch, Snack, Dinner 

Set up BCERMS functions Operational briefs 

Evaluators arrive Tear down crew initiate clean up 

Evaluators briefed Review of Feedback 

Scenario begins Wrap Up 

Volunteer team is called out Report lessons learned 

Debriefing Comfort food arrives for evacuees 

Set up DOC Last scenario given out to evacuee 

Simulation inputs begin  

  

  

  

 

Personnel 

Reception Center Manager Planning Section Chief Mass Feeding 

Runner Logistics Section Chief Runner 

Amateur Radio ESSD Clerical 

Group Lodging Manager Documentation Security 

Operations Section Chief Logistics Communications 

Finance Section Chief Operations Procurement 

Controller Finance Safety 

Evaluator Planning First Aid 

Simulator Volunteer Supervisor Special Needs 

Registration & Referrals Shipping/Receiving Resource Acquisition 

Childcare Liaison Donated Goods 

Pet Care Videographer Information 
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2.8  Invite to Evacuees/Participants 

 

Sample One 

 

 

 
 

Date 

 

 

Name 

Address 

City, Postal Code 

 

Dear  

 

Re: Emergency Social Services Exercise (Insert Date) 

 

I would like to take this opportunity to thank you for your participation at the Emergency Social Services 

(type of exercise) on (date of exercise) at (location of exercise). 

 

During a large-scale disaster in (community name), ESS volunteers, city staff and partnering agencies will 

be at a Reception Centre to provide evacuees with personal services, such as food, clothing, lodging, pet 

care and emotional support.  This exercise at (location of exercise) provided our (ESS Team Name) ESS 

volunteers the opportunity to practice their skills and knowledge in a simulated disaster environment.   

 

There were many “lessons learned” from our exercise.  As a result of input gathered from your evaluation 

form, as well as debriefs from the ESS volunteers following the event, several improvements will be made 

in order to provide the best possible service to evacuees during a disaster. 

 

I hope you will be able to join us for our next ESS exercise in the near future. If you have any questions, 

please feel free to call me at (telephone number) or email (E-mail address). 

 

 

Yours truly, 

 

 

 

 

Name of Co-coordinator 

Title 
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Sample Two 
 

 

 

 

 

Date 

 

Name 

Address 

City, Postal Code 

 

Dear Evacuee / Community Group (insert name) 

     

 

Thank you for agreeing to serve as evacuees in the (name of exercise).  Your participation is essential to the 

success to this exercise and offers a level of realism that we cannot offer in our training courses.  The 

(name of town) ESS Team has recently gone through recruitment and transition stage and this exercise will 

give our community a chance to practice their roles and responsibilities in near realistic environments.  

 

The (name of exercise) exercise will begin on (date) from _____ to ______  at (name of location) located at 

(address) in (town).   

 

At ______ hrs, evacuees will have a briefing and orientation prior to the commencement of the exercise.  

Please feel free to ask any questions that you may have.  We would ask that you dress comfortably and 

appropriately if you have been selected for application  of make-up to simulate injury.   We ask that you sign 

a waiver of liability and a photo release form and that children, those under 18 years of age have a parent 

or guardian sign the release. 

 

The exercise will end at ______ hrs at which time you are asked to complete an evacuee evaluation form.  

All exercise participants will be invited to stay and participate in the exercise debriefing in which comments 

and suggestions are welcome. 

 

Once again, on behalf of the (town) ESS Team we thank you for your participation in our exercise.     

 

 

ESS Volunteer Coordinator 
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2.9  Sample Invitation to Mayor and Council 

 
Sample One 

 

 

 

 

 

[Date] 

  

To:  Mayor and Council 

From:  Emergency Program Manager 

Subject:  ESS Exercise – Invitation  

The Emergency Social Services Team in [town] is conducting a [type] Emergency Exercise on [Day, Month, 

Year] at [Facility Name and address].  The exercise is intended as a training event for members of the ESS 

Team.    

The attached letter from the ESS Director provides an overview of the nature of the exercise and it will take 

place at: 

[Facility Name and location] 

[Date and times] 

We will be promoting the Exercise [and requesting participant volunteers and/or observers depending on 

the nature of your exercise] via news releases, local newspaper advertisements, the City website and 

Intranet sites.   

Mayor and Council are welcome and encouraged to attend as observers if schedules allow.  

Sincerely, 

Emergency Program Manager 
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Sample Two 

 

Month, Day, Year  

 

 

Emergency Program Manager 

City of [name] 

Address 

Address 

 

Dear 

RE: Emergency Social Services Exercise on [Date] 

As you know, the Emergency Social Services (ESS) Team is conducting a [type of] Exercise on [month, day, 

year] at [facility name].   The exercise is intended as a training event for members of the ESS Team.    

ESS is an emergency response program made up of dedicated individuals who share a common goal of 

assisting people who have been impacted by an emergency in the community.   They provide essential 

services on a short term basis to preserve the emotional and physical well being of evacuees and response 

workers in an emergency.   

When people are forced to evacuate their homes because of damage, ESS may establish a Reception 

Centre which is a safe place where people can gather to get information, register and receive assistance for 

their needs.   

The [type of] Exercise will involve [short description here].  It will start at [time] at [location] and will carry on 

until [time].     

The ESS Team appreciates your involvement to date in planning for this exercise and we look forward to 

your participation on the day of the exercise.    Please extend an invitation to Mayor and Council to attend 

as observers at any time during the period of the exercise.    City staff is also welcome to participate or 

observe.  Please post this event on any internal bulletin boards that may exist on the City’s premises.   

[State any check-in procedures required, depending on the nature of the exercise.  For instance, if a 

Reception Centre is being established you may state that all visitors and participants will be greeted on site 

and directed to an appropriate location at the Reception Centre].    

I’m sure that, even as observers, the Mayor, Council members and City staff will find this exercise an 

excellent learning experience.    Thank you for whatever assistance you can provide in raising corporate and 

public awareness regarding the importance of Emergency Planning and the role of the ESS Team in the 

City’s response plan.   

Yours truly, 

 

 

 

Name 

Emergency Social Services Director 
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2.10  Sample Invitation to Emergency Program Coordinator 
 

Date 

 

Name 

Emergency Program Manager 

Address 

Town, BC 

 

Dear Name 

RE: (Name of exercise) Exercise on (date) 

As you know, the Emergency Social Services Team is conducting a full scale reception centre exercise on 

(date) at the (name of facility) located at (address).   

As you are undoubtedly aware, Emergency Social Services (ESS) is an emergency response program made 

up of dedicated volunteers who share a common goal of assisting people who have been impacted by an 

emergency in the community.   Emergency Social Services are those services provided on a short term 

basis (generally for 72 hours) to preserve the emotional and physical well being of evacuees and response 

workers in an emergency.   

When people are forced to evacuate their homes temporarily or their homes are damaged or destroyed, 

they may require assistance with essential services to maintain life and health.  A reception centre is a safe 

place where people can gather to get information, register and receive assistance with their needs.  

The (name of exercise) Exercise will involve an evacuation of a seniors assisted living apartment building.  It 

is scheduled to start at _____ hrs and end at _____ hrs.   

The ESS Team appreciates your involvement to date in planning for this exercise and we look forward to 

your participation on the day of the exercise.    Please extend an invitation to Mayor and Council to attend 

as observers at any time during the period of the exercise.    City staff are also welcome to participate or 

observe.   Please post this event on any internal bulletin boards that you feel would be appropriate. 

All visitors or observers to the exercise should enter the community centre and proceed to the volunteer 

management section.  Identification badges will be made available to those who simply want to observe 

and ESS staff will be on hand to direct them to pre-determined observer areas.  Please ensure that guests 

sign in on the PEP Task Form when they pick up their identification badge.      

I’m sure that, even as observers, the Mayor, Council members and City staff will find this exercise to be an 

excellent learning experience.    Thank you for whatever assistance you can provide in raising corporate 

awareness regarding the importance of Emergency Planning and the role of the ESS Team in the City’s 

response plan.   

 

Yours truly, 
Name 
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2.11  Invitation to Outside Agencies 

 

Sample 
 

(Date) 

 

Dear (insert name)        

 

Thank you for agreeing to participate in the (Insert name of exercise) Exercise.   

 

As a partner agency, we rely heavily on your agency’s disaster experience as well as your pool of trained 

volunteers and we are quite excited that you are able to join us!  Your participation is essential to the 

success of this exercise and offers a level of realism that we cannot offer in our training courses.  The 

(name of town) ESS Team has recently gone through recruitment and transition stage and this exercise will 

give our ESS Team a chance to practice their roles and responsibilities in near realistic environments.  

 

The (name of exercise) exercise will begin on (date) from (time) at the (location) located at (address and 

town)   

 

At ______ hrs, the Liaison Officer will have a briefing for all partner agencies in (location) at the (name of 

facility) prior to the exercise.  We ask all volunteers to sign a waiver of liability.  It is expected that your 

agency volunteers / staff wear their appropriate identification to assist the ESS Volunteers in recognizing 

their level of training and expertise.  Where possible, they will be staffed in areas in which they are 

experienced.  Please ensure that your members review the organizational chart during your briefing to 

ensure they are familiar with our chain of command.  Should you have any questions or concerns, please 

contact the Liaison Officer for clarification.   

 

Once the exercise has begun, please access the Reception Centre like you would in any real response.  The 

exercise will end at _____ hrs at which time you are asked to complete an evaluation form.  All exercise 

participants will be invited to stay and participate in the exercise debriefing in which comments and 

suggestions are welcome. 

 

Once again, on behalf of the (name of town) ESS Team we thank you and your agency for your participation 

in our exercise.     

 

 

ESS Volunteer Coordinator 
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2.12  Sample of Thank you Letter 

 
 

 

(Date) 

 

Dear (insert ESS Staff Name)       

 

 

On behalf of the ESS Exercise Planning Committee we would like to thank you for your involvement and 

donation of your time for the exercise on March 10, 2009.   

 

We had an amazing turnout of ESS Staff, volunteers and observers and this exercise clearly was an 

overwhelming success!  The Coquitlam ESS staff again showed their resilience, ability to problem solve and 

their level of professionalism in the midst of chaos and a realistic disaster response environment. 

Although many of our staff had been involved in ESS for years, it was the skills, knowledge and quick 

thinking of the new ESS Staff such as yourself that contributed to the success of this exercise.  

 

This exercise allows the Coquitlam ESS team to re-assess its current ESS Plan and highlight areas that we 

now need to focus on.  Through feedback from participants, observers, staff and the evaluation team, we 

can now focus on the development of an action plan to propel our team into an even higher level of 

disaster response. 

 

By building on the lessons learned from experiences such as this, the City of Coquitlam will certainly be 

better prepared for any future response.  To maintain the momentum of this exercise and the positive 

experiences learned.  We will be organizing a review meeting where you will be able to view the Exercise 

Video and celebrate the successes of this endeavor.   

 

 

Sincerely, 

 

 

 

ESS Volunteer Coordinator 
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2.13  Exercise Donations 

 

Sample 
 

 

 
Emergency Social Services 

1234 Some Street 

Your Town 

V2C 4G7 

 

 

 

 

Date 

 

 

The Emergency Social Services (ESS) Program, is conducting a simulation exercise at 

the__________________________ on __________________________. The ESS program is responsible for 

providing food, clothing and lodging in the event that community members have had to evacuate their place 

of residence due to an emergency or disaster.   

 

The ESS team is comprised of volunteers willing to donate their time for training and meetings to ensure 

the community of ____________________________ is well looked after in their time of need. 

 

At this time we are asking for a small token of appreciation from your establishment to create a basket for 

a draw that will be used as an incentive for volunteers to fill out evaluation forms after the exercise.  

 

Thank you for your participation.  We look forward to hearing with you.  If you have any further questions 

please don’t hesitate to contact myself at ______________ or ________________at 

_________________________. 

 

Thank you 

 

 

 

A Real Nice Person 

ESS Director 

 



 

Exercise Design 

Exercise Design 

 

November 2010                                     Form E412 2.30 

 

2.14  Invitations to Media 

 

Sample One 

[Your City] ESS Team Conducts Emergency Exercise  

[YOUR CITY] , BC, [Day, Month, ##, 200X] – The Emergency Social Services Team in [Your City] is 

conducting a [type] Emergency Exercise on [Day, Month, Year] at [Facility Name and address].  The exercise 

is intended as a training event for members of the ESS Team.    

Emergency Social Services (ESS) is an emergency response program made up of dedicated individuals who 

share a common goal of assisting people who have been impacted by an emergency in the community.   

Emergency Social Services are those services provided on a short term basis (generally for 72 hours) to 

preserve the emotional and physical well being of evacuees and response workers in an emergency.   

When people are forced to evacuate their homes temporarily or their homes are damaged or destroyed, 

they may require assistance with essential services to maintain life and health.  A Reception Centre is a 

safe place where people can gather to get information, register and receive assistance with their needs.  

The ESS Team provides for these needs.  

“ESS is a critical component of the City’s Emergency Response Plan.  Exercises where members of the ESS 

Team can practice their response to emergency needs are an excellent way to build skills and capacity ,” 

says the City’s Emergency Program Coordinator [name here].   “Hazards exist in all communities and we 

need to prepare ourselves to help members of the community who may be impacted by an emergency 

situation. “    

The [type of] Exercise will involve [short description here].  It will start at [time] at [location] and will carry on 

until [time].  The ESS Team will be involved in [short description here].   

[If you are looking for volunteers to participate, say so here, and provide a contact name and number for 

volunteer registration.]   

-30-  

 

For more information, contact: 

[name of ESS Director] 

[phone number and other contact info, eg., email address]  
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Sample Two 
 

 

 

 

Date 

10:00 hours 

 

City, Emergency Social Services Team invites Media and the Public to Attend the 

 Emergency Reception Centre Exercise (Disaster Response Exercise). 

 

WHO:   Coquitlam Emergency Social Services, City of Coquitlam 

 

WHAT: Cottonwood Emergency Reception Centre (Disaster Response Exercise)  

The Coquitlam ESS Team is inviting all Coquitlam residents to attend the 

Cottonwood Emergency Reception Centre Exercise where the community can 

learn about Emergency Social Services (Disaster Response Program) and the 

services provided following an evacuation.   

Fill out a quick questionnaire on your knowledge of our City’s ESS Program 

and our recent disaster responses and enter to win some fabulous prizes. 

 

WHEN:   June 10, 2009  

   0900 - 1200 hours 

 

WHERE:  Pine Tree Community Centre, 1207 Pine Tree Way, Coquitlam, BC 

   Overflow parking arranged in the Innovation Centre Parking Lot 

 

CONTACT:  ESS Volunteer Coordinator       

   Coquitlam Emergency Social Services 

   604-527-6964 
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2.15  News Release 

 

Sample One 
 

IMMEDIATE RELEASE 
 

There are many natural disasters happening in the world around us.   ___________________ 

_________________________has had the fortune of escaping the most devastating phenomenon up to this 

past year where we were facing the potential ___________________.  What would have happened if 

______________________________ would have affected you?  What would you and your family do for 

essential services such as food, clothing and lodging?  How will you let your family know that you are alright 

if the phone lines are down?   

 

Emergency Social Services (ESS) has the answers to all those questions and they are hosting a simulation 

exercise on ______________________________ at_________________________.  They would like to invite 

the public to experience what it would be like if they had to be evacuated from their homes due to fire, 

earthquake or flood. 

    

For many years there has been an active ESS team in our community that are trained in emergency 

response.   ESS is mainly comprised of volunteers who believe is giving back to the society of which they 

live.  Whether they are managing a deluge of volunteers or providing such items as clothing and emotional 

support, they have been trained in it all.   

 

The main purpose of the simulation exercise is to give the volunteers an opportunity to work through their 

roles and the procedures of ESS in a realistic environment.   

 

Did you know that there is a registration process that, providing you have not restricted the information, 

would enable your family members who live in different areas to contact the Red Cross?  By putting in an 

inquiry they could find out if you are alright and where you have relocated.   

 

Come out and support the people who have your best interests at heart.  Make it a family event.  Treat 

yourself to the famous disaster coffee and doughnuts.  Walk through the process as if you were an actual 

evacuee.  See you all on ____________________________________! 

 

 

-30- 
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 Coquitlam ESS Team Conducts Emergency Exercise  

Sample Two 

 
Coquitlam, BC.  March 10, 2009 – The Emergency Social Services Team in Coquitlam is conducting an 

Emergency Reception Centre Exercise called the Cottonwood Exercise today at the Pine Tree Community 

Centre at 1260 Pine Tree Way.  The exercise is intended as a training event for members of the ESS Team 

and it’s partner agencies. 

Emergency Social Services (ESS) is an emergency response program made up of dedicated individuals who 

share a common goal of assisting people who have been impacted by an emergency in the community.   

Emergency Social Services are those services provided on a short term basis (generally for 72 hours) to 

preserve the emotional and physical well being of evacuees and response workers in an emergency.   

When people are forced to evacuate their homes temporarily or their homes are damaged or destroyed, 

they may require assistance with essential services to maintain life and health.  A Reception Centre is a 

safe place where people can gather to get information, register and receive assistance with their needs.  

The ESS Team provides for these needs.  

“ESS is a critical component of the City’s Emergency Response Plan.  Exercises where members of the ESS 

Team can practice their response to emergency needs are an excellent way to build skills and capacity,” 

says the City’s Emergency Program Coordinator [name here].   “Hazards exist in all communities and we 

need to prepare ourselves to help members of the community who may be impacted by an emergency 

situation. “    

The Emergency Reception Centre Exercise will involve the simulated fire and evacuation of a senior’s 

assisted living facility and nearby Cottonwood Apartment buildings.   It will start at 0900hrs and will 

continue until 1200hrs. The ESS Team will be involved in staffing the reception centre, providing support 

and services to the evacuees and registering the pets of the evacuees. 

-30-  

 

For more information, contact: 
 

Name 

Town 

Phone Number 
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2.16  Sample of Advertisement 

 

 



 

 

Exercise Design 

Exercise Design 

 

November 2010                      Form E416 2.35 

 

2.17  Exercise Budget 

 

Budget  Revenue  Expenses 

Charts     

Comfort Food for Exercise     

Contractor   

Equipment Rental     

Exercise Meals      

Exercise Workshop Lunch      

Identification     

Lunch for Exercise     

Maps     

Newspaper Ad     

Office Supplies   

Other Expenses   

Photocopying     

Poster Lamination     

Refreshments     

Tape   

Transportation     

White Boards   

   

   

   

   

   

Subtotal of Exercise Expenditures    $             -    

Wages     

Total Exercise Revenue/Expenditures  $             -     $             -    
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      2.18  Exercise Room Layout Example 
 



 

 

 

 

 

 

ESS 

Volunteers 

Section 

Three 
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3.1  ESS Organizational Chart 
 

Information Liaison

Safety

Meet & Greet

Registration

Referrals for Food, Clothing & Lodging

Inquiry

On-Site Goods Distribution

Primary Services

Child Care

Multicultural

Pet Care

Recreation

Transportation

Search & Reply

Specialized Services

First Aid

Emotional Support

Special Needs

Health Services

Operations

Situation

Documentation

Advance Planning

Demobilization

Recovery Transition

Planning

Resource Acquisition

Donated Goods

Shipping & Receiving

Supply

Volunteer/Staff Management

Food

Runner

Facility

Clerical

Security

Reception Centre Support

Communications

Computer Systems

Information Technology

Logistics

Cost

Time

Compensation & Claims

Procurement

Finance

Reception Centre Manager

ESS BCERMS
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3.2  Exercise Information for Participants  

 

Date:  _______________________ 

Time:  _______________________ 

Location: _______________________ 

 

When to Check In: 

Mentors    _____________________________________ 

Evaluator (s)    _____________________________________ 

ESS Volunteers   _____________________________________ 

Evacuee Management   _____________________________________ 

ESS Section Chiefs   _____________________________________ 

ESSDs     _____________________________________ 

 

 Coffee Breaks – Coffee, Tea and light snacks will be provided at the exercise.  Should you need a 

break, check in with your supervisors  to ensure breaks have been scheduled.  

 Lunch – Lunch will be provided for ESS volunteers who are assigned to a position.  Snacks will be 

available for evacuees. 

 Clean up - will begin at  _____ with a debriefing at  _____ , closing at _______ 

 Directions to the Facility: 

Location  _________________________ 

Phone Number  _________________________ 

 Parking 

____________________________________________________________________________________

____________________________________________________________________________________ 

 Floor Plan - Attached is a copy of the floor plan.  Please ensure you are familiar with all aspects of 

the facility. 

 Personal Supplies – It is recommended that volunteers use a fanny pack for wallets, keys etc.  

Unfortunately we can’t guarantee a secured storage for the 100+ people that we are expecting.  If 

you don’t need it during the exercise please leave those items at home. 

 Check–in/Sign In - Please sign in at Volunteer Management and obtain your ID.  ESS Volunteers 

sign in at the Volunteer Management Section and all others sign in at Evacuee Management 

Section.   

 Questions/Suggestions - Please direct all questions and suggestions to your supervisor.  You will be 

given an opportunity to provide feedback and recommendations in the debriefing at the end of the 

exercise. 

 Media – Only the RC Manager and the Information Officer (IO) are permitted to talk to the media.  If 

the Mayors and/or Council members arrive they should be directed to the RC Manager. 
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 Evacuees –Please invite your family and friends to join us as evacuees for the event.  Scenarios will 

be provided at the door. The exercise is open to the public between the hours of _______________, 

 Evaluation –  This exercise will be evaluated based on the following objectives: 

(Insert your objectives) 

It is essential that volunteers complete their evaluation before signing out to ensure we get 

significant feedback from each area.  

 

 

 

 

 

 

 

  

 Debriefing – At the end of the exercise, everyone will come together in their sections to discuss the 

various aspects of the exercise.  Please keep track of all supplies that are used and return all 

supplies to the area that you go them from.  

  

Treat this exercise as a REAL EVENT 

 

 Phone Calls - You are making actual phone calls today.  In your phone call identify who you are and 

what organization you are with, explain that this is a simulation exercise, and then ascertain if they 

would have been able to help if this event had been a real emergency. 

 

If you need to make a call because of a real emergency then please use the code word 

“PINTO” when communicating with the exercise personnel. 

 

If you are calling for a support agency e.g. Red Cross, SPCA, etc you must make the actual 

phone calls, explain who you are, let them know we are holding a simulation exercise and 

ask if this had been a real event if they could have responded.  If applicable ask them how 

many people they would have been able to offer. 

 

 If you are working in Volunteer Management you should call the WHOLE active list, and ask them to 

come to the Reception Centre.  If you encounter phone numbers that are out of order please note 

these.  If someone is not able to attend please note their reason why. 

 

Thank you for volunteering and enjoy the day 

1. 

2. 

3. 

4. 

5. 
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3.3 ESS Volunteer Evaluation Form 
 

 

 

Please take a few minutes to fill out this form.  Your opinions and suggestions will help us 

prepare better ESS exercises in the future.   

 

1. What was your overall impression of the ESS Exercise?  (Please CIRCLE one) 

 

1  2  3  4  5  6   

             Needs improvement                                                                                        Excellent 

 

2. Did the ESS exercise effectively simulate a Reception Centre environment? (Please CIRCLE one) 

 

   Yes     No  

 

3. Were you trained adequately for your role?    (Please CIRCLE one) 

 

   Yes    No  

  

5. If yes, compared to previous ESS Exercises, how would you rate this Exercise? (Please CIRCLE the 

closest number). 

 

1  2  3  4  5  6   

            Not well organized                                                                           Very well organized  

  

6.   Did the scenarios in the exercise adequately test ESS volunteer readiness capabilities? 

 

   Yes     No  

 

7. What did you like about the ESS Exercise? 

 

_______________________________________________________________ 

 

_______________________________________________________________ 

 

8. What areas of improvement would you suggest for the next ESS Exercise? 

 

_______________________________________________________________ 

 

_______________________________________________________________ 

 

Thank you for your comments and feedback, from the ESS Exercise Design Team 

 

 

Name (optional) __________________________  Phone Number: _____________ 

 

 

Email Address  ______________________________________________________ 
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3.4  Exercise Participation  

 

Sample One 
 

 

 

Emergency Social Services 

 

_______________________ 

_______________________ 

_______________________ 

                                                                                            (Address) 

 

 

________________________ (Date) 

 

 

 

 

TO WHOM IT MAY CONCERN: 

 

______________________________ participated in an Emergency Social Services (ESS) 

Exercise on _________________________by volunteering as an evacuee. 

 

The involvement of community members in our exercises helps us to improve our emergency 

response capabilities by identifying any weak spots and we appreciate their assistance very much. 

 

______________________________ was involved for _________hours.  Thank you for encouraging 

your students to share their time and talents with our Emergency Social Services Team. 

 

We look forward to working with your school again in future exercises. 

 

Yours truly, 

 

 

 

 

______________________________ 

Emergency Social Services Director 
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Exercise Participation  

Sample Two 

 

 
 
Date 

 

Dear (insert ESS Staff Name)      

 

Thank you for your participation and support of the previous tabletop exercise held on(Date).  Your 

involvement as an ESS Team member has assisted greatly in the next step of our team training which is a 

full scale exercise.  We have built upon the lessons learned from the tabletop and hope to offer an exercise 

scenario that our members will find challenging and the skills learned rewarding.   

 

In this exercise we will have controllers and evaluators from outside agencies and/or ESS Teams to assist 

us in the evaluation process during our exercise.  It is important to note that the role of these evaluators is 

not to criticize our ESS Team but rather to give us, as a team, an unbiased evaluation of our performance, 

equipment, communication, problem solving and training.  This information may afford us the opportunity 

to address any outstanding training issues, revises our ESS Plan and build on our lessons learned if 

necessary. 

 

The exercise is scheduled to begin at (Date and Time) with all players meeting at the (Place and Time) ESS 

volunteers should proceed directly to the Volunteer Check In area to sign the PEP Task Form and to 

proceed to their designated function areas.  A briefing will be given at approximately (Time). 

 

The exercise is scheduled to begin at _______hrs  until ______ hrs.  when all participants will be involved in 

the debriefing and evaluation process of the exercise.  The debriefing allows all participants to verbally 

discuss lessons learned or to identify areas that need development.  In addition, each participant will 

complete a formal evaluation form to ensure proper individual feedback is given.   

 

This exercise is designed to challenge volunteers in their response capabilities in a relatively realistic 

environment.  I urge you to encourage as much participation as possible from your ESS Team members as 

this opportunity may not present itself for some time.   Please do not hesitate to contact me if you have any 

further questions at (Phone Number).  We look forward to your participation. 

 

 

Thank you  

ESS Volunteer Coordinator 
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3.5  Exercise Encouragement Sample Letter 

 

 
 

 

Date 
 

Dear (insert ESS Staff Name)      

 

Thank you for your participation and support of the previous tabletop exercise held on(Date).  Your 

involvement as an ESS Team member has assisted greatly in the next step of our team training which is a 

full scale exercise.  We have built upon the lessons learned from the tabletop and hope to offer an exercise 

scenario that our members will find challenging and the skills learned rewarding.   

 

In this exercise we will have controllers and evaluators from outside agencies and/or ESS Teams to assist 

us in the evaluation process during our exercise.  It is important to note that the role of these evaluators is 

not to criticize the ESS Team but rather to give us, as a team, an unbiased evaluation of our performance, 

equipment, communication, problem solving and training.  This information may afford us the opportunity 

to address any outstanding training issues, revising our ESS Plan to build on the lessons learned. 

 

The exercise is scheduled to begin at (Date and Time) with all players meeting at the (Place and Time) ESS 

volunteers should proceed directly to the Volunteer Check In area to sign the PEP Task Form and to 

proceed to their designated function areas.  A briefing will be given at approximately (Time). 

 

The exercise is scheduled to begin at _______hrs  until ______ hrs.  when all participants will be involved in 

the debriefing and evaluation process of the exercise.  The debriefing allows all participants to verbally 

discuss lessons learned or to identify areas that need development.  In addition, each participant will 

complete a formal evaluation form to ensure proper individual feedback is given.   

 

This exercise is designed to challenge volunteers in their response capabilities in a relatively realistic 

environment.  I urge you to encourage as much participation as possible from your ESS Team members as 

this opportunity may not present itself for some time.   Please do not hesitate to contact me if you have any 

further questions at (Phone Number).  We look forward to your participation. 

 

 

Thank you  

ESS Volunteer Coordinator 
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3.7  Participation Certificate 
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3.8  Exercise Debrief 

 

Date 

 

Goals and Objectives 

 

 

 
 

 

 

 

 

 

 

 

Did we obtain our goals and objectives? 

 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 

 

What went well, what worked good with the plans? 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 

 

What went well, what worked well with the procedures? 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 

 

Suggestions for improvement 

 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 

 

1. 

2. 

3. 

4. 

5. 



 

Evacuees 

Management 

Section  

Four 
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4.1  Emergency Social Services Exercise 

                               

Exercise Evacuee Management Process 
 

 

 

 

Personnel:  

 Briefings volunteer 

 Registrations volunteer 

 Runner 

 Security Officer 

 

Equipment:  

 Volunteer identification 

 3 tables (registration, draw prize box and refreshments, display) 

 Pens 

 Signage 

 Radio (maybe) 

 Paperwork 

 Task Registration Forms 

 Photo Waivers 

 Evacuee Evaluation Forms 

 Evacuee Scenario and information sheets 

 Participant letter 

 Display materials re emergency preparedness and ESS 

 Props 

 Stuffed animals 

 Dolls 

 Walker or cane 

 Cell phone and back pack 

 Pen, paper 

 Camera 

 Etc, etc. 

 

Setup:  

 Make sure all exercise evacuees in area are properly identified and have signed in 

 Table with forms, scenarios, evaluations, photo waivers, pens, refreshments and draw prize box 

- set up by 11:00 hours 

 Table with emergency preparedness and ESS display - set up by 11:00 hours 

 Signage and props 

 

Evacuee Registration:  

 Ensure evacuees sign in and complete photo waiver prior to briefing 

 Give each evacuee a scenario/information sheet and any required props 
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Evacuee Briefing: (name of person assigned) 

 Read from Evacuee Scenario Sheet 

 Ask if there are any additional questions 

 Have a runner take the group that has just been briefed to the front door of the reception centre to 

get started. 

 

Evacuee Debriefing:  

 Thank the evacuee for participating 

 Ensure they return their evacuee scenario sheet and props 

 Encourage them to take another scenario and go through again 

 If they are ready to leave have them: 

 Sign out on the Task Registration Form 

 Fill out an evaluation form (put the bottom portion of form into the door prize box) 

 provide an opportunity for evacuees to provide verbal feedback 

 Advise that prize winners will be notified the following week by phone 

 Direct them to the table with emergency preparedness and volunteer recruitment information 

 



Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 

Evacuee  Evacuee  Evacuee 
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4.2  Evacuee Name Tags 
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4.3  Permission for Underage Minors 
 

 

 



 

Exercise Design  

Evacuee   

 

November 2010                                          E472        4.5 

 
4.4 Evacuee Evaluation Form 

 
Emergency Social Services (ESS) Exercise 

Evacuee Evaluation Form 
 

 

Please take a few minutes to fill out this evaluation. Your opinions and suggestions will be valuable 

feedback for us. 

 

1. Evacuee Scenario Number (for the role you played) __________ 

 

2. Were you given adequate information for your role as an evacuee? 

 

□Yes   □No 

 

Comments: 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

3. As you went through the Reception Centre, in your role as an evacuee, were your needs met? 

 

□  Yes   □  No 

 

Comments: 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

4. Any other comments? 

 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

 

Complete this section (please print clearly) to be included in the door prize draw. 

 

Name:________________________________________________________ 

 

E-mail: ____________________________ Phone: ____________________ 

 

�  I would like more information about Emergency Social Services and how I can make a difference in my 

community. 

 

Thank you! We will contact door prize winners within a week. 
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4.5  Evacuee Role Play Scenarios 

Exercise  

Evacuee Role Play Scenarios 

Scope: 

The following list is of Character Scenarios for evacuees who will attend a Reception Centre in your 

exercise.  These Character Scenarios will cover all functions under the Operations Section of your Reception 

Centre Organizational Chart. 

 

Objectives: 

To ensure the evacuee’s needs are met and to determine the flow of evacuees through the different 

functions, and the accuracy of communications between your Reception Centre staff. 

 

Considerations: 

Depending on the size and scope of your scenario the following are some things to consider: 

 

 How many characters will need referrals (shelter, food, transportation) 

 Determine beforehand the number of evacuees needing referrals.  Let some of the evacuees know 

that they may have to prompt the Registration Volunteers of their referral needs. 

 Practice of food services will depend on size and timeframe of your scenario. 

 Referrals: Incidentals such as clothing, glasses, medication, etc. depends on the scenario (scope 

and time frame of evacuation) in whether these items will be approved for Referrals.   

 Meeter & Greeter: All scenarios will involve the Meeter & Greeter function. 
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Character 

# 

Function Practiced 

 

Objective 

(Needs fulfilled) 
Evacuee Input 

Props 

Required 

01 
 Special Needs 

 Registration 

Person needs to be 

Registered and Special 

Needs addressed. 

You are deaf and you do not read lips very 

well.  You need someone who signs to let you 

know what is happening. 

 

 

02 

 Reception Centre 

Manager 

 Registration 

Person needs to be 

Registered and household 

emergency situation 

addressed.  RCMP to 

contact ESSD. 

You arrive at the Reception Centre, but just 

remembered you have something on your 

stove at home on med-high heat and the pot 

is probably dry by now. You let the first 

worker you see know your situation. 

 

03 
 Security 

 Registration 

You should be flagged by 

Security (or a worker) and 

told that you may not take 

pictures or ask evacuees 

questions then allowed to 

register. 

You are an evacuee registering, but you are 

also a Journalist from the local paper.  You 

innocently start asking people questions and 

taking pictures for a story you want to write. 

Pen, paper, 

camera 

04 
 Pet care 

 Registration 

You should be directed to 

Pet Care and then 

Registered 

You snuck your pet cat into the Reception 

Centre.  While in line for registration the cat 

acts up and you realize you need help and 

flag down a worker to get help. 

Stuffed cat 

05 

 Special needs 

 Registration 

 Transportation 

The Meeters and Greeters 

should take you to Special 

needs and then you 

should be Registered 

You are a senior from a senior’s home and 

you are blind.  You are a bit frail and a little 

anxious and worried, but have a good sense 

of humour.  You will need a  ride to wherever 

you will have to stay. 

Walker or 

cane 

06 
 Special needs 

 Registration 

Needs to be Registered 

and taken care of 

You are in your 70’s and have advanced 

stages of Alzheimer’s.  Your Alzheimer’s is 

very apparent after you entered the R/C.  

When you are at the Registration table, your 

Alzheimer’s should be very apparent.  All you 

remember is you have a contact card in your 

pocket but you don’t remember anything 

else. 

Contact info 

card  

07 

 Child care 

 Registration 

 MCFD 

 Communications 

The Meeters and Greeters 

should take you to Child 

Care and then Registration 

You are a teen (approx. 14yrs).  You were 

alone at home when you were evacuated.   

Your single parent mother is at work.  You 

don’t know where she works but you have 

her cell phone number.  You haven’t been 

able to make contact with her yet. 

Cell phone, 

back pack 

08 
 Info officer 

 Registration 

You should be told to 

Register and then directed 

to the Information Officer 

or Information Board. 

You are a reporter with a newspaper and are 

curious about what is happening.  You should 

approach a worker and mention this and that 

you would like more information as to what is 

happening.  

Pen, paper 

09 - A 
 Info officer 

 Registration 

You should be Registered 

and directed to the 

Information Officer 

You are elderly and entering the Reception 

Centre. You should go where you are 

directed.  You should mention while you are 

being registered that you are very concerned 

about what is happening and you want to 

know how long you will be out of your home 

and what is happening in your neighborhood.  

 

Name: Terry Jones 
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Character 

# 

Function Practiced 

 

Objective 

(Needs fulfilled) 
Evacuee Input 

Props 

Required 

09 - B 
 Inquiry 

 Registration 

You should be Registered 

and then directed towards 

the Inquiry table 

You are worried about an elderly neighbor 

and want to know if she is okay.  You were 

out shopping and were not allowed to return 

home.  You have questions about where she 

is. 

 

Neighbor: Terry Jones 

Shopping 

bag 

10 

 First Aid 

 Registration 

 Referral  

 

 

You should be directed to 

First Aid immediately and 

registered once your 

needs have been 

addressed.  

You left your heart medication in your suite 

and do not have a supply with you.  While in 

line to be registered you should flag down a 

worker and let them know that you are 

feeling dizzy. You want to know when you can 

get back to your house or how you will get 

medication ASAP. 

 

11 

 Emotional Support 

 Registration 

 

You should be Registered 

and directed to Emotional 

Support.  

You are slightly agitated and nervous and 

should show signs of discomfort (looking 

around, fidgeting, and head in hands).  You 

really want to be by yourself in a quiet area to 

collect your thoughts.  While you are in line to 

register you should flag down a worker and 

let them know.  

 

12 
 Registration  

 Referral 

You and your family should 

be Registered and given a 

Referral to take care of 

your clothing needs. 

(depending on scenario)  

Need 1 characters: (children can be 

imaginary) 

 

You just picked up your kids from a 

recreation centre and were not able to go 

home for a change of clothes.  You really 

want to get your kids some warmer clothes 

and are agitated as the kids are cold. 

Bathing suits 

and towels 

for kids if you 

have actors 

13 
 Registration 

 Transportation 

You should be Registered 

and require Transportation 

You are a normal everyday person who has a 

place to stay and just needs to be registered; 

however have no transportation to get to your 

friend’s home. 

 

14 
 Registration  

 Referrals 

You should be Registered 

and should be helped to 

contact your insurance 

company by Referrals  

You are concerned about whether your family 

will be worried about you and you are 

concerned because you think you are insured 

but can not get a hold of your insurance 

company. 

 

15 

 Emotional Support 

 Registration 

 

You should be directed by 

the Meeters and Greeters 

to Emotional Support and 

calmed down. Then 

Registered. 

You are mad at the police for being so 

forceful (you call them very rude!). You let 

everyone you come in contact with know this. 

You are being very impatient and are talking 

louder than you should be. You want to know 

who you can complain to about the treatment 

you’ve encountered. 

 

16 

 First Aid 

 Registration 

 Referral 

 

You should have your First 

Aid needs addressed and 

then you should be 

Registered  and then given 

a referral (depending on 

scenario) 

You are a person who needs methadone 

everyday and need to get to a drug store for 

your daily dose.   You are agitated, worried 

and embarrassed that you need to tell 

anyone about your methadone issue.  You let 

the workers at the registration table know 

that you have medication needs. 
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Character 

# 

Function Practiced 

 

Objective 

(Needs fulfilled) 
Evacuee Input 

Props 

Required 

17 

 Special Needs 

 Registration 

 

You should be taken to 

Special Needs and then 

be Registered 

You are a person with Parkinson’s Disease 

and you do not like being out of your 

apartment.  You are quite concerned and are 

showing signs of distress (twitching, 

shaking). 

 

 

 

 

 

 

 

 

 

 

18 

 First Aid 

 Registration 

 

You should have your First 

Aid needs met and then 

be Registered 

You are a diabetic and have not eaten for a 

while and are getting very dizzy.  You know 

that you need to eat something right away or 

you may pass out so you tell the first worker 

you see of your needs. 

 

19 

 Multicultural 

 Registration 

 

You should be directed to 

Specialized services 

(multicultural) and then 

Registered.  

You just moved here from the China and 

don’t know anyone and speak very little 

English and are very concerned about what is 

going on.   

 

20  Registration 
You should be directed to 

Registration 

You just need to be registered. You are bored 

and wanting things to hurry. 
 

21 

 Inquiry 

 Emotional Support 

 

You should be sent to 

Inquiries and then to 

Emotional Support 

There are rumors around the RC that 

someone has died. You think it might be your 

friend.  You want to use a phone to get a hold 

of them.  You listen to all the workers and 

follow what they say, but are still anxious and 

show it.  

You do not live in the evacuated area and are 

simply here because the news media said 

this is where people were sent.  

 

22 

 First Aid 

 Registration 

 

You should have your First 

Aid needs met and then 

should be Registered 

You have the flu and feel queasy.  You are 

very tired and disoriented. 
Kleenex 

23 

 First Aid 

 Registration 

 

You should have your First 

Aid needs met and then 

should be Registered and 

then given Referrals 

You hurt your arm, very badly just before you 

were evacuated. Your arm may be bruised or 

broken (your not sure).  It is very black and 

blue near your elbow and a bit swollen (it 

seems a bone is poking out).  

 

You are in pain and very uncomfortable.  The 

police told you that an ambulance would be 

there to help you and one is not, so you are 

upset about this.   

 

You need a place to stay but your first priority 

is your arm.  If you have to go to the hospital 

you want to know what to do after being 

released from the hospital. You also do not 

have transportation as you were in too much 

pain to drive so your neighbor drove you.  You 

were also too distracted to get any clothes 

for yourself.  

 

 

24 

 

 Registration 

 Communications 

 

You should be Registered 

You may not need a place to stay but you are 

not sure.  You need to make some phone 

calls to find out.  

 



 
Exercise Design 

Evacuee 

November 2010                                                                   E473                                                                                        4.10 

  

Character 

# 

Function Practiced 

 

Objective 

(Needs fulfilled) 
Evacuee Input 

Props 

Required 

25 
 Registration 

 Referral 

You should be Registered 

and then given Referrals 

(depending on scenario) 

In the commotion of evacuating you lost your 

eye glasses and are having problems with 

paper work at Registration.  You need your 

glasses that you left at home because you 

will not be able to drive without them (your 

husband drove but you will be sharing the 

vehicle).  

 

26  Vol./Staff Mgmt. 

You should be registered 

and then sent to Volunteer 

Management  

You are very impressed by the work the 

volunteers are doing to help you and your 

neighbors and now you want to volunteer to 

help. You have no Emergency Social Service 

experience. 

 

27 - A 
 Registration 

 

You should be convinced 

to Register and a worker 

should explain how you 

can have your file 

restricted. 

You are able to stay with friends but do not 

want to register.   You are concerned that a 

former spouse may be trying to locate you 

and you fear for your safety if he finds you.   

 

Ex Wife : Sherry Smith 

Ex Husband: John Smith 

 

27 – B  Security 
 You should be flagged by 

security 

Your ex -wife lived in the area being 

evacuated and has not been answering her 

cell phone.  You heard evacuees were being 

sent to this facility and came to locate her. 

 

Ex Husband: John Smith 

Ex Wife: Sherry Smith 

 

28  Registration Only 

You should be educated 

and convinced why you 

need to Register 

You don’t understand why you have to be at 

the Reception Centre.  You have insurance 

and you have a place to stay.  You want to 

know why you have to register and how long 

it will take.  

 

29 
 Volunteer 

Management 

You should be sent to 

Volunteer Management 

You do not live in the area but you want to 

volunteer in the Reception Centre.  You have 

no experience in Emergency Social Services 

but work as a waitress.  

 

30 
 Volunteer 

Management 

You should be sent to 

Volunteer Management 

You do not live in the area but you want to 

volunteer in the centre.  You work at the local 

hospital. 
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Character 

# 

Function Practiced 

 

Objective 

(Needs fulfilled) 
Evacuee Input 

Props 

Required 

31 

 Pet Services 

 Registration 

 

You should be Registered 

and then directed referrals 

and then to Pet Care 

At the Reception Centre while you are being 

registered you let the workers know that you 

hope to stay at your sisters but you have a 

cat that is in the car and your sister is 

extremely allergic to cats.  You do not know 

what to do, or where your cat or you can go.    

 

32 – A  Registration You should be Registered 

Need 2 characters: (children can be 

imaginary) 

 

You have been evacuated and have a place 

to stay and just need to register. 

 

Dad:   Jim Timms 

Kids:  Janet Timms 

            Bryce Timms 

Mom: Tammy Waters 

 

32-B Inquiry 
You should be directed to 

the Inquiry area 

Need 2 characters: (children can be 

imaginary) 

 

You do not live in the area of the evacuation, 

but your kids do, with their mom.  You want 

to know if they are okay. There is no security 

concern. 

 

Dad:   Jim Timms 

Kids:  Janet Timms 

            Bryce Timms 

Mom: Tammy Waters 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

01 

 

You are deaf and you do not read lips very well.  You need someone who signs to let you know what is happening. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

02 

 

You arrive at the Reception Centre, but just remembered you have something on your stove at home on med-high 

heat and the pot is probably dry by now. You let the first worker you see know your situation. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

03 

 

You are an evacuee registering, but you are also a Journalist from the local paper.  You innocently start asking 

people questions and taking pictures for a story you want to write. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

04 You snuck your pet cat into the Reception Centre.  While in line for registration the cat acts up and you 

realize you need help and flag down a worker to get help.  

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

05 

 

You are a senior from a senior’s home and you are blind.  You are a bit frail and a little anxious and 

worried, but have a good sense of humour.  You will need a  ride to wherever you will have to stay. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

06 You are in your 70’s and have advanced stages of Alzheimer’s.  Your Alzheimer’s is very apparent after 

you entered the R/C.  When you are at the Registration table, your Alzheimer’s should be very apparent.  

All you remember is you have a contact card in your pocket but you don’t remember anything else. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

 

07 

 

You are a teen (approx. 14yrs).  You were alone at home when you were evacuated.   Your single parent mother is 

at work.  You don’t know where she works but you have her cell phone number.  You haven’t been able to make 

contact with her yet. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

08 You are a reporter with a newspaper and are curious about what is happening.  You should approach a 

worker and mention this and that you would like more information as to what is happening.  

 

Please use your own address when being registered. 



 
Exercise Design 

Evacuee 

November 2010                                                                   E473                                                                                        4.20 

  

 

 

Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

09 -A  You are elderly and entering the Reception Centre. You should go where you are directed.  You should 

mention while you are being registered that you are very concerned about what is happening in your 

neighborhood and you want to know how long you will be out of your home. 

 

Name: Terry Jones 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

 

10 

 

You left your heart medication in your suite and do not have a supply with you.  While in line to be registered you 

should flag down a worker and let them know that you are feeling dizzy. You want to know when you can get back 

to your house or how you will get medication ASAP. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

11 You are slightly agitated and nervous and should show signs of discomfort (looking around, fidgeting, 

and head in hands).  You really want to be by yourself in a quiet area to collect your thoughts.  While you 

are in line to register you should flag down a worker and let them know.  

 

Please use your own address when being registered. 



 
Exercise Design 

Evacuee 

November 2010                                                                   E473                                                                                        4.23 

  

 

 

Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

12 Need 1 characters: (children can be imaginary) 

 

You just picked up your kids from a recreation centre and were not able to go home for a change of 

clothes.  You really want to get your kids some warmer clothes and are agitated as the kids are cold. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

13 You are a normal everyday person who has a place to stay and just needs to be registered, however 

have no transportation to get to your friend’s home. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

14 You are concerned about whether your family will be worried about you and you are concerned because 

you think you are insured but can not get a hold of your insurance company. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

15 You are mad at the police for being so forceful (you call them very rude!). You let everyone you come in 

contact with know this. You are being very impatient and are talking louder than you should be. You want 

to know who you can complain to abut the treatment you’ve encountered. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

16 You are a person who needs methadone everyday and need to get to a drug store for your daily dose.   

You are agitated, worried and embarrassed that you need to tell anyone about your methadone issue.  

You let the workers at the registration table know that you have medication needs. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

17 You are a person with Parkinson’s Disease and you do not like being out of your apartment.  You are 

quite concerned and are showing signs of distress (twitching, shaking). 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

18 You are a diabetic and have not eaten for a while and are getting very dizzy.  You know that you need to 

eat something right away or you may pass out so you tell the first worker you see of your needs. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

19 You just moved here from the China and don’t know anyone and speak very little English and are very 

concerned about what is going on.   

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

20 You just need to be registered. You are bored and wanting things to hurry. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

21 There are rumors around the Reception Centre that someone has died. You are upset as you think a 

friend of yours had died, but really don’t know.  You want to use a phone to try and get a hold of them.  

You listen to all the workers and follow what they say without hesitation, but are still anxious and show it. 

After Inquiring about your friend you are still very distraught. 

 

You do not live in the evacuated area and are simply here because the news media said this is where 

people were sent.  

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

22 You have the flu and feel queasy.  You are very tired and disoriented. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

Thanks for participating! 

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

 

 

 

23 

 

You hurt your arm, very badly just before you were evacuated. Your arm may be bruised or broken (your not sure).  

It is very black and blue near your elbow and a bit swollen (it seems a bone is poking out).  

 

You are in pain and very uncomfortable.  The police told you that an ambulance would be there to help you and one 

is not, so you are upset about this.   

 

You need a place to stay but your first priority is your arm.  If you have to go to the hospital you want to know what 

to do after being released from the hospital. You also do not have transportation as you were in too much pain to 

drive so your neighbor drove you.  You were also too distracted to get any clothes for yourself.  

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

24 You may not need a place to stay but you are not sure.  You need to make some phone calls to find out.  

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

25 In the commotion of evacuating you lost your eye glasses and are having problems with paper work at 

Registration.  You need your glasses that you left at home because you will not be able to drive without 

them (your husband drove but you will be sharing the vehicle).  

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

26 

 

You are very impressed by the work the volunteers are doing to help you and your neighbors and now you want to 

volunteer to help. You have no Emergency Social Service experience. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

 

27-A 

 

You are able to stay with friends but do not want to register.   You are concerned that a former spouse may be 

trying to locate you and you fear for your safety if he finds you.   

 

Ex Wife : Sherry Smith 

Ex Husband: John Smith 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

27-B Your ex -wife lived in the area being evacuated and has not been answering her cell phone.  You heard 

evacuees were being sent to this facility and came to locate her. 

 

Ex Husband: John Smith 

Ex Wife: Sherry Smith 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

28 

 

You don’t understand why you have to be at the Reception Centre.  You have insurance and you have a place to 

stay.  You want to know why you have to register and how long it will take. 

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

29 You do not live in the area but you want to volunteer in the Reception Centre.  You have no experience in 

Emergency Social Services but work as a waitress.  

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

30 You do not live in the area but you want to volunteer in the centre.  You work at the local hospital. 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

31 At the Reception Centre while you are being registered you let the workers know that you hope to stay at 

your sisters but you have a cat that is in the car and your sister is extremely allergic to cats.  You do not 

know what to do or where your cat or you can go.    

 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

32-A Need 2 characters: (children can be imaginary) 

 

You have been evacuated and have a place to stay and just need to register. 

 

Dad:   Jim Timms 

Kids:  Janet Timms 

            Bryce Timms 

Mom: Tammy Waters 

 

Please use your own address when being registered. 
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Emergency Social Services (ESS) Exercise 

Evacuee Scenario 
 

Welcome to our exercise and thank you for taking the time to participate as an evacuee.  This exercise is 

NOT a test for our ESS volunteers but rather an opportunity for our volunteers to practice the skills they have 

learned during training sessions. It is also an opportunity for us to introduce you to the services that are provided 

at a Reception Centre. There will be glitches and confusion in the operation today, so please be patient as you 

go through the process. 

Your role is to provide a level of realism to the exercise. Below you will find the general scenario for the 

event, which explains why the Reception Centre was set up. Also below, you will find the specific role that you 

are to play. 

Please note that this exercise is not designed to put stress on volunteers. Rather, the exercise is 

designed to allow our volunteers to work with the ESS processes and procedures that they have learned. 

Realism is a good thing, but please do not take this too literally. For example, if you are playing the role of an 

upset person, you do not need to yell and scream to get this point across. We want our volunteers to do some 

problem-solving and to learn new skills, but not be so “turned off” by the experience that they quit! 

As you go through the centre, feel free to ask volunteers for more information on the event…how long 

you could be evacuated for and any other questions that you think you would ask if you had really been 

evacuated from your home. 

When you are finished playing this scenario, please return to this area where we will give you another 

scenario if you would like to continue to help us by being “recycled” as an evacuee. We also ask that you sign 

out when you are finished and put your name in the draw for a wonderful door prize.  

 

Thanks for participating! 

 

General Scenario  

 

Individual Evacuee Scenario  

 

 

 

 

32-B 

 

Need 2 characters: (children can be imaginary) 

 

You do not live in the area of the evacuation, but your kids do, with their mom.  You want to know if they are okay. 

There is no security concern. 

 

Dad:   Jim Timms 

Kids:  Janet Timms 

            Bryce Timms 

Mom: Tammy Waters 

 

 

Please use your own address when being registered. 

 



 

 

Evaluators 

Section Five 
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5.1  ESS Organizational Chart 
 

Information Liaison

Safety

Meet & Greet

Registration

Referrals for Food, Clothing & Lodging

Inquiry

On-Site Goods Distribution

Primary Services

Child Care

Multicultural

Pet Care

Recreation

Transportation

Search & Reply

Specialized Services

First Aid

Emotional Support

Special Needs

Health Services

Operations

Situation

Documentation

Advance Planning

Demobilization

Recovery Transition

Planning

Resource Acquisition

Donated Goods

Shipping & Receiving

Supply

Volunteer/Staff Management

Food

Runner

Facility

Clerical

Security

Reception Centre Support

Communications

Computer Systems

Information Technology

Logistics

Cost

Time

Compensation & Claims

Procurement

Finance

Reception Centre Manager

ESS BCERMS
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5.2  Exercise Evaluation Criteria 
 

Goal and Objectives (Insert from previous table) 

 

1. 

2. 

3. 

4. 

5. 

 

The purpose of this exercise is to provide Emergency Social Services volunteers and staff the opportunity to 

activate and operate a Reception Centre and Group Lodging facility.  This exercise is NOT a test for the ESS 

volunteers but rather an opportunity for them to practice the skills they have learned during training 

sessions.  It is also to introduce the public to the services that ESS provides in a realistic environment.   

 

There may be some new members with little training and some with more experience.  We also may have 

members from the Provincial Mobile Support Team and other ESS teams from the region participating to 

help support and provide mentorship for our efforts.  There will be glitches and confusion in the operation 

of today so please have patience as they go through the process. 

 

To follow is some general evaluation criteria as well as some specific criteria for each individual section.  

Pick from the following: 

 

General Evaluation Criteria 

 Teamwork 

 Leadership 

 Collaborative Decision making 

 Use of Checklists of Procedures 

 Establishing and maintaining Priorities 

 Communications, Internal and External Agencies – Outside Agency Support 

 Information Exchange, Displays and Documentation 

 Briefings, Debriefing – Both ESS Management team and Section Chiefs 

 Resource Management – requests, Procurement, tracking 

 Volunteer ID (Vest, Hats, ID) 

 Use of chain of command (BCERMS) 

 Sufficient personnel for each unit as necessary. 
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Management Team 

 Are they knowledgeable about their responsibilities? 

 Are clear lines of authority established? 

 Is an organizational chart posted with names filled into the positions? 

 Is strong leadership demonstrated? 

 Are Management Team briefings being held at appropriate times and are they  

effective, brief and outcomes well documented? 

 Are discussion and decisions investigated for potential risk to the community? 

 Is worker care considered and monitored? 

 Is information being issued to the public? 

 Is information also being shared with personnel? 

 Have external agencies which need to be contacted been identified and communicated? 

 Is the Reception Centre providing reports and information to the EOC? 

 

Operations 

 Are appropriate Branches established? 

 Does staff appear knowledgeable as to their role and responsibilities? 

 Was the right agency/person chosen to act as Operations Chief? 

 Are there enough staff, including clerical support? 

 Is Operations staff supporting site or micro managing site activities? 

 Is Operations staff sharing incoming information with the other units in a timely manner? 

 Are operational units forwarding relevant information to the Operations Section Chief? 

 Is the Operation Section Chief keeping Planning informed on the status of the event and are they 

delegating long term planning issues to the Planning function to prepare?  

 Is the Operation Section Chief briefing Operations units on the outcome of Mgmt Team briefings? 

 Is the Operations Section Chief elevating certain decisions (e.g. evacuation, expensive resources) to 

the Reception Centre Manager for approval? 

 

Planning 

 Are the appropriate agencies/staff represented in the Planning unit? 

 Do personnel appear knowledgeable as to their role and responsibilities? 

 Was the right agency/person chosen to act as Planning chief? 

 Are there enough personnel including clerical support? 
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 Are staff obtaining necessary information from the Operations function—was a situation Unit Staff 

member assigned to work with Operations? 

 Are they analyzing all information received and prioritizing it? 

 Did they establish operational periods and preparing an Action Plan for each operational period and 

presenting Management team briefings for discussion/approval? 

 Are they collecting and maintaining all completed documentation keeping records by date and by 

type of information? 

 Did they prepare an Advanced Plan, anticipating what may happen in 6 hours, 18 hours, 24 hours 

and so on? 

 Are they tracking resource status and anticipating long-term resource needs? 

 Are they displaying relevant and approved information for everyone to see (e.g. damage structure; 

transportation routes closed; evacuation zones; utility outages; health care stats etc? 

 Are they summarizing information into situation reports—at least one every 12 hours? 

 Once life safety issues are handled are they anticipating restoration priorities? 

 Are they anticipating short and long term recovery issues as appropriate to do so? 

 

Logistics 

 Are the appropriate Logistics Units Established? 

 Does staff appear knowledgeable as to their role and responsibilities? 

 Does the operational capability of the Reception centre match the needs of the emergency event 

(e.g. enough telephones, radios, staff workspaces, computers, fax machines, copiers) 

 Are they consulting with unit Chiefs and the Reception centre to determine operational needs and 

staffing needs? 

 Are they anticipating resource needs to meet the needs of the emergency event 

 Are they pro-actively alerting emergency contact and suppliers of the emergency event and putting 

them on standby 

 Are they providing support to the other units? 

 Did they ensure that all personnel have signed in? 

 Did they post security at all the entrances/exits?  

 Are they maintaining an organization chart filling in names of staff completing each function? 

 Are they tracking resources obtained by Logistics? 

 Are they maintaining records on all borrowed equipment and supplies? 
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Criteria Observations                                              Recommendations for Change 

Teamwork 

    

Leadership 

    

Decision Making 

    

Use of Checklist/Procedures 

    

Maintain Priorities 

    

Display Information & 

Documentation 

    

Resource Management 

    

5.3 Evaluator’s Evaluation Form 

Evaluator’s Name:___________________________________________________________ 

Area/function being evaluated: ________________________________________________ 



 
Exercise Design 

Evaluator 

 

November 2010 E483 5.6 

 

Criteria Observations                                              Recommendations for Change 

Chain of Command (BCERMS)   

Staffing   

Communications/Information 

Exchange 
  

Identification (Lanyard, Vest)   

Set Up   
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Date 

 

Dear (insert name)        

 

Thank you for agreeing to serve as a evaluator in the (name of exercise) Exercise.  

  

You have been invited because of your previously demonstrated knowledge and abilities and we are excited 

that you are part of our exercise personnel team. 

 

The day’s events will commence with an exercise personnel briefing at ______ hrs in the (location) located 

at (address) in (town).  This meeting will serve as a briefing for the evaluators.  You will receive further 

documentation on arrival. 

 

The exercise will begin at ______ hrs and will run until _____ hrs.  Once the exercise is complete, all 

participants including the evacuees will participate in a debriefing session as well as formal evaluation 

process.  I think it would be valuable to meet briefly before the evaluation process to ensure that you have 

all the information necessary to complete your evaluations. 

 

If you have any questions or concerns, please do not hesitate to contact me at (phone number). 

 

 

 

 

ESS Volunteer Coordinator 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.4  Sample Evaluator’s Invite 



 

Signs 

Section 

Six 
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Evacuee 

Briefing 

Area  
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Evacuee     

Briefing Area 
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Evacuee  
Briefing Area  
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Register  

& Sign 

Out Here 
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 Exercise  
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Exercise  
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Volunteer  

 Prize Draw  
One Emergency Pack 

Two Tickets to the Ballet BC’s Rodeo 

Ten Faresaver Skytrain, SeaBus, Bus Tickets 

 
 

   

 



 

Exercise Design 

Signs  

 

November 2010                                                                                                E498                                                                                                                                   6.8              

 

 
 

Evacuee  

Prize Draw 
   

Emergency Pack 

One Month Fitness Pass at the  

Leisure Centre 



 
Supplies  

Section Seven 
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7.1  Supplies 
 

Exercise Supply Template 
 

How 

Many 
Supply To Whom Packed 
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Exercise Supply List 

 

Amt  Supplies Whom Checked 

 Camera Photographer   

 Cell Phone ESS Volunteers   

 Chart - Flip Chart Paper Volunteer Mgmt   

 Chart - Organizational  Volunteer Mgmt   

 Clipboards Evaluator Super   

 Clock - 24 hour One per Super, SC   

 Computer Section Chiefs  

 Display booth & educational material Evacuee Coordinator   

 Duct Tape ESS Volunteers  

 Food - Coffee, Tea, Sugar, Cream ESS Volunteers   

 Food - Lunch ESS Volunteers   

 Food - Water (volunteers) ESS Volunteers   

 Form - Animal Intake Pet Services   

 Form - ESS Info  ESS Volunteers   

 Form - Evacuee evaluation Evacuee Coordinator   

 Form - Evacuee Input Evacuee Coordinator   

 Form - Evaluator evaluation Evaluator Super   

 Form - Exercise Schedule ESS Volunteers   

 Form - Floor plan Evaluator Super   

 Form - Letter for volunteer participation Evacuee Coord   

 Form - Photo waivers ESS Volunteers/Evacuees   

 Form - Radio Message ESS Volunteers   

 Form - Registration & Referral Sample Registration & Referrals   

 Form - Scenario Inputs Controller   

 Form - Scenarios ESS Volunteers   

 Form - Signs Controller   

 Form - Task Registration Volunteer Mgmt   

 Form - Thank you cards Volunteer Mgmt   

 Form - Volunteer registration  Volunteer Mgmt   

 Identification - Name tags & lanyards Volunteer Mgmt   

 Identification - T Shirts/Vests 

ESS Volunteers/Section 

Chiefs   

 Maps  Section Chiefs   

 Photocopier Section Chiefs  

 Prize boxes 
Volunteer Mgmt/Evacuee 

Coordinator   
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Amt Supplies Whom Checked 

 Prizes Controller/ESSD   

 Projector Section Chiefs   

 Props Evacuee Coordinator   

 Radio and chargers Mgmt, Supervisor   

 Reception Centre Kits Reception Centre Manager  

 Resource - List of Hotels Resource Acquisition   

 Resource - Map Book Logistics   

 Room layout Section Chiefs  

 Signage ESS Volunteers    

 Stationary - Kit ESS Volunteers   

 Stationary - Pens, Pencil and Paper ESS Volunteers   

 String ESS Volunteers  

 Table & Chairs Food Supervisor   

 Telephone Books Section Chiefs  

 TV/DVD/VCR Logistics   

 Watch ESS Volunteers   

 Other   

 

 

 

 

 

 
 

 



 

 

Appendices 

Section 

Ten 
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10.1 Common Acronyms 
 

BCERMS  BC Emergency Response Management System  

CBRN Chemical, Biological, Radiological, Nuclear 

CCG  Central Coordination Group  

CCRU Community Crisis Response Units 

CDCC Canadian Disaster Child Care 

CRCS Canadian Red Cross Society 

CRIB  Central Registry and Inquiry Bureau  

DFA  Disaster Financial Assistance  

DND  Department of National Defense  

DOC  Department Operations Centre  

ECC  Emergency Coordination Centre  

EHS  Emergency Health Services  

EOC  Emergency Operations Centre 

EPC  Emergency Program Coordinator 

ESB ESS Staffing Bureau 

ESSA  Emergency Social Services Association  

ESSD  Emergency Social Services Director  

FR Family Reunification 

ICS  Incident Command System  

IEPC  Inter-Agency Emergency Preparedness Council 

JEPP Joint Emergency Preparedness Program 

JIBC Justice Institute of BC 

KISS Keep It Simple Silly 

MCFD  Ministry for Children and Family Development  

MDS  Mennonite Disaster Service  

MGMT Management 

MST  Mobile Support Team  
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MOC  
Ministry Operation Centre  

 

NGO  
Non-Government Organization 

 

NESS 
National Emergency Stockpile System 

 

OC  
Operations Centre  

 

PAD  
Priority Access Dialing  

(Emergency Phone Line Priority System) 

 PDA  
Personal Disaster Assistance  

(now referred to as Level One ESS)  

 PECC  Provincial Emergency Coordination Centre  

PEP  Provincial Emergency Program  

PIO  Public Information Officer  

PHAC  Public Health Agency of Canada  

PREOC  Provincial Regional Emergency Operation Centre  

PSEPC Public Safety and Emergency Preparedness Canada 

RC  Reception Centre  

R & I  Registration and Inquiry  

RESSRC Regional Emergency Social Services/Recovery Coordinator  

RUS Referrals Unit Supervisor  

SAR Search and Rescue 

SARS Severe Acute Respiratory Syndrome 

SJA  St. John Ambulance  

TPARC  Telephone Pioneers Amateur Radio Club  

TSA  The Salvation Army  
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10.3 Photograph Release Samples 
Sample 1 

 

Photographic Release 

Version dated:  

I hereby grant and convey to [municipality] all right, title, and interest in any and all photographic 

images and video or audio recordings made by [municipality] during the course of my volunteer 

activities with [municipality] and used for publicity purposes. 

This release also includes minors under my control. 

 

Dated:  ________________________________________________ 

 

Sign Name:  ________________________________________________ 

 

Print name: ________________________________________________ 

 

Address: ________________________________________________ 
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Sample 2 
 

 

 

 

 

I hereby irrevocably consent to and authorize The City of Abbotsford [the City], its agents or assignees, and 

West Jet Airlines the irrevocable and unrestricted right to use and publish images and audio of myself [“the 

Images”] for editorial, trade, advertising, promotion or any other lawful purpose in any manner or medium, and 

to alter the same without restriction and without the payment of any compensation. Further, in favour of the 

City, I do hereby: 

 

(1) waive any right to notice or approval of any use of the Images; 

 

(2) release the City and its agents or assigns from all claims and liabilities relating to the Images of myself 

or by virtue of alteration, processing or use in composite form; 

 

(3) release all intellectual property rights, including copyright, which I have in or to the Images; and 

 

(4) assign to the City all moral rights, which I have in or to the Images. 

 

I hereby represent that I am over 18 years of age and the right to contract in my own name, and state that I 

have read this document prior to signing same and that I fully understand its contents. 

 

DATE:    PRINT NAME IN FULL:   

 

  ADDRESS:   

 

    

 

  SIGNATURE:   

 

Signed in the presence of:  WITNESS:   

For Participants under the age of 18 

 

PRINT NAME OF MINOR IN FULL:     

 

This is to certify that I/we as parent(s)/guardian(s) with legal responsibility for this participant, do consent and 

agree not only to his/her release, but also for myself/ourselves, and my/our heirs, assigns and next of kin to 

the Release and Assignment, as stated above, regarding my/our child’s involvement in the taking and use of 

the Images as stated above. 

 

PARENT/GUARDIAN’S SIGNATURE:     

 

RELATIONSHIP TO PARTICIPANT:      DATE: _____________ 

 

Return completed forms to  

Abbotsford Fire Rescue Service Fire Hall #1 

32270 George Ferguson Way 

or Fax to 604-853-7941 

 

Release and Assignment 
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Sample 3 

 

 
Information Release and Authorization Form 

 

Thank you for helping the Canadian Red Cross by authorizing the Society to publish your/ your child’s 

involvement with the Society. Your help is greatly appreciated and will allow more people to find out about 

the great work this organization is doing. 

  

If you are 18 or over, please fill out below: 

 

I, (please print your name)  _______________________________ give the Canadian Red Cross Society and 

its employees, officers, agents, and volunteers the right and permission to publish my name, photograph 

and any other relevant information as the case may be and publish these materials internally or externally 

in accordance with this organization’s mission. I waive any rights to inspect or approve the finished 

published materials and/or photograph or advertising copy or printed matter or computer generated 

scanned text and/or image. 

 

 

Date: 

 

Witness’ Name (Printed) 

 

Your Signature: 

 

Witness’ Signature: 

 

Your Address: 

 

Witness’ Address: 

 

Your Phone Number: 

 

Witness’ Phone Number:  

 

If you are a parent/guardian signing for your child, please fill out below: 

 

I certify I am the parent/ or guardian of (print child’s name clearly) ____________________________, 

a child under the age of 18. I consent to the publication of his/her name, photograph and any other 

relevant information as the case may be and as listed in the above release. 

 

 

Parent/ Guardian’s name (printed): 

 

Parent/Guardian’s signature: 

 

Address: 

 

Phone Number: 

 

The Mission of the Canadian Red Cross is to improve the lives of vulnerable people  

by mobilizing the power of humanity 

 
 


