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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
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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

November 2010

1.7

Exercise Design
Introduction

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
Duration





2 weeks (a couple of 2 hour meetings)
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
Duration

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





1 month (4 – 5 planning sessions)
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
Duration

3 – 6 months
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
Duration




6 months
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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Type of Exercise
Functional

Full Scale

Perform Hazard, Risk and Vulnerability Analysis
Determine Exercise Timeline
Send out Invitation to Media and Advertisements
Design Room Layout
Develop Reception Centre Organizational Chart

X

X

X
X

X
X

X

X

X

X
X
X
X
X

Drill

RECOMMENDED ACTION ITEMS:

Tabletop

Orientation

1.4 ESS Exercise Matrix Template

X

Develop Pre-Exercise Information
Volunteers/Participants/Evacuees

X

X

Develop Permission Letters for Minors
Develop Evacuee Scenarios
Develop Exercise Evaluation Criteria
Develop Exercise Directional Signs
Develop Exercise Supply List
Develop Name Tags/No Photos/Evacuee Labels

X
X

X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X

X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X

X
X
X

X
X
X

Develop Photograph Release Form
Develop Name/No Photos/Evacuee Labels
Develop Budget
Establish Objectives (Section 1.1)
Determine Who to Involve (Section 1.2)
Choose Exercise Action Items (1.3)
Insert To do Items (14)
Choose Your Sample Scenario (1.5)
Choose Your Exercise Inputs (1.6)
Insert Exercise Inputs into Input Template (1.7)
Select Items from Action List and Personnel (1.8)
Insert Action Items and Personnel into Exercise Operational Time
Schedule
(1.9)
Create News
Release (1.13)

X

X

X

X
X
X

X
X
X

X
X

X

X
X

Request Prizes and Donations (1.14)
Sent out Invitations to Volunteers/Participants/Observers/VIP's
(1.10
- 1.12)
Prepare
Thank You Letters (1.15)
Prepare Certificates/Letters of Participation (3.7)
Conduct Exercise
Develop Evaluation Forms for Feedback from Volunteers (4.3)
Develop Evaluation Forms for Evacuees
Develop Evaluation Forms for Evaluators
Develop Debrief Forms (3.6)
Send Thank You Letters (1.16)
Send Certificates of Participation
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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

Step1
CONSEQUENCE

DETAIL

AVALANCHE

Step 2
LIKELIHOOD
(Help Tip)

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

Very Low

Very Rare Event

EARTHQUAKE
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

Very Low

Very Rare Event

Very Low

Very Rare Event

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

Very Low

Very Rare Event

OTHER

Very Low

Very Rare Event

OTHER

Very Low

Very Rare Event

SEVERE WEATHER

Wind, tornado,
lightening, rain, hail,
fog, ice, snow, cold heat
wave, drought

STORM SURGE
TERRORISM

VOLCANO ERUPTIONS

November 2010
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Sample Consequence Analysis

CRITICAL FACILITY FAILURE
Organization:
Document completed by:
VULNERABILITY &
CAPABILITY ISSUES

Date:
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

POTENTIAL EXTENT OF DEATHS

ASSESSMENT
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:

Very Low

Frequency

Low

High

Very High

6

Frequent or very
likely

5

Moderate or
likely
(Risk Index: 12)
EPIDEMIC HUMAN, FLOOD

4

Occasional
slight chance

Unlikely
improbable

(Risk Index: 6)
SEVERE WEATHER

3

Highly unlikely
(rare event

2

1

OTHER HAZARDS?

(Risk Index:2)
DANGEROUS
GOODS SPILL,
FIRE-INDUSTRIAL,
FIRE-INTERFACE &
WILDFIRE

(Risk Index: 3)
EARTHQUAKE

1

2

3

PRIORITY
1
2
3
4

November 2010

Very rare event

4

HAZARD & RISK INDEX
(Risk Index: 12)
EPIDEMIC – HUMAN, FLOOD
(Risk Index: 6)
SEVERE WEATHER
(Risk Index: 3)
EARTHQUAKE
(Risk Index: 2)
DANGEROUS GOODS SPILL,
FIRE – INDUSTRIAL
FIRE – INTERFACE & WILDFIRE
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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 …..”
1.
2.
3.
4.
5.

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.
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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.
November 2010
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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

Reception Centre Manager
Information

Liaison

Safety
Operations

Planning

Primary Services
Meet & Greet
Registration
Referrals for Food, Clothing & Lodging

Inquiry

Logistics

Situation

Finance

Supply

Documentation

Resource Acquisition

Advance Planning
Demobilization

Donated Goods
Shipping & Receiving

Recovery Transition

On-Site Goods Distribution

Cost
Time
Compensation & Claims
Procurement

Volunteer/Staff Management
Reception Centre Support

Specialized Services

Food

Child Care

Runner

Multicultural

Facility

Pet Care

Clerical

Recreation

Security

Transportation

Information Technology

Search & Reply

Communications

Health Services

Computer Systems

First Aid
Emotional Support

ESS BCERMS

Special Needs
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2.3 Exercise Personnel
Reception Centre
Manager

Management

Position

Operations

Planning

Logistics

Finance

Name of Participant

Reception Centre Manager

Exercise

Reports To:
ESSD
Reception Centre
Manager
Reception Centre
Manager
Reception Centre
Manager
Reception Centre
Manager

Information Officer
Liaison Officer
Safety Officer
OPERATIONS SECTION
CHIEF
PRIMARY SERVICES
BRANCH COORDINATOR
Meet & Greet Unit
Supervisor

Operations Section Chief
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
Primary Services Branch
Coordinator
Primary Services Branch
Coordinator

Inquiry Unit
On-Site Goods Unit
SPECIALIZED SERVICES
BRANCH COORDINATOR

Operations Section Chief
Specialized Service
Branch Coordinator
Specialized Services
Branch Coordinator
Specialized Services
Branch Coordinator
Specialized Service
Branch Coordinator
Specialized Service
Branch Coordinator
Specialized Service
Branch Coordinator
Specialized Service
Branch Coordinator

Child Care Supervisor
Child Care Unit Worker
Multicultural Unit
Pets Unit Supervisor
Recreation Unit Supervisor
Transportation Unit
Supervisor
S&R Unit
HEALTH SERVICES BRANCH
COORDINATOR
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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
Health Services Branch
Coordinator
Reception Centre
Manager

Special Needs Unit
PLANNING SECTION CHIEF
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
Supply Branch
Coordinator
Supply Branch
Coordinator

Donated Goods Unit
Shipping & Receiving Unit
VOLUNTEER STAFF
MANAGEMENT BRANCH
RECEPTION CENTRE
SUPPORT BRANCH

Logistics Section Chief
Logistics Section Chief
RC Support Branch
Coordinator
RC Support Branch
Coordinator
RC Support Branch
Coordinator
RC Support Branch
Coordinator
RC Support Branch
Coordinator

Food Unit Supervisor
Runner Unit Supervisor
Facilities Unit Supervisor
Clerical Unit Supervisor
Security Unit Supervisor
Security Unit Worker

Security Unit Supervisor

INFORMATION TECHNOLOGY
BRANCH COORDINATOR
Communications Unit
Supervisor
Computer Systems Unit
Supervisor

November 2010

Logistics Section Chief
Information Technology
Branch Coordinator
Information Technology
Branch Coordinator

Form E405

2.7

Exercise Design
Exercise Design

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
Contact outside agencies such as Salvation
Army, St John Ambulance, SPCA,
Multicultural
Determine date, time and location of
exercise
Develop budget and or apply for grant
funding

Invite people to be mentors
Identify participants
Book facility
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
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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:
From:

Mayor and Council
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
November 2010
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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.
excellent learning experience. Thank you for whatever assistance you can provide in raising corporate
awareness regarding the import
response plan.

Yours truly,
Name
November 2010

Form E420

2.26

