Earthquake Table Top Exercise for Business
	Explanation of the Table Top Exercise

A Table Top exercise is a group discussion guided by a simulated disaster. Emphasis will be placed upon a low stress, yet thorough, group problem solving process. The scenario will be discussed on another page. 

All participants will fill their normal day-to-day roles as if they were at their own workplace. A few of the participants may need to role play certain key positions. There will be an attempt to define everyone's roles and responsibilities as if it were a real disaster. 

Do not offer solutions that are too easy, unless the reality of the situation would warrant an easy solution. Most questions asked will be answered by the facilitator as: 

· "How does that action affect you?" 

· "Would you be affected by that decision?" 

· "Can you see a different approach to that problem that you might be able to help with?" 

· "Do we really want to do that?" 

The facilitator's job is to help you come up with the solutions. 

Also, if problem statements are brought up prematurely by the participants, work through that problem at that time. Always try to "seize the moment" and discuss any subject the group brings up. The flexibility of the group "brainstorming/problem solving" is always better if left somewhat alone. The facilitator does not have the final say in any matter. 

It is important to remember one thing: if only one issue is solved, then the exercise is a success. The goal is quality, not quantity. 

Not all of the questions in each of the problem statements will be addressed. They are only an indication of the concepts that we will be discussing. The agenda will not be rigid and will not necessarily follow the outline, but will reflect more of the conversation and discussion generated by the group. 




Incident Command System
	For this exercise the Incident Command System will be utilized. There will be a command staff and a general staff. Supporting teams under the general command structure will be implemented as advisable.

Remember:  The only people who can talk to the Incident Commander are:
PIO


Liaison Officer

Safety Officer

Operations Chief
Logistics Chief

Planning Chief 

Finance and Administration Chief

Support personnel under the general command staff will report to their respective chief and he/she will take the information and or questions to the Incident Commander.




Objectives for the Table Top
	· Participants will define what their roles and responsibilities are. 

· Participants will demonstrate the ability to set priorities and identify major tasks, functions, and operations in response to a disaster. 

· Participants will identify and organize procedures for evacuation of the organization’s population. 

· Participants will identify critical information and recording methods to document costs and what happened during the response. 

· Participants will identify any problems with the communications system currently in place. 




Scenario

	It is approximately 9:30 am on beautiful fall day in November. Senior level staff just sat down in the conference room to discuss issues within the organization. Others have settled into their daily routines. Suddenly, severe ground shaking takes place for approximately 30-45 seconds. As everyone drops under their desk or table, the light fixture and false ceilings collapse in several of the rooms. Books fall from bookcases, and you can hear glass breaking.  You can hear some crying. As the shaking stops, you find some employees hurt; some with minor injuries, others severely. The conference room door is jammed, but everyone inside appears okay.  

The temperature outside is 50 degrees; it is sunny. The wind is from the west at 15 miles per hour.




Problem Statements

	1. The following rooms cannot exit through their room doors - the doors are jammed shut: Executive Conference Room, Copier Room A, and the Women’s Eastside Restroom (put in your own room numbers/names).
2. After evacuating, the following Floor Leaders discover that they are missing employees: 

· _________________2 employees 

· _________________1 employee (last seen in the break-room) 

· _________________2 employees (last seen in their cubicle) 

(Use the names of your staff in the blanks)

3. It has been discovered that ______________ Building A has evacuated, but where is Dody? 

4. None of the janitorial staff are outside. Do they know where to evacuate to, or are they missing? 

5. __________________ announces that she is going home to check on her baby. 

6. The roads are impassible. Are we going to release the employees, or do we find a shelter? Do we accept responsibility for the employees? 

7. Do we have enough food and water to care for the employees?

8. Do we have medical and other supplies to staff for overnight?

9. Should we evacuate or not?  What if some rooms still can not evacuate?




Questions to Drive Discussion

	These questions are used to drive the discussion. Do not ask the questions, unless the discussion has stagnated. They are questions to make the employees think about different issues involved with evacuating an entire organization’s staff. If you think of other questions, please feel free to use them. 

· Did everyone remember to drop, cover, and hold? 

· What did the management say to the employees to calm them? 

· How do we know who has been evacuated or not? Did we take rolls with us, or did we try to do this from memory? 

· When we found that some staff missing, how did we find them? How did we get them out? Are there crowbars or something else in the rooms that can be used to help open doors that are jammed shut? 

· Did we set up a First Aid station to treat injuries? Who will be in charge? Who will help? Where do we get the supplies from? 

· What did we do to quiet and calm the employees once we got them outside? 
· Who called Headquarters? Who called the fire and police departments? 

· Did everyone remember to meet in their designated area and at least 500 feet away from the building? Did they remember to evacuate walking as far away from the building as possible? 

· How did staff contact their loved ones? Do we have a phone tree in place? Do we have an alternate method of contacting family members, other sites, suppliers and vendors? Who calls the radio and TV stations to disseminate the information? 

· How did the release of employees go? Did we have traffic jams? 

· Did you miss more than a couple of hours of work? 
· Where is your secondary site? If the weather is bad, where will you take your employees to get them out of the elements? 

· Do you have food, water, and other supplies on hand to take care of the 10% of your organization’s population that are required to stay or do not have alternate transportation available?




Debrief the Exercise

	It is important to understand this is an exercise and you should find things that need to be improved and changed.  Be sensitive to staff during the debrief - remember if you aren’t nice they won’t play with you anymore.  Find critical things that will change the way you do business and you have had a great success.  If you make one change or clarify one issue you have accomplished your purpose.  Finally, remember there is no perfect response or exercise because this isn’t a perfect world and we aren’t perfect people.  Good luck!




