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I. Purpose 
 

To effectively plan and control the process for implementing EOTA exercise training activities, assuring that review and verification 
are appropriate at each stage, and to identify the responsibilities and authorities for exercise training activities.   

 
II. Scope and Applicability 

This document covers exercise training activity processes from the end of the exercise development to the implementation phase. 
This applies to EOTA employees who require/participate in exercise implementation and/or maintenance. 
 

III. Responsibility 
 

Program Manager/Designee (PM1) – Responsible for ensuring the completion of applicable project evaluation and project transfer 
to subsequent product related processes. 
 
Project Manager/Designee (PM2) – Responsible for initiating, communicating, and managing course implementation activities and 
overseeing the execution of the Exercise Implementation Process including ongoing documentation maintenance.   

 
Project Lead (PL) (Training Specialist (TS)/Instructional Systems Designer (ISD) member) – Responsible for execution of the 
Exercise Implementation Process. 
 
Quality Assurance Manager (QAM) – Responsible for assuring that exercise implementation meets all applicable EOTA quality 
standards. 
 
Subject Matter Expert (SME) – Acts as a consultant/technical expert to ensure relevance, technical accuracy, and currency of 
exercise content and to ensure the scope of material covered is appropriate for the target audience. 
 

IV Definitions 
 
Target Audience – The group of potential students who will learn and apply the information gained from participating in the 
exercise. 
 
Debriefs - Immediately following the end of each exercise (EndEx), controllers/evaluators provide feedback on participant/team 
performance 
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HotWash - Provides immediate verbal feedback regarding participant/controller/evaluator performance and satisfaction. This 
feedback is used, in part, to ascertain the level of satisfaction with the exercise, identify issues or concerns, and propose areas for 
improvement. 

 
Exercise Package – Collective package of all design documentation, exercise content, graphics, and associated materials required 
for exercise development. 
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V. Process 
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Exercise Course Required 
NOTE: This process may be used in conjunction with ISDP-012, ILT Course Implementation Process. 

 
1.0 Select Exercise Date 

Upon receipt of the approved Exercise Package, the Project Lead (PL) along with the Subject Matter Expert (SME), Project Manager 
(PM2), Program Manager (PM1) and Federal Management Team (FMT) will determine the date for Exercise course.   
 

2.0 Draft Course Announcement (ISDF-014)  
The PL and SME will develop the ISDF-014, Course Announcement, in accordance with the direction on the form.   

 
3.0 PM2 Review/Approve Course Announcement 

The PL will route the Course Announcement to PM2 for approval, and revise, as required.   
3.1  If the Course Announcement is approved, the PM2 will proceed to Step 4.0. 
3.2    If the Course Announcement is not approved, the PL will return to Step 2.0. 

        
4.0 FMT Review/Approve Course Announcement  

The PM2 will route the Course Announcement to the FMT for approval, and revise as required.  
4.1        If the Course Announcement is approved, the FMT will proceed to Step 5.0. 
4.2        If the Course Announcement is not approved, the PL will return to Step 2.0. 

 
5.0 DOE/NNSA CAST Approval/Release (ISDF-014) 

The FMT will route the DOE/NNSA Cast for approval/release of the course announcement and will coordinate revisions as needed. 
5.1 If the Course Announcement is approved the PL will proceed to Step 6.0 
5.2 If the Course Announcement is not approved, the FMT will return to 5.0 

 
6.0 Set Up Exercise   

Upon Verification that the Course Announcement was released to target community, the PL, and PM2, will prepare to setup the 
venue for the exercise.  There may be more than one area to setup such as the Simulation Cells (SimCells) and Incident Command 
post. The appropriate exercise planning team members arrange and begin event setup as many days prior to the event as necessary, 
depending on the scope of the simulated environment. Setup might entail arranging briefing rooms and testing A/V equipment, 
placing props and effects, marking the appropriate areas and their perimeters, and checking for potential safety issues. It is 
recommended that a schedule be developed for use during this phase of exercise preparation. 
 
On the day of the exercise, all exercise planning team members should arrive several hours before the beginning of the exercise 
(StartEx) to handle any remaining logistical or administrative items. 
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7.0 Controller and Evaluator (C/E) Briefing 
C/E briefing/training is conducted prior to the operations-based exercise. An agenda will be developed to guide the briefing/training. 
This might include: scenario overview, review of MSELs and injects, exercise venues, schedule of events, control concept, controller 
and evaluator responsibilities. 
 
Evaluators are provided detailed instructions on evaluation methodologies and documentation. 
 

8.0 General Briefings 
Held prior to an exercise, briefings educate participants about their roles and responsibilities. By scheduling separate briefings for 
controllers and evaluators, actors, and on-site and off-site players, exercise planning team members can provide information 
pertinent to the individual support group. If the exercise planning team has enough members, many of these briefings may be 
scheduled simultaneously to prevent delay of StartEx. 
 

9.0 Start Exercise 
The designated Senior Controller is responsible for announcing StartEx. No exercise activities should commence prior to this 
announcement. Play continues in the exercise environment as controlled by the exercise staff.  
The Field Exercise area is limited to the control or command centers (e.g., EOCs, command posts) and their on-site staff. All other 
activity and deployment of resources outside of these locations is notional and is simulated by SimCell control staff. All exercise 
communications going in and out of these exercise locations must either originate or terminate at the SimCell. This is done to ensure 
that no accidental deployment of resources occurs. To accomplish this, players, controllers, and evaluators should be supplied with 
an exercise directory that provides contact information for each of the simulated entities, which will be portrayed by simulators in the 
SimCell.  
In order to prevent accidental deployments, all exercise communications must be easily identifiable as such. This can be 
accomplished by displaying the phrase “for exercise use only” prominently on all typed or printed communications (e.g., fax, e-
mail), and by beginning each verbal communication by stating, “This is an exercise.” 
 

10.0 Hot Wash/Debrief 
Immediately following the exercise, a controller in each exercise venue leads a hot wash and allows players, controllers and 
evaluators to provide immediate feedback. The hot wash is an opportunity to ascertain the level of satisfaction with the exercise, 
identify issues or concerns, and propose areas for improvement.  A scribe should capture comments pertinent to exercise 
modifications. 

 
11.0 Completed Student Survey 

Participants complete and submit their ISDF-008, ILT Student Feedback Survey following the hot wash. Information from ILT 
Student Feedback Survey is used to help generate the After Action Report (AAR). 
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12.0 Controller Evaluator Debrief 
An optional C/E debrief provides a forum for controllers and evaluators to review the exercise. The exercise planning team leader 
facilitates this debrief, which provides each controller and evaluator an opportunity to provide an overview of their observations and 
to discuss exercise strengths and areas for improvement. If accomplished, debrief results are captured for inclusion in the AAR. 
 
Proceed to Evaluation Phase 
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