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Sample Tabletop Exercise Scope, Objectives, and Next Steps 

The draft scope and objectives noted below are based on discussion at the March 23, 2017 Emergency 
Preparedness Seminar. PCEPN has edited the draft objectives created during the group discussion, and added 
additional objectives to ensure that there are at least 2 example objectives for each focus area of the draft 
scope. PCEPN members should utilize this information to plan a tabletop exercise for their facility to meet the 
training and testing requirements of the Centers for Medicare and Medicaid Services (CMS) Emergency 
Preparedness (EP) Rule. Members should contact PCEPN with any questions about this document, or for 
technical assistance with running a tabletop exercise for their organization. 

Draft Scope 

Modify this scope to reflect your organization’s exercise priorities. Add or remove focus areas to be tested, as 
desired. 

This tabletop exercise will test the ability of ABC Health Center’s staff to implement key aspects of its 
emergency operations plan to treat “walking wounded” patients after a mass casualty incident. Discussions 
will focus on:  

1. Activation and notification procedures;  
2. Communications with health center staff and/or partner sites;  
3. Communications with patients;  
4. Communications with local emergency management authorities; and 
5. Emergency supply management and acquisition. 

Draft Objectives 

Use/modify these draft objectives, as needed. Each focus area should have at least one related objective to be 
tested during the tabletop exercise. Highlighted text indicates where the objective must be customized to 
reflect an individual organization’s plans. 

Focus Area 1 (Note: each of these objectives may be broken into 2 parts.) 

• Determine if code [color] may be activated within [x] minutes of first emergency patient arrival, 
and staff report to their assigned stations within [x] minutes of notification.  

• Determine if Incident Command Structure (ICS) can be activated, and deployment of command 
staff to the Emergency Operations Center (EOC) completed within [x] minutes of notification.  

Focus Area 2 
• Verify communication procedures with partner sites to evaluate bed availability within [time period] of 

first emergency patient arrival. 
• Evaluate the effectiveness of primary and back-up call-down systems to notify all off-duty staff of 

emergency situation within [x] minutes of first emergency patient arrival.  
• Determine the effectiveness of primary and back-up call-down systems to confirm off-duty staff 

availability for emergency response within [x] minutes of first emergency patient arrival.  

Focus Area 3 
• Determine if all patients with appointments for later in the day may be contacted to reschedule 

within [XX minutes/hours] of first emergency patient arrival. 

Practical Session Notes 
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• Evaluate the effectiveness of patient contact protocols to notify all patients with confirmed 
appointments for that day no later than [time period] from when they are scheduled to arrive to 
instruct them to reschedule their appointments. 

Focus Area 4 
• Confirm that [police/EMS] are notified within [x] minutes of first emergency patient arrival. 
• Assess protocols for notification of emergency authorities to identify planning gaps. 

Focus Area 5 
• Confirm that emergency supplies stored on site may be accessed within [x] minutes of arrival of first 

emergency patient. 
• Evaluate emergency supply management protocols to identify planning gaps.  
• Assess the ability to determine emergency supply needs and notify partners and/or vendors of those 

immediate needs within [x] minutes of first patient arrival. 
• Evaluate post-emergency supply management and acquisition protocols to ensure replenishment of 

critical supplies within [x] day(s) of event. 

Immediate Next Step: Conduct an Initial Planning Conference 

Follow these immediate next steps to develop your organization’s tabletop exercise beyond draft scope and 
objectives. 

□ Make sure Executive staff is on board. 
– Leadership buy-in is critical. You will be taking people away from their day-to-day 

responsibilities to plan and run your exercises. 

□ Put together a planning team and share draft objectives and scope for feedback and refinement. 
– Planning team should include representatives from across the organization. 
– If possible, individuals on the exercise planning team should not be players in the exercise. If 

planning team members must also be players, then be sure that they don’t divulge any critical 
scenario and inject elements before they are revealed to players during the exercise. 

□ Set a date for your exercise. 
– Take into consideration busy times of the year/busy days and times during the week. 

Determine if you are able to conduct the exercise outside of normal operating hours or if you 
can adjust staff schedules and/or patient visit times to run the exercise. 

□ Draft a scenario. 
– Use the scope and objectives, as well as the plan(s) you wish to test, as the basis for your 

scenario. Refer to your Hazard Vulnerability Analysis (HVA) and/or your Training and Exercise 
Plan (TEP) if you have one. 

□ Determine who the players will be, based on the scenario and objectives. 

□ Define evaluation and logistical needs and how they will be met. 
– It is important to consider exercise evaluation from the beginning of the exercise planning 

process. 
– Think about how the exercise will be evaluated, and which organization staff may best fulfill 

evaluation roles. Think about the space and equipment needs for the exercise and how they 
may be accommodated. 
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□ Refer to the Homeland Security and Exercise Evaluation Program (HSEEP) for exercise planning 
guidance.  

– HSEEP provides detailed, step-by-step directions for exercise development, and documentation 
templates for customization by individual organizations. 

Scenario Development Considerations 

Use these questions to help guide scenario development. 

– What kind of MCI will the exercise address (e.g., building collapse; mass shooting; explosive event; 
terror attack using a truck)? 

– What day of the week will the MCI take place? 

– What time of day does the MCI occur? 

– Is the facility operating under normal conditions and staffing levels? 

– What is the weather like? 

– How close is the facility to the incident? 

– Has the facility been damaged/could it be damaged as the event unfolds? 

– Have any staff been injured/could they be injured as the event unfolds? 

– What kinds of injuries are patients presenting with? 

– Will injects be included to further stress the players as the exercise progresses? 

https://www.fema.gov/media-library/assets/documents/32326

