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Instructions: The Training, Exercise, and Evaluation items included in this document may be used by all health departments and should be modified accordingly to fit the needs of your agency and county plans. 
Sample language is included for mass dispensing plans and the TAR.  Delete items that are non-applicable to your health department, such as the LDS positions. Such positions are identified with “if applicable” in red font. 
Other sample language is provided in red font. Replace these references with the correct information. For example, where it states Enter Title, you may insert Administrator. These are items are distinguished in red font to bring your attention to it. You may return the font color to black if you wish.
Training, Exercise, & Evaluation
OVERVIEW
· The X County Health Department will participate in training, exercises, and evaluations as required for the Public Health Emergency Preparedness grant administered by the Kansas Department of Health and Environment.

· Trainings, exercises, and evaluations will be documented in Annex T.

· Personnel have been assigned to lead, plan, and oversee public health emergency preparedness training, exercise, and evaluation (to include SNS-specific topics).  This includes: (list primary and secondary)

· Administrator (primary)
· Public health preparedness planner/ Preparedness Coordinator (back-up)
TRAIN

· The Enter Title will ensure training of all health department employees on key aspects of the SOGs. Training will be conducted annually to meet training goals and may be included in new employee orientation.

· The training plan incorporates minimum performance measures of mass prophylaxis, medical supplies management and distribution, and other SNS-specific topics to include course objectives, target audience, and schedule. (See the KDHE 3-year training and exercise schedule for the specific plan.)

· The training plan includes training of designated staff (primary and back-up) as identified in TAR for the following functions: (See training, exercise, and evaluation report tracking in Annex T.)
· Overall SNS Planning Elements

· Management of Operations

· Local-State Requesting SNS Procedures

· POD-Local Requesting SNS Procedures

· Communications Plan (Tactical)

· Public Information and Communication

· Security

· Inventory Management System

· Dispensing

· Hospital and Alternate Care Facilities Coordination (If applicable)
· Local Distribution Site Plan (If applicable)
· Distribution Methods (If applicable)
EXERCISE

· The SOGs will be exercised annually as identified in the agency’s 3-year training and exercise plan.

· The health department has an exercise plan developed in accordance with the U.S. Department of Homeland Security Exercise and Evaluation Program (HSEEP) that includes mass prophylaxis plans and/or medical supplies management and distribution. The exercise plan incorporates minimum performance measures of mass prophylaxis, medical supplies management and distribution, and other SNS-specific topics. (See the KDHE 3-year training and exercise schedule for the specific plan.)  

· As applicable to 3-year training and exercise plan’s performance measures, the exercise plan will test the following functions identified in TAR:

· Overall SNS Planning Elements

· Management of Operations

· Local-State Requesting SNS Procedures

· POD-Local Requesting SNS Procedures

· Communications Plan (Tactical)

· Public Information and Communication

· Security

· Inventory Management System

· Dispensing

· Hospital and Alt. Care Facilities Coordination (If applicable)
· Local Distribution Site Plan (If applicable)
· Distribution Methods (If applicable)
· Tactical (redundant) communications will be tested quarterly.

· Support plans and communications equipment will be tested as part of the training, exercise, and evaluation program. A log of the communications tests is maintained in Annex T.

· Equipment at the health department’s alternate facilities will be tested as part of the training, exercise, and evaluation program.

· Exercises involving alert and notification of staff through call-down drills will be conducted quarterly and will include notification with and without warning, and during duty and non-duty hours. Exercises will include staff identified in TAR:

· Tactical Communications/IT Support (primary and back-up),  
· Security Coordination (primary and back-up), 
· Distribution Leader/Manager  (primary and back-up), 
· Distribution Leader/Manager  (primary and back-up),  
· Dispensing Site Supervisor/Leader  (primary and back-up),  
· Inventory Management Coordination  (primary and back-up),  
· Hospital/ACS Leader/Manager  (primary and back-up),  
· Public Information and Communication  (primary and back-up), 
· Staffing/Volunteer Coordinator  (primary and back-up), 
· Safety Coordinator  (primary and back-up), 
· SNS coordinator (If other- primary and back-up).
· RDS leaders/managers (primary and back-up), (If applicable)
· LDS Manager/Leader  (primary and back-up),  (If applicable)
· Security Manager/Leader  (primary and back-up),   (If applicable)
· Safety Manager/Leader   (primary and back-up), (If applicable)
· Communication/IT Manager/Leader  (primary and back-up),  (If applicable)
· Inventory Control Manager/Leader  (primary and back-up), (If applicable)
· Shipping/Receiving Manger/Leader  (primary and back-up), (If applicable)
· Pick Team Manager/Leader  (primary and back-up),  (If applicable)
· Quality Control Manger/Leader  (primary and back-up), (If applicable)
EVALUATE

· The X County Health Department will document trainings and exercises using the AAR process.

· Trainings documentation includes the following forms (as applicable to training) in order to receive credit on TAR and the preparedness grant work plan (when applicable):

· Electronic registration sheets/training rosters/meeting sign-in sheets

· Training aids/tools used (e.g. power points, job action sheets, other)

· Other correspondence as applicable (e.g. e-mails, notifications, flyers)

· Agenda
· Lesson Plans

· Call-down exercise forms

· Testing forms

· Written protocols, procedure, or plans 

· Certificates of Completion

· Exercises require submission of HSEEP-compliant After Action Reports and Corrective Action Plan (e.g. Improvement Plans) to the Director of Administration and Evaluation at the KDHE Bureau of Public Health Preparedness to receive credit on TAR and preparedness grant work plan.
· The X County Health Department will identify and incorporate lessons learned and remedial actions from exercises into annual revisions of the SOGs.

· The X County Health Department will review its SOGs annually based on deficiencies revealed during TARs, annual review of plans, state/local trainings, and exercises. Changes to the plans will be approved by the Administrator.
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