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Highlighted sections contain instructions, examples, or placeholders to facilitate completion of the Multiyear Training and Exercise Plan template and should be removed or modified as appropriate prior to finalization. 
Multiyear Training and Exercise Plan


State Agency
Insert Agency Logo Here
Month, Day, Year
Preface
State Agency
The State Agency Multiyear Training and Exercise Plan (TEP) is the roadmap to accomplish the priorities described in their Agency Training and Exercise Strategy. The State Agency has pursued a coordinated homeland security strategy that combines enhanced planning, innovative training, and realistic exercises to strengthen Kansas’ emergency prevention and response capabilities. Training and exercises play a crucial role in this strategy, providing Kansas with a means of attaining, practicing, validating, and improving new capabilities.

These training and exercise programs are administered by the Kansas Division of Emergency Management (KDEM), in coordination with the Kansas COOP Sub-Committee of the Governor’s Commission on Emergency Planning and Response (CEPR). The training and exercise agenda described in this plan is a guide for State Agency. The plan helps prepare Kansas to optimally address both the natural and technical hazards that it faces.

Points of Contact (POCs)
State Agency
Insert contact information for the three (3) individuals in your agency who are the most critical to the completion of the training and exercise plan.  Add additional individuals’ contact information if necessary.
State Agency COOP Team Leader:

Name:      
Office:      
Title:     
Address:     
Phone:     
State Agency Exercise Point of Contact (POC):

Name:     
Office:     
Title:     
Address:     
Phone:     
State Agency Training POC:

Name:     
Office:     
Title:     
Address:     
Phone:      
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Purpose
State Agency
The purpose of the Multiyear Training and Exercise Plan (TEP) is to provide a roadmap for State Agency to follow in planning for training and exercise activities, and will help enable State Agency to fulfill its mission essential functions in the event of a COOP plan activation.
Included in this Multiyear TEP is the training and exercise schedule, which provides graphic illustration of the proposed activities scheduled for the years 2011-2014. It is representative of the natural progression of training and exercises that should take place in accordance with the building-block approach.  
The Multiyear TEP for State Agency will adhere to the Homeland Security Exercise and Evaluation Program (HSEEP) methodology.  These exercises provide an opportunity to update and improve the agency’s COOP plan through the completion of the After Action Report (AAR) and tracked Improvement Plan (IP).
The Multiyear TEP is based on the COOP capabilities prioritized by the Kansas COOP Sub-Committee.  They are to:

· Perform Mission Essential Functions (MEF’s) without computer infrastructure.

· Notify both internal staff and external stakeholders.

· Communicate with critical personnel.

· Activate and deactivate COOP teams.

· Conduct situation assessments—agency administration only, agency wide and outside agency.

· Assess employee personal and family preparedness.
· Activate alternate facility.
Program Priorities
State Agency
Evaluate your training and exercise needs regarding your COOP and, based on your needs, briefly identify and describe the specific mission essential functions (MEF’s) your agency has prioritized to train on, exercise and evaluate.  
For each MEF, link to the corresponding associated capability from the State of Kansas COOP Sub-Committee Capabilities List, and the training and exercises that will support the MEF and achieve associated capability.
I. Insert MEF in Bold
In this area, briefly describe MEF.  Include any relevant background information on the determination of each MEF, including related history and justification for its inclusion in the Multiyear TEP.  Considerations for prioritizing MEF’s may include past performance, lack of experience, previous exercises, or new plans, programs and authorities.
Corresponding COOP Capability (ies): In this area, insert the COOP capability (ies) which most closely corresponds to the MEF.
Reference: In this area reference reason to assess capability; i.e. past performance, lack of experience, previous exercises, or new plans, programs and authorities, etc.
Training or exercise activities that Support this MEF and Associated Capabilities: Identify training or exercise activities that support the MEF and associated capability (ies). This could include course numbers and names in a bullet format. Keep in mind, only list those training courses and exercises that your agency will choose to conduct over the following 3 years.
II. Insert MEF in Bold
In this area, briefly describe MEF.  Include any relevant background information on the determination of each MEF, including related history and justification for its inclusion in the Multiyear TEP.  Considerations for prioritizing MEF’s may include past performance, lack of experience, previous exercises, or new plans, programs and authorities.
Corresponding COOP Capability (ies): In this area, insert the COOP capability (ies) which most closely corresponds to the MEF.
Reference: In this area reference reason to assess capability; i.e. past performance, lack of experience, previous exercises, or new plans, programs and authorities, etc.
Training or exercise activities that Support this MEF and Associated Capabilities: Identify training or exercise activities that support the MEF and associated capability (ies). This could include course numbers and names in a bullet format. Keep in mind, only list those training courses and exercises that your agency will choose to conduct over the following 3 years.
III. Insert MEF in Bold
In this area, briefly describe MEF.  Include any relevant background information on the determination of each MEF, including related history and justification for its inclusion in the Multiyear TEP.  Considerations for prioritizing MEF’s may include past performance, lack of experience, previous exercises, or new plans, programs and authorities.
Corresponding COOP Capability (ies): In this area, insert the COOP capability (ies) which most closely corresponds to the MEF.
Reference: In this area reference reason to assess capability; i.e. past performance, lack of experience, previous exercises, or new plans, programs and authorities, etc.
Training or exercise activities that Support this MEF and Associated Capabilities: Identify training or exercise activities that support the MEF and associated capability (ies). This could include course numbers and names in a bullet format. Keep in mind, only list those training courses and exercises that your agency will choose to conduct over the following 3 years.
IV. Insert MEF in Bold
In this area, briefly describe MEF.  Include any relevant background information on the determination of each MEF, including related history and justification for its inclusion in the Multiyear TEP.  Considerations for prioritizing MEF’s may include past performance, lack of experience, previous exercises, or new plans, programs and authorities.
Corresponding COOP Capability (ies): In this area, insert the COOP capability (ies) which most closely corresponds to the MEF.
Reference: In this area reference reason to assess capability; i.e. past performance, lack of experience, previous exercises, or new plans, programs and authorities, etc.
Training or exercise activities that Support this MEF and Associated Capabilities: Identify training or exercise activities that support the MEF and associated capability (ies). This could include course numbers and names in a bullet format. Keep in mind, only list those training courses and exercises that your agency will choose to conduct over the following 3 years.
V. Insert MEF in Bold
In this area, briefly describe MEF.  Include any relevant background information on the determination of each MEF, including related history and justification for its inclusion in the Multiyear TEP.  Considerations for prioritizing MEF’s may include past performance, lack of experience, previous exercises, or new plans, programs and authorities.
Corresponding COOP Capability (ies): In this area, insert the COOP capability (ies) which most closely corresponds to the MEF.
Reference: In this area reference reason to assess capability; i.e. past performance, lack of experience, previous exercises, or new plans, programs and authorities, etc.
Training or exercise activities that Support this MEF and Associated Capabilities: Identify training or exercise activities that support the MEF and associated capability (ies). This could include course numbers and names in a bullet format. Keep in mind, only list those training courses and exercises that your agency will choose to conduct over the following 3 years.
VI. Insert MEF in Bold
In this area, briefly describe MEF.  Include any relevant background information on the determination of each MEF, including related history and justification for its inclusion in the Multiyear TEP.  Considerations for prioritizing MEF’s may include past performance, lack of experience, previous exercises, or new plans, programs and authorities.
Corresponding COOP Capability (ies): In this area, insert the COOP capability (ies) which most closely corresponds to the MEF.
Reference: In this area reference reason to assess capability; i.e. past performance, lack of experience, previous exercises, or new plans, programs and authorities, etc.
Training or exercise activities that Support this MEF and Associated Capabilities: Identify training or exercise activities that support the MEF and associated capability (ies). This could include course numbers and names in a bullet format. Keep in mind, only list those training courses and exercises that your agency will choose to conduct over the following 3 years.
Methodology and Event Tracking
State Agency
To strengthen the level of preparedness in any organization, the planning process is only one component of the cycle.  It also takes an organized infusion of ongoing training, exercises and a systematic evaluation component that validates the system’s strengths, as well as its weaknesses.  

To be efficient, the training piece is selected in a way that allows an identified target audience to gradually build upon knowledge and skills to effectively implement certain actions or decisions.  Intertwined into these trainings are opportunities to apply the learning during practical exercises.  These exercises should be developed to progressively challenge participants through simulated events that will demonstrate necessary capabilities, as well as areas in need of improvement.  

As a result of the exercises, there is a process established to document observations and recommendations so that valid improvements can be tracked.  With any evaluation system, there also needs to be an emphasis to capture strengths so as to sustain effective programming. 

The methodology chosen to support this Multiyear Training and Exercise Plan is as follows:

Multiyear Training and Exercise Schedule
State Agency
The following template is provided to use when completing your respective schedule. The template can be modified to meet the requirements of the agency. The guidelines below will assist you in inputting the appropriate information into the template.
· Enter the appropriate year in which the training course and/or exercise will be conducted followed by a designation, in parentheses, of which year it is in the Multiyear TEP on the schedule cycle at the top of the page. For example, if your agency is constructing the schedule from 2011 through 2014 and you are working on 2011, write “2011 (Year One)” after the colon.
· Enter all the participating agency divisions, programs or personnel on the left side of the schedule.

· The schedule is broken into quarters and months. Agency division, program or personnel, enter the date of the training course and/or exercise conduct. If an exact date is “TBD,” enter the information into the appropriate year or quarter.

· Write and color-code cells based on the MEF of each training course and exercise type, i.e., Tabletop Exercise (TTX), Full-Scale Exercise (FSE), so that users can easily understand what training course or exercise is being conducted to satisfy what MEF. 

· Remember to consider the cycle, mix, and range of training and exercises, as well as the building-block approach.

	Region
	State Agency Multiyear Exercise Schedule: 2011 (Year One)
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	Qtr 4
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Priorities Addressed: Insert MEF titles in table below
	MEF 1


	
	MEF 2


	
	MEF 3


	
	MEF 4


	
	MEF 5


	
	MEF 6



	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title



	Region
	State Agency Multiyear Exercise Schedule: 2012 (Year Two)

	
	Qtr 1
	Qtr 2
	Qtr 3
	Qtr 4
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Priorities Addressed: Insert MEF titles in table below
	MEF 1


	
	MEF 2


	
	MEF 3


	
	MEF 4


	
	MEF 5


	
	MEF 6



	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title



	Region
	State Agency Multiyear Exercise Schedule: 2013 (Year Three)

	
	Qtr 1
	Qtr 2
	Qtr 3
	Qtr 4
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Priorities Addressed: Insert MEF titles in table below
	MEF 1


	
	MEF 2


	
	MEF 3


	
	MEF 4


	
	MEF 5


	
	MEF 6



	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title



	Region
	State Agency Multiyear Exercise Schedule: 2014 (Year Four)

	
	Qtr 1
	Qtr 2
	Qtr 3
	Qtr 4
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Priorities Addressed: Insert MEF titles in table below
	MEF 1
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	MEF 6



	Insert MEF Title

	
	Insert MEF Title

	
	Insert MEF Title
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