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[bookmark: _Toc55894641]Whole Community Resilience and Continuity Tabletop — Facilitator/Evaluator Guide
In these uncertain times, it is more important than ever that organizations continuously maintain capability and capacity to perform essential functions and services, whether in an everyday environment or while responding to all hazards – incidents including natural hazards like hurricanes and earthquakes and manmade threats including cyberattacks. Continuity ensures that the whole community has planned for ways to provide essential services when normal operations are disrupted. Without planning, providing and implementing continuity principles, our organizations, communities and government may be unable to provide services to the public when needed the most.
To that end, operations plans, including continuity plans, must be regularly reviewed and assessed to confirm that they meet everyday demands, as well as the demands of an incident that requires conducting essential operations from an alternate site or sites. This includes backup options, such the ability to transfer essential operations outside of an impacted area to a devolution site and its supporting essential personnel and reconstitution plans that enable an organization to successfully plan for and implement a transition back to normal operations after an incident has concluded. 
FEMA has developed this Exercise Starter Kit using a cyber incident scenario, with sample documents your organization can use to conduct your own tabletop exercise on essential aspects of resilience, continuity, devolution and reconstitution. This facilitator/evaluator guide provides planning considerations and discussion questions to help guide internal conversations and decisions around continuity to develop an actionable roadmap tailored to your organization’s unique needs and missions. The kit also includes sample conduct slides, a situation manual and Exercise Evaluation Guides.
Suggested discussion questions for the tabletop build upon continuity principles and relevant guidance included in the Continuity Guidance Circular, Federal Continuity Directive 1 (FCD-1) and FCD-2. 
Review this document and tailor the material as necessary to meet the needs of your specific organization. Update the content that is [bracketed and highlighted in red] for individual deliveries of this tabletop.
[bookmark: _Toc55894642]Tabletop Conduct Recommendations
This tabletop is intended to be guided by a facilitator and is effective both in person or via remote delivery (webinar or conference call).
Use this facilitator/evaluator guide in conjunction with the associated Situation Manual, sample conduct slides and EEGs in the ESK.
The items in this facilitator/evaluator guide that are highlighted in blue italics that do not appear on the sample conduct slides. These are directions to the facilitator and evaluator(s) and additional questions or topics for consideration to help navigate the discussion with participants.
[bookmark: _Hlk40128080]Update the slide numbers in this guide after the conduct slides are final (with their blue instruction slides removed).
These sample materials are designed for a half-day in-person or virtual tabletop. However, dividing content into multiple tabletop sessions may be a better approach. Your organization should determine the tabletop’s duration and structure based on your internal needs.
Options for flexible delivery of this tabletop include:
A streamlined session that eliminates areas that other planning efforts addressed. 
One session, either in a plenary session or by incorporating breakout groups, to address the full tabletop content. 
An overview meeting for all participants, followed by smaller team meetings, organized by focus area. Once all team meetings have been completed, hold a concluding plenary session to share and deconflict plans for each focus area.
An overview meeting for all participants followed by a series of plenary sessions by focus area.
Recommended participants in this tabletop may include the organization’s operations staff, planning staff, continuity, devolution and reconstitution professionals, facilities management, information technology and other key stakeholders as appropriate. Successful planning and implementation depend on participation from leadership and decision-makers as well as representatives throughout the organization.
Before the tabletop, participants should review Continuity Guidance Circular, FCD-1, FCD-2, and the organization’s specific continuity plans which They include  continuity of operations, devolution and reconstitution plans, as well as any related plans unique to the organization. [Insert additional guidelines as appropriate.]
[bookmark: _Hlk40127948]The conduct slides may be sent out to participants in advance (once they have been customized). This will help familiarize participants with the questions to prepare them for the discussion. Questions can be distributed to different groups of staff to address each of the discussion themes.
REMINDER: Any changes to the sample conduct slides must also be made to this facilitator/evaluator guide.
[bookmark: _Toc55894643]Facilitator Instruction Table
[bookmark: _Hlk38788076][NOTE: Add slide numbers after the conduct slides are finalized (with the blue instruction slides removed).] 
	Slide #
	Time
	Slide Title/Content
	Facilitator Notes

	[Insert slide #]
	
	Title Slide
	

	
	
	
	WELCOME AND INTRODUCTIONS [Insert Time] 

	[Insert slide #]
	[Insert time]
	Welcome and Introductions
	When participants are ready:
Provide initial remarks.
Explain that this tabletop facilitates a discussion within your organization around resilience, continuity of operations, devolution and reconstitution.
Introduce yourself as the facilitator and explain that you are responsible for keeping the discussion focused on tabletop objectives and exploring all issues within the time allotted.
Introduce any additional speakers and allow time for welcoming remarks.
Introduce any evaluators and explain that they are responsible for capturing discussions and gathering data to develop an after-action report or summary of conclusions.
With small participant groups, allow participants to introduce themselves.
If you are conducting this tabletop remotely, address specific protocols (e.g., muting microphones when not speaking, using a “raise hand” feature) to provide an effective virtual meeting.
If you are conducting this tabletop in person, address specific protocols for how you will recognize participants to speak (e.g., recognizing raised hands, proceeding in a certain order). Indicate time limits as necessary to ensure timely, relevant and balanced discussion among all participants.

	
	
	
	TABLETOP SCHEDULE [Insert Time]

	[Insert slide #]
	[Insert Time]
	Tabletop Schedule
	Briefly go over the agenda and tabletop schedule:
Tabletop Schedule
Welcome and Introductions
Tabletop Schedule
Tabletop Overview
Scenario Overview
Facilitated Discussion
Action Items and Takeaways
Closing Remarks

	
	
	
	TABLETOP OVERVIEW [Insert Time]

	[insert slide #]
	[Insert Time]
	Tabletop Overview
	Provide an overview of the tabletop:
Purpose: Prepare [your organization name] to review and assess your organization’s operations, continuity of operations, devolution and reconstitution plans; identify gaps and issues; and recommend solutions and mitigation strategies. 
Explain that operations staff, continuity planners and organization leadership need to remain flexible to continually reassess conditions, the implications of new recommendations and additional guidance.
Scope:
This will be a [insert time] discussion-based tabletop.
Explain the structure of the tabletop if you have decided to conduct a plenary session, multiple sessions or breakouts, etc.
Following an overview of the scenario, participants discuss the decisions and actions taken for each element of continuity throughout the prevention, protection, response, recovery and mitigation phases. The basis of discussion should be the organization’s existing operations, continuity of operations, devolution and reconstitution plans. 
Discussion questions are organized based around three key aspects of continuity: Continuity of Operations, Devolution and Reconstitution. 
Explain that in today’s tabletop, we will apply planning principles to discuss the challenges we face as our organization responds to a continuity event.  
Although individual organizations and participants are not graded, exercise evaluators assess the collective performance of participating organizations in terms of their capabilities, plans and processes.
Participants may need to balance exercise play with real-world emergencies. Real-world emergencies take priority.
The exercise scenario is plausible, and events occur as they are presented.
The scenario does not provide players with answers to all their questions, which may be frustrating. Remind players that real-world incidents often require response without all the information.
The scenario assumes certain player actions as it moves through each phase. Players should first discuss the actions stipulated by the scenario. However, players are welcome to engage in “what if” discussions of alternative scenario conditions.
Ask whether participants have any questions.

	[bookmark: _Hlk520281314][insert slide #]
	[Insert Time]
	Tabletop Objectives
	Review the tabletop objectives.
Tabletop Objectives
Identify how continuity planning is integrated throughout all existing plans, policies and procedures. 
Review existing operations plans, policies and practices; discuss the decisions and actions to implement these plans, policies and/or practices; and identify gaps and challenges with their current structure and contents.
Review existing continuity of operations plans, policies and practices; discuss the decisions and actions t to implement these plans, policies and practices; and identify gaps and challenges with their current structure and contents.
Review existing devolution plans, policies and practices; discuss the decisions and actions to implement these plans, policies and practices; and identify gaps and challenges with their current structure and contents. 
Review existing reconstitution plans, policies and practices; discuss the decisions and actions to implement these plans, policies and practices; and identify gaps and challenges with their current structure and contents. 
Identify potential solutions or mitigation strategies, both short- and long-term, for identified issues.

	[insert slide #]
	[Insert Time]
	Tabletop Guidelines
	Review the tabletop guidelines with participants. Tell participants that identifying issues is less valuable than making suggestions and recommending actions that could improve efforts; problem-solving should be the focus.
Our desired outcome from this tabletop is [Insert organization specific outcome(s).]
This is an open, no-fault environment – varying viewpoints, even disagreements, are expected.
Base your responses on current guidance and plans, policies, procedures, capabilities and resources.
Consider different approaches and suggest improvements.
There is no “hidden agenda,” nor are there any “trick” questions.
[Insert additional guidelines as appropriate.]

	
	
	
	CURRENT SITUATION UPDATE [Insert Time] 

	[insert slide #]
	[Insert Time]
	Scenario Overview (1/2)
	Review the exercise scenario.
Explain that the “State of the World” is the fictitious scenario for the start of the exercise. 
Scenario Overview: State of the World (1 of 2)
[Specific weather conditions may be added as an element of the scenario. If not, assume current weather conditions at time of conduct. ]
[Specific impacts relevant to the organization playing may be added as appropriate (e.g., impacts to area hospitals).]
According to media reports multiple countries have been impacted by cyber attacks across multiple critical infrastructure sectors in the past two weeks.
Internet service providers and telecommunications companies have reported significant connectivity and service degradation issues, escalating over the past week.
Organizations have reported the loss of personally identifiable information (PII) through an unknown compromise. The PII has been uploaded to the dark web. 
Networks are degraded and experience connectivity issues with vendors, and users cannot access external websites.

	[insert slide #]
	[Insert Time]
	Scenario Overview (2/2)
	Review the exercise scenario.
Scenario Overview: State of the World (2 of 2)
Other organizations have abnormalities in their systems, to include slowdowns, traffic drop-offs and inoperability. 
Organization employee PII is found in open forums.
Government sources report that analysis of the multiple reported incidents in the U.S. and overseas indicates a strong likelihood of recurring impacts within critical information and communication technology (ICT) systems, as well as the potential for future physical effects on critical infrastructure.
Localized blackouts have been reported within the region.
Media reports that cyberattacks have impacted transportation operation centers, resulting in significant degradation in traffic signal control, especially in urban areas. Numerous automotive collisions have been reported in the past four hours, and congestion on all major highways is severe. First responders are having trouble reaching crash victims in a timely manner.

	
	
	
	FACILITATED DISCUSSION [Insert Time] 

	[insert slide #]
	[Insert Time]
	Continuity of Operations Scenario Update (1/2)
	Review the exercise scenario.
Highlight that this portion of the tabletop focuses on activating continuity plans in response to a cyber incident.
Continuity of Operations Scenario Update (1 of 2)
At 6 a.m. hours, a significant power outage occurred that has impacted your entire region. Reports are coming in indicating that a significant portion of the [Insert name of state/local community] is without power. The cause of the outage has not been determined.
Area utilities have not been able to provide an estimated time for power restoration.
Area airports are reporting that they have lost primary power due to the power outage and are operating on backup power. Outbound flights are being canceled, and inbound flights are being diverted. Thousands of passengers are stranded at airports.
Subway and rail services [if appropriate] are reporting that they are operating using single track and on backup power. Significant delays exist, and passengers are being encouraged to exit and use other means as soon as possible. Rail service providers report similar issues, and passengers are stranded across the region.

	[insert slide #]
	[Insert Time]
	Continuity of Operations Scenario Update (2/2)
	Review the exercise scenario.
Continuity of Operations Scenario Update (2 of 2)
Area cell towers are still operational due to backup power, but significant increased volume in calls is taxing the system, and there are multiple reports of calls not going through. 
Social media traffic is significant. In addition to use by traditional media sources and government agencies, rumors and inaccurate information are being widely disseminated.
[Insert specific weather conditions if this is an objective.]
Organizations activate their continuity plans and begin continuity operations at alternate locations.

	[insert slide #]
	[Insert Time]
	Discussion Questions: Continuity of Operations (1/3)

	Explain to participants that we will now engage in the facilitated discussion portion of this tabletop, starting with a review of existing plans, policies and practices. We will discuss the decisions and actions that will be taken to implement these plans, policies and actions. We will also identify gaps and challenges and discuss potential solutions and mitigation strategies.
Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Continuity of Operations (1 of 3)
Would this scenario cause your organization to activate your continuity plan?
What plans and/or policies currently exist to guide your organization’s continuity of operations implementation? 
When was it last updated? 
When was it last exercised?
Since then, have there been any significant changes within the organization or to the organization’s mission?
What actions, based on your continuity plan, would be taken at this point?
Who would take these actions?
What resources are needed?
What logistics are needed to implement this plan?

	[insert slide #]
	[Insert Time]
	Discussion Questions: Continuity of Operations (2/3)

	Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Continuity of Operations (2 of 3)
What methods of communication are used?
What is your primary method of communication?
Do you have any alternate, contingency or emergency methods of communication?
0. What protocols do you have in place to determine which method is used and when?
0. Is there a regular testing schedule for these methods?
When was your last test, and were any issues identified?
What is communicated to your workforce? By whom and how? 
What are the different audiences to communicate to? 
How does the message change as the audience changes?
What is communicated to external partners and stakeholders? By whom and how?

	[insert slide #]
	[Insert Time]
	Discussion Questions: Continuity of Operations (3/3)

	Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Continuity of Operations (3 of 3)
What gaps or challenges are you facing in moving to Continuity of Operations?
Are there any mission requirements that cannot be performed at the alternate site? 
If so, why? 
What are they? Personnel, facilities, equipment?
Brainstorm potential solutions.
Brainstorm potential mitigation strategies.
Is there any engagement with the devolution site or personnel responsible before devolution occurs? 
If so, what does it look like? 
If not, at what point might it begin? 
Does the continuity of operations plan provide specific guidelines? 
Would this situation activate devolution within your organization?

	[insert slide #]
	[Insert Time]
	Action Items and Takeaways

	At the end of continuity of operations discussion, capture major takeaways, actions needed, responsible parties and timeline.
Action Items and Takeaways
For the Continuity discussion areas, identify:
Major takeaways
Actions needed
Person or group responsible for those actions
Timeline to reconvene or report back
Next steps 

	[insert slide #]
	[Insert Time]
	Devolution Scenario Update (1/2)
	Review the exercise scenario.
Highlight that this portion of the tabletop focuses on activating devolution plans in response to a cyber incident.
Devolution Scenario Update (1 of 2)
72 hours following the beginning of the continuity incident
Continuity operations continue at alternate sites.
Continuity team members who do not stay on-site at their organization’s alternate site report difficulties getting to the location for their shifts due to the ongoing area‑wide blackout and the impact on local traffic signals and gas stations. 
Continuity team members report challenges with family preparedness matters, including family members wanting to evacuate to an area outside the impacted area, care for young children and pets and concerns about access to food and medications.
Area utilities report that a significant critical component in multiple transformers has become inoperable due to overheating. The damage is extensive and requires replacing major components or entire units. Limited replacement parts at the national level remove the possibility of short-term repairs.

	[insert slide #]
	[Insert Time]
	Devolution Scenario Update (2 /2)
	Review the exercise scenario.
Highlight that this portion of the tabletop focuses on activating devolution plans in response to a cyber incident.
Devolution Scenario Update (2 of 2)
Utilities have estimated it will possibly be months before the system is fully operational.
As the public becomes aware of the potential extended duration of the power outage, there are increased calls for assistance; reports of self-evacuation attempts to leave the area, which are hampered by a lack of powered fuel stations; and looting of grocery stores and other merchants.
[Insert specific weather conditions if this is an objective.]
Organization leadership directs implementation of devolution plan to shift mission to devolution site outside the impacted area.

	[insert slide #]
	[Insert Time]
	Discussion Questions: Devolution (1/3)

	Explain to participants that we are now engaging in the facilitated discussion portion of this tabletop, starting with a review of existing plans, policies and practices. We will discuss the decisions and actions that will be taken to implement these plans, policies and actions. We will also identify gaps and challenges and discuss potential solutions and mitigation strategies.
Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Devolution (1 of 3)
1. Do you have a devolution plan that this scenario would cause your organization to activate?
What plans and/or policies currently exist to guide your organization’s move to devolution? 
When was it last updated? 
When was it last exercised?
Since then, have there been any significant changes within the organization or to the organization’s mission?
Who is on your devolution team (e.g., management, human capital, facilities, records management, IT, security)? 
Should other parts of your organization be represented? 
Who leads the team? 
What decisions are needed to implement your devolution plan? 
Who needs to make them? 
What are the gaps to implementation?
Are there triggers or procedures that activate devolution plans if leadership is unable to make decisions or is unreachable after a reported event? Are there out-of-area leaders with the authority to activate devolution?

	[insert slide #]
	[Insert Time]
	Discussion Questions: Devolution (2/3)

	Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Devolution (2/3)
What actions, based on your Devolution Plan, would be taken at this point?
Who would take these actions?
What resources are needed?
Who would maintain agency leadership? Current leadership or out-of-area successor? Would you have a combination of the two?
What logistics are needed to implement this plan?
What methods of communication are used?
What is your primary method of communication?
Do you have any alternate, contingency or emergency methods of communication?
What protocols do you have in place to determine which method is used and when?
Is there a regular testing schedule for these methods?
When was your last test, and were any issues identified?

	[insert slide #]
	[Insert Time]
	Discussion Questions: Devolution (3/3)

	Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Devolution (3/3)
What is communicated to your workforce? By whom and how? 
What are the different audiences to communicate to? 
How does the message change as the audience changes?
What is communicated to external partners and stakeholders? By whom and how?
What gaps or challenges are you facing in moving to devolution?
Are there any mission requirements that cannot be performed at the devolution site? 
If so, why? 
What are they? Personnel, facilities, equipment?
Brainstorm potential solutions. 
Brainstorm potential mitigation strategies.

	[insert slide #]
	[Insert Time]
	Action Items and Takeaways
	At the end of devolution discussion, capture major takeaways, actions needed, responsible parties and timeline.
Action Items and Takeaways
· For the devolution discussion areas, identify:
· Major takeaways
· Actions needed
· Person or group responsible for those actions
· Timeline to reconvene or report back
Next steps

	[insert slide #]
	[Insert Time]
	Reconstitution Scenario Update (1/1)
	Review the exercise scenario.
Highlight that this portion of the tabletop focuses on activating reconstitution plans in response to a cyber incident.
Reconstitution Scenario Update (1 of 1)
The reconstitution team stood up shortly after the decision to implement continuity operations.
Planning for an eventual return to normal operations continued throughout the event.
Three months have passed since moving to alternate working conditions. 
Devolution locations have been performing essential functions, with varying levels of success depending on the robustness of the individual organization’s devolution capability.
[Insert specific weather conditions if this is an objective.]
Area utilities have reported that repairs are close to completion and anticipate full power restoration within three days. 
Organization leadership directs implementation of reconstitution plans to begin to shift mission back to primary sites.

	[insert slide #]
	[Insert Time]
	Discussion Questions: Reconstitution (1 /4)

	Explain to participants that we will now engage in the facilitated discussion portion of this tabletop, starting with a review of existing plans, policies and practices. We will discuss the decisions and actions that will be taken to implement these plans, policies and actions. We will also identify gaps and challenges and discuss potential solutions and mitigation strategies.
Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Reconstitution (1 of 4)
1. Would this scenario cause your organization to activate your reconstitution plan?
What plans and/or policies currently exist to guide your organization’s reconstitution? 
When was it last updated? 
When was it last exercised?
Since then, have there been any significant changes within the organization or to the organization’s mission?
Who is on your reconstitution team (e.g., management, human capital, facilities, records management, IT, security)? 
Should other parts of your organization be represented? 
Who leads the team?
What decisions are needed to implement your reconstitution plan?
Who needs to make them? 
What are the gaps to implementation?
Where will the Reconstitution Team be based? Alternate site?
How do team members work together during the duration of the event?
If personnel are unable to work at the alternate site or use telework, is the devolution site able to implement reconstitution planning?
Has your mission delivery degraded under current circumstances? 

	[insert slide #]
	[Insert Time]
	Discussion Questions: Reconstitution (2 /4)

	Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Reconstitution (2 /4)
Are any functions not being performed or not being performed well? 
How is the decision made as to whether to resume all functions when you return to normal operations?
What actions, based on your reconstitution plan, would be taken at this point?
Who would take these actions?
What resources do they need?
What logistics are needed to implement this plan?
How would the primary facility be assessed for return to occupancy (e.g., impact of HVAC system being offline for extended period, air quality)? 
How are other systems confirmed operational? 
What cleaning is necessary prior to return?
Brainstorm additional considerations not addressed in the reconstitution plan.
Who will complete implementing these additional considerations?
What resources are needed to complete them?

	[insert slide #]
	[Insert Time]
	Discussion Questions: Reconstitution (3/4)

	Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Reconstitution (3/4)
What other considerations may impact employees’ return to their primary work locations?
What methods of communication are used?
1. What is your primary method of communication?
Do you have any alternate, contingency or emergency methods of communication?
0. What protocols do you have in place to determine which method is used and when?
Is there a regular testing schedule for these methods?
When was your most recent test, and were any issues identified?

	[insert slide #]
	[Insert Time]
	Discussion Questions: Reconstitution (4/4)

	Review the following tabletop discussion questions with participants.
Add, tailor or augment suggested questions as appropriate for your organization.
Discussion Questions: Reconstitution (4/4)
What is communicated to your workforce? By whom and how? 
What are the different audiences to communicate to? 
How does the message change as the audience changes?
What is communicated to external partners and stakeholders? By whom and how?
What gaps or challenges are you facing in implementing reconstitution?
Brainstorm potential solutions. 
Brainstorm potential mitigation strategies

	[insert slide #]
	[Insert Time]
	Action Items and Takeaways
	At the end of the Reconstitution discussion, Facilitator should capture major takeaways, actions needed, responsible parties and timeline.
Action Items and Takeaways
· For the Reconstitution discussion areas, identify:
· Major takeaways
· Actions needed
· Person or group responsible for those actions
· Timeline to reconvene or report back
· Next steps

	[insert slide #]
	
	
	BREAK [Remove or adjust timing as needed]

	
	
	
	ACTION ITEMS AND TAKEAWAYS [Insert Time] 

	[insert slide #]
	[Insert Time]
	Action Items and Takeaways
	In the next section of the tabletop — Summary of Action Items and Takeaways —prompt participants to review the findings in each of three discussion themes (Continuity of Operations, Devolution and Reconstitution).
· Review gaps identified in each section and potential solutions or mitigation strategies.
· Identify any overarching themes or connections.
· Identify specific and actionable steps your organization needs to take next in each topic area.
· Prompt the group to identify who is responsible (person or group) for taking each of those actions.
· Agree on a timeline and a time to reconvene or report back.
Pull up a display of the input received from each section and ask the group to review and discuss the Action Items and Takeaways identified in each phase.
Summary of Action Items and Takeaways
· For each of the three key elements of continuity discussion areas the following was identified:
· Major takeaways
· Actions needed
· Person or group responsible for those actions
· Timeline to reconvene or report back
· Next steps
· Review any major themes
· Identify any additional actions needed
Ensure that everyone has a chance to speak and avoid letting one person control the conversation.
Following the tabletop, participants move forward and act on all the issues identified.

	
	
	
	CLOSING REMARKS [Insert Time]

	[insert slide #]
	[Insert Time]
	Closing Remarks
	If a senior leader is slated to deliver closing remarks, invite them to speak to the group. If not, offer closing remarks and thank everyone for their participation. 
Closing Remarks
[Name]
[Title]
[D/A]

	
	
	
	ADJOURN [Insert Time]



[bookmark: _Toc55894644]Evaluator Instruction and Exercise Evaluation Guides (EEGs)
Exercise evaluation assesses an organization’s capabilities to accomplish a mission, function, or objective. Evaluation provides an opportunity to assess performance of critical tasks to capability target and critical tasks. Evaluation is accomplished by the following means:
Observing the exercise and collecting supporting data;
Analyzing collected data to identify strengths and areas for improvement; and
Reporting exercise outcomes in an after-action report (AAR)/improvement plan (IP).
EEGs provide a consistent tool to observe exercises and collect data. EEGs align to exercise objectives and core capabilities and list the relevant capability targets and critical tasks. Use the data collected in EEGs by each evaluator to analyze capabilities in the AAR.
Provide each evaluator with an EEG for each capability that he/she is assigned to evaluate. Evaluators complete all assigned EEGs and submit them to the lead evaluator at the conclusion of the exercise. The lead evaluator compiles all evaluator submissions into the first working draft of the AAR.
The AAR focuses on analyzing core capabilities. For each core capability exercised, the AAR rates how the exercise participants performed, as well as strengths and areas for improvement.
Following completion of the draft AAR, elected and appointed officials confirm its observations and determine which areas for improvement require further action. As part of the improvement planning process, elected and appointed officials identify corrective actions and determine the appropriate organization with responsibility for those actions. The IP consolidates the corrective actions and is included as an appendix to the AAR.
[bookmark: _Toc55894645]General directions for evaluators
Avoid personal conversations with players.
Do not give information to players about event progress or other participants’ methods of problem resolution. Players are expected to obtain information through the discussions.
[bookmark: _Toc55894646]Before the Exercise
Review appropriate plans, procedures and protocols.
Attend required evaluator training and other briefings.
Review appropriate exercise materials, including the exercise schedule and evaluator instructions.
Review the EEGs and other supporting materials for your area of responsibility to confirm your understanding of the core capabilities, capability targets and critical tasks you are assigned to evaluate.
Report to the exercise check-in location at the time designated in the exercise schedule and meet with the exercise staff.
Obtain or locate necessary communications equipment and test it to ensure that you can communicate with other evaluators and the exercise director.
[bookmark: _Toc55894647]During the Exercise
Wear evaluator identification items (e.g., badge).
Stay in proximity to player decision-makers.
Use EEGs to document performance relative to exercise objectives, core capabilities, capability targets and critical tasks.
Focus on critical tasks, as specified in the EEGs.
Your primary duty is to document performance of core capabilities. After the exercise, that information determines whether the exercise capability targets were effectively met and identifies strengths and areas for improvement.
[bookmark: _Toc55894648]After the Exercise
Before the hotwash, do not discuss specific issues or problems with participants. 
Participate in the hotwash and take notes on findings identified by players. 
After the hotwash, summarize your notes and prepare for the controller and evaluator debriefing. Have your summary ready for the lead evaluator.
Complete and submit all EEGs and other documentation to the lead evaluator at the end of the exercise.
[bookmark: _Toc55894649]Using Exercise Evaluation Guides
The EEGs are structured to capture information specifically related to the evaluation requirements developed by the exercise planning team. EEGs document the following evaluation requirements:
Core capabilities: The distinct critical elements necessary to achieve a specific mission area (e.g., prevention). To assess both capacity and gaps, each core capability includes capability targets.
Capability target(s): The performance thresholds for each core capability; they state the exact amount of capability that players aim to achieve. Capability targets are typically written as quantitative or qualitative statements.
Critical tasks: The distinct elements required to perform a core capability. They describe how the capability target is met. Critical tasks generally include the activities, resources and responsibilities required to fulfill capability targets. Capability targets and critical tasks are based on operational plans, policies and procedures to be exercised and tested during the exercise.
Performance ratings: The summary description of performance against target levels. Performance ratings include both target ratings, describing how exercise participants performed relative to each capability target, and core capability ratings, describing overall performance relative to the entire core capability.
For each EEG, provide a target rating, observation notes and an explanation of the target rating and a final core capability rating. To efficiently complete these sections of the EEG, focus your observations on the capability targets and critical tasks listed in the EEG.
Observation notes should include if and how quantitative or qualitative targets were met. For example, a capability target might state, “Within four hours of the incident….” Notes on that target should include the actual time required for exercise players to complete the critical tasks. Additionally, observations should include:
How the target was or was not met;
Pertinent decisions made and how requests were handled;
Resources utilized;
Plans, policies, procedures or legislative authorities used or implemented; and
Any other factors contributed to the results.
Note if an obvious cause or underlying reason resulted in players not meeting a capability target or critical task. However, do not include recommendations in the EEGs. As part of the after-action and improvement planning processes, elected and appointed officials review and confirm observations documented in the AAR and determine areas for improvement requiring further action.
Focus observation notes for discussion-based exercises on discussion of the how critical tasks would be completed, rather than actual actions taken.
Based on your observations, assign a target rating for each capability target listed on the EEG. Then consider all target ratings for the core capability and assign an overall core capability rating. The rating scale includes four ratings:
Performed without Challenge (P)
Performed with Some Challenges (S)
Performed with Major Challenges (M)
Unable to be Performed (U).
[bookmark: _Toc55894650]Ratings Definitions
	Rating
	Definition

	Performed without Challenges (P)
	The targets and critical tasks associated with the core capability were completed in a manner that achieved the objective(s) and did not negatively impact the performance of other activities. 
Performance of this activity did not contribute to additional health and/or safety risks for the public or for emergency workers, and it was conducted in accordance with applicable plans, policies, procedures, regulations and laws.

	Performed with Some Challenges (S)
	The targets and critical tasks associated with the core capability were completed in a manner that achieved the objective(s) and did not negatively impact the performance of other activities. 
Performance of this activity did not contribute to additional health and/or safety risks for the public or for emergency workers, and it was conducted in accordance with applicable plans, policies, procedures, regulations and laws. 
However, opportunities to enhance effectiveness and/or efficiency were identified.

	Performed with Major Challenges (M)
	The targets and critical tasks associated with the core capability were completed in a manner that achieved the objective(s), but some or all of the following were observed in the demonstrated performance:
Had a negative impact on the performance of other activities; 
Contributed to additional health and/or safety risks for the public or for emergency workers; and/or 
Was not conducted in accordance with applicable plans, policies, procedures, regulations and laws.

	Unable to be Performed (U)
	The targets and critical tasks associated with the core capability were not performed in a manner that achieved the objective(s).


[bookmark: _Toc55894651]Placement and Monitoring
Confirm your position lets you observe player actions and hear conversations without interfering with those activities. In certain conditions, more than one evaluator may be needed in a setting or area. 


[bookmark: _Toc55894652]Exercise Evaluation Guide: Objective 1
Exercise Name: [Insert Exercise Name]
Exercise Date: [Insert Exercise Date]
Organization/Jurisdiction: [Insert Organization or Jurisdiction]
Venue: [Insert Venue Name]
	Mitigation, Response and Recovery

	Exercise Objective: Identify how continuity planning is integrated throughout all existing plans, policies and procedures.

	Core Capability: Planning
Conduct a systematic process engaging the whole community as appropriate in the development of executable strategic, operational and/or tactical-level approaches to meet defined objectives.

	Organizational Capability Target 1: Continuity is identified and addressed as an aspect of all organization operational plans.
Critical Task: Discuss relevant organization plans, policies and procedures and note if continuity concept is included.
Critical Task: Identify organization plans, policies and procedures where continuity is not addressed and potential gaps created.
Critical Task: Discuss benefits of continuity integration in all organization operational plans.
Critical Task: Discuss potential ways to include continuity in plans, policies and procedures.
Source(s): [Insert name of organization operational plans]



	Organizational Capability Target
	Associated Critical Tasks
	Observation Notes and Explanation of Rating
	Target Rating

	Continuity is identified and addressed as an aspect of all organization operational plans.

	Critical Task: Discuss relevant organization plans, policies and procedures and note if continuity concept is included.
Critical Task: Identify organization plans, policies and procedures where continuity is not addressed and potential gaps created.
Critical Task: Discuss benefits of continuity integration in all organization operational plans.
Critical Task: Discuss potential ways to include continuity in plans, policies and procedures.
	[Observation notes and explanation of rating]
	[Target rating]


Final Core Capability Rating: [Enter Total Rating here]

	Evaluator Information
	Ratings Key

	[Evaluator Name:]
	P: Performed without challenges

	[Evaluator Email:]
	S: Performed with some challenges

	[Evaluator Phone:]
	M: Performed with major challenges

	
	U: Unable to be performed




[bookmark: _Toc55894653]Exercise Evaluation Guide: Objective 2
Exercise Name: [Insert Exercise Name]
Exercise Date: [Insert Exercise Date]
Organization/Jurisdiction: [Insert Organization or Jurisdiction]
Venue: [Insert Venue Name]
	Mitigation, Response and Recovery

	Exercise Objective: Review existing general agency operations plans, policies and/or practices; discuss the decisions and actions to implement these plans, policies and practices; and identify gaps and challenges with their current structure and contents.

	Core Capability: Operational Coordination 
Establish and maintain a unified and coordinated operational structure and process that appropriately integrates all critical stakeholders and supports the execution of core capabilities.

	Organizational Capability Target 1: Discuss actions taken under the organization’s operational plans, policies and procedures to address the current situation.
Critical Task: Identify the parts within the organization’s operational plans, policies and procedures that address the current situation. 
Critical Task: Note required actions identified in the organization’s operational plan.
Critical Task: Identify any actions that should be taken but that are not addressed in the organization’s operational plan.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 2: Discuss how a continuity of operations activation impacts organization operational plans, policies and procedures.
Critical Task: Confirm that critical operational activities are included as essential functions. 
Critical Task: Confirm that the organization’s continuity staff can execute critical operational activities at the alternate site.
Critical Task: Discuss any gaps in critical operational activities during a continuity activation.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 3: Discuss how a devolution activation impacts organization operational plans, policies and procedures.
Critical Task: Confirm that staff responsible for devolution can execute critical operational activities at the designated devolution site(s).
Critical Task: Discuss any systems or infrastructure gaps that impact ability to execute critical operational activities during a devolution activation.
Critical Task: Discuss any personnel gaps that impact ability to execute critical operational activities during a devolution activation.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 4: Discuss how reconstitution implementation includes organization operational plans, policies and procedures.
Critical Task: Confirm that reconstitution plans and procedures identify critical operational activities.
Critical Task: Confirm that the reconstitution plan and procedures include personnel responsible for operational plan implementation on the reconstitution team.
Critical Task: Discuss any potential gaps and potential mitigation strategies to include operational plans, policies and procedures in implementing reconstitution operations.
Source(s): [Insert name of organization operational plans]



	Organizational Capability Target
	Associated Critical Tasks
	Observation Notes and Explanation of Rating
	Target Rating

	Discuss actions taken under the organization operational plans policies and procedures to address the current situation.
	Critical Task: Identify the parts within the organization’s operational plans, policies and procedures that address the current situation.
Critical Task: Note required actions identified in the organization’s operational plan.
Critical Task: Identify any actions that should be taken but that are not addressed in the organization’s operational Plan.
	[Observation notes and explanation of rating]
	[Target rating]

	Discuss how a continuity of operations activation impacts organization operational plans, policies and procedures.
	Critical Task: Confirm that critical operational activities are included as essential functions. 
Critical Task: Confirm that the organization’s continuity staff can execute critical operational activities at the alternate site.
Critical Task: Discuss any gaps in critical operational activities during a continuity activation.
	[Observation notes and explanation of rating]
	[Target rating]

	Discuss how a devolution activation impacts organization operational plans, policies and procedures.
	Critical Task: Confirm that the staff responsible for devolution can execute critical operational activities at the designated devolution site(s).
Critical Task: Discuss any systems or infrastructure gaps that impact ability to execute critical operational activities during a devolution activation.
Critical Task: Discuss any personnel gaps that impact ability to execute critical operational activities during a devolution activation.
	[Observation notes and explanation of rating]
	[Target rating]

	Discuss how reconstitution implementation includes organization operational plans, policies and procedures.
	Critical Task: Confirm that reconstitution plans and procedures identify critical operational activities.
Critical Task: Confirm that reconstitution plan and procedures include personnel responsible for operational plan implementation on the reconstitution team.
Critical Task: Discuss any potential gaps and potential mitigation strategies to include operational plans, policies and procedures in implementing reconstitution operations.
	
	


Final Core Capability Rating: [Enter Total Rating here]

	Evaluator Information
	Ratings Key

	[Evaluator Name:]
	P: Performed without challenges

	[Evaluator Email:]
	S: Performed with some challenges

	[Evaluator Phone:]
	M: Performed with major challenges

	
	U: Unable to be performed




[bookmark: _Toc55894654]Exercise Evaluation Guide: Objective 3
Exercise Name: [Insert Exercise Name]
Exercise Date: [Insert Exercise Date]
Organization/Jurisdiction: [Insert Organization or Jurisdiction]
Venue: [Insert Venue Name]
	Mitigation, Response and Recovery

	Exercise Objective: Review existing continuity of operations plans, policies and/or practices; discuss the decisions and actions to implement these plans, policies and practices; and identify gaps and challenges with their current structure and contents.

	Core Capability: Community Resilience 
Enable the recognition, understanding, communication of and planning for risk and empower individuals and communities to make informed risk management decisions to adapt to, withstand and quickly recover from future incidents.

	Organizational Capability Target 1: Discuss implementation activities for organization continuity of operations plans, policies and/or practices.
Critical Task: Discuss the triggers for plan activation.
Critical Task: Review who in the organization is authorized to activate organization continuity plans.
Critical Task: Identify actions taken and by whom in response to a continuity activation. 
Critical Task: Identify gaps and potential mitigation strategies in implementing continuity in this scenario.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 2: Discuss communications activities and capabilities in a continuity activation.
Critical Task: Review alternate methods of communication and assess the state of the organization’s ability to execute using alternate methods of communication.
Critical Task: Discuss workforce communication plans in a continuity event.
Critical Task: Review communications plans for additional stakeholders in a continuity event.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 3: Discuss integration with the devolution site and personnel during a continuity event.
Critical Task: Review continuity and devolution plans for communication protocols. 
Critical Task: Review continuity and devolution plans for integration activities.
Critical Task: Discuss organization leadership and potential transfer of authorities to the devolution site.
Source(s): [Insert name of organization operational plans]



	Organizational Capability Target
	Associated Critical Tasks
	Observation Notes and Explanation of Rating
	Target Rating

	Discuss implementation activities for organization continuity of operations plans, policies and/or practices.
	Critical Task: Discuss the triggers for plan activation.
Critical Task: Review who in the organization is authorized to activate organization continuity plans.
Critical Task: Identify actions taken and by whom in response to a continuity activation. 
Critical Task: Identify gaps and potential mitigation strategies in implementing continuity in this scenario.
	[Observation notes and explanation of rating]
	[Target rating]

	Discuss communications activities and capabilities in a continuity activation.
	Critical Task: Review alternate methods of communication and assess the state of the organization’s ability to execute using alternate methods of communication.
Critical Task: Discuss workforce communication plans in a continuity event.
Critical Task: Review communications plans for additional stakeholders in a continuity event.
	[Observation notes and explanation of rating]
	[Target rating]

	Discuss integration with the devolution site and personnel during a continuity event.
	Critical Task: Review continuity and devolution plans for communication protocols. 
Critical Task: Review continuity and devolution plans for integration activities.
Critical Task: Discuss organization leadership and potential transfer of authorities to the devolution site.
	[Observation notes and explanation of rating]
	[Target rating]


Final Core Capability Rating: [Enter Total Rating here]

	Evaluator Information
	Ratings Key

	[Evaluator Name:]
	P: Performed without challenges

	[Evaluator Email:]
	S: Performed with some challenges

	[Evaluator Phone:]
	M: Performed with major challenges

	
	U: Unable to be performed




[bookmark: _Toc55894655]Exercise Evaluation Guide: Objective 4
Exercise Name: [Insert Exercise Name]
Exercise Date: [Insert Exercise Date]
Organization/Jurisdiction: [Insert Organization or Jurisdiction]
Venue: [Insert Venue Name]
	Mitigation, Response and Recovery

	Exercise Objective: Review existing devolution plans, policies and/or practices; discuss the decisions and actions to implement these plans, policies and practices; and identify gaps and challenges with their current structure and contents. 

	Core Capability: Community Resilience 
Enable the recognition, understanding, communication of and planning for risk and empower individuals and communities to make informed risk management decisions to adapt to, withstand and quickly recover from future incidents.

	Organizational Capability Target 1: Discuss implementation activities for the organization’s devolution plans, policies and/or practices.
Critical Task: Discuss the triggers for plan activation.
Critical Task: Review who in the organization is authorized to activate the organization’s devolution plan.
Critical Task: Identify actions taken and by whom in response to a devolution activation. 
Critical Task: Identify gaps and potential mitigation strategies in implementing devolution.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 2: Discuss communications activities and capabilities in a devolution activation.
Critical Task: Review alternate methods of communication and assess the state of the organization’s ability to execute using alternate methods of communication
Critical Task: Discuss workforce communication plans in a devolution event.
Critical Task: Review communications plans for additional stakeholders in a devolution event.
Source(s): [Insert name of organization operational plans]



	Organizational Capability Target
	Associated Critical Tasks
	Observation Notes and 
Explanation of Rating
	Target Rating

	Discuss implementation activities for the organization’s devolution plans, policies and/or practices.

	Critical Task: Discuss the triggers for plan activation.
Critical Task: Review who in the organization is authorized to activate the organization’s devolution plan.
Critical Task: Identify actions taken and by whom in response to a devolution activation. 
Critical Task: Identify gaps and potential mitigation strategies in implementing devolution.
	[Observation notes and explanation of rating]
	[Target rating]

	Discuss communications activities and capabilities in a devolution activation.

	Critical Task: Review alternate methods of communication and assess the state of the organization’s ability to execute using alternate methods of communication.
Critical Task: Discuss workforce communication plans in a devolution event.
Critical Task: Review communications plans for additional stakeholders in a devolution event.
	[Observation notes and explanation of rating]
	[Target rating]


Final Core Capability Rating: [Enter Total Rating here]

	Evaluator Information
	Ratings Key

	[Evaluator Name:]
	P: Performed without challenges

	[Evaluator Email:]
	S: Performed with some challenges

	[Evaluator Phone:]
	M: Performed with major challenges

	
	U: Unable to be performed




[bookmark: _Toc55894656]Exercise Evaluation Guide: Objective 5
Exercise Name: [Insert Exercise Name]
Exercise Date: [Insert Exercise Date]
Organization/Jurisdiction: [Insert Organization or Jurisdiction]
Venue: [Insert Venue Name]
	Mitigation, Response and Recovery

	Exercise Objective: Review existing reconstitution plans, policies and/or practices; discuss the decisions and actions to implement these plans, policies and practices; and identify gaps and challenges with their current structure and contents. 

	Core Capability: Community Resilience 
Enable the recognition, understanding, communication of and planning for risk and empower individuals and communities to make informed risk management decisions to adapt to, withstand and quickly recover from future incidents.

	Organizational Capability Target 1: Discuss implementation activities for the organization’s reconstitution plans, policies and/or practices.
Critical Task: Discuss the triggers for plan activation.
Critical Task: Review who in the organization is authorized to activate the organization’s reconstitution plans.
Critical Task: Review who is on the reconstitution team and identify gaps.
Critical Task: Identify actions taken and by whom in response to a reconstitution activation. 
Critical Task: Identify gaps and potential mitigation strategies in implementing reconstitution.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 2: Discuss communications activities and capabilities in a reconstitution activation.
Critical Task: Review alternate methods of communication and assess the state of the organization’s ability to execute using alternate methods of communication
Critical Task: Discuss workforce communication plans for reconstitution.
Critical Task: Review communications plans for additional stakeholders for reconstitution.
Source(s): [Insert name of organization operational plans]



	Organizational Capability Target
	Associated Critical Tasks
	Observation Notes and Explanation of Rating
	Target Rating

	Discuss implementation activities for the organization’s reconstitution plans, policies and/or practices.
	Critical Task: Discuss the triggers for plan activation.
Critical Task: Review who in the organization is authorized to activate the organization’s reconstitution plans.
Critical Task: Review who is on the reconstitution team and identify gaps.
Critical Task: Identify actions taken and by whom in response to a reconstitution activation. 
Critical Task: Identify gaps and potential mitigation strategies in implementing reconstitution.
	[Observation notes and explanation of rating]
	[Target rating]

	Discuss communications activities and capabilities in a reconstitution activation.
	Critical Task: Review alternate methods of communication and assess the state of the organization’s ability to execute using alternate methods of communication.
Critical Task: Discuss workforce communication plans for reconstitution.
Critical Task: Review communications plans for additional stakeholders for reconstitution.
	[Observation notes and explanation of rating]
	[Target rating]


Final Core Capability Rating: [Enter Total Rating here]

	Evaluator Information
	Ratings Key

	[Evaluator Name:]
	P: Performed without challenges

	[Evaluator Email:]
	S: Performed with some challenges

	[Evaluator Phone:]
	M: Performed with major challenges

	
	U: Unable to be performed




[bookmark: _Toc55894657]Exercise Evaluation Guide: Objective 6
Exercise Name: [Insert Exercise Name]
Exercise Date: [Insert Exercise Date]
Organization/Jurisdiction: [Insert Organization or Jurisdiction]
Venue: [Insert Venue Name]
	Mitigation, Response and Recovery

	Exercise Objective: Identify potential solutions or mitigation strategies, both short- and long-term, for identified issues.

	Core Capability: Planning
Conduct a systematic process engaging the whole community as appropriate in developing executable strategic, operational and/or tactical-level approaches to meet defined objectives.

	Organizational Capability Target 1: The review of continuity of operations implementation addresses solutions and mitigation strategies.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified in the implementation activities for the organization’s continuity of operations plans, policies and/or practices.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified for communications activities and capabilities in a continuity activation.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified with integration with the devolution site and personnel during a continuity event
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 2: The review of devolution implementation addresses solutions and mitigation strategies.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified in the implementation activities for the organization’s devolution plans, policies and/or practices.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified for communications activities and capabilities in a devolution activation.
Source(s): [Insert name of organization operational plans]

	Organizational Capability Target 3: The review of reconstitution implementation addresses solutions and mitigation strategies.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified in the implementation activities for the organization’s Reconstitution plans, policies and/or practices.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified for communications activities and capabilities during Reconstitution implementation.
Source(s): [Insert name of organization operational plans]



	Organizational Capability Target
	Associated Critical Tasks
	Observation Notes and Explanation of Rating
	Target Rating

	The review of continuity of operations implementation addresses solutions and mitigation strategies.
	Critical Task: Discuss potential solutions or mitigation strategies to gaps identified in the implementation activities for the organization’s continuity of operations plans, policies and/or practices.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified for communications activities and capabilities in a continuity activation.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified with integration with the devolution site and personnel during a continuity event
	[Observation notes and explanation of rating]
	[Target rating]

	Solutions and mitigation strategies are addressed in the review of Devolution implementation.
	Critical Task: Discuss potential solutions or mitigation strategies to gaps identified in the implementation activities for the organization’s devolution plans, policies and/or practices.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified for communications activities and capabilities in a devolution activation.
	[Observation notes and explanation of rating]
	[Target rating]

	The review of reconstitution implementation addresses solutions and mitigation strategies.
	Critical Task: Discuss potential solutions or mitigation strategies to gaps identified in the implementation activities for the organization’s reconstitution plans, policies and/or practices.
Critical Task: Discuss potential solutions or mitigation strategies to gaps identified for communications activities and capabilities during reconstitution implementation.
	[Observation notes and explanation of rating]
	[Target rating]


Final Core Capability Rating: [Enter Total Rating here]

	Evaluator Information
	Ratings Key

	[Evaluator Name:]
	P: Performed without challenges

	[Evaluator Email:]
	S: Performed with some challenges

	[Evaluator Phone:]
	M: Performed with major challenges

	
	U: Unable to be performed


[bookmark: _Toc55894658]After-Action Report
Following the exercise conduct, an AAR that evaluates exercise objectives and document strengths and areas for improvement is developed.
Evaluators capture key discussion and outcomes during the tabletop, including identified strengths and areas for improvement. 
Players may complete a participant feedback form at the conclusion of the exercise. The feedback form, coupled with evaluation documentation, is used to compile the AAR.



[bookmark: _Toc55894659]Appendix A: Facilitation Best Practices
Along with the facilitator notes in this guide (highlighted in blue italics), the Whole Community Resilience and Continuity ESK also provides organizations with additional guidance on the role of a facilitator, best practices and tips and tricks. Although facilitation changes based on the exercise and participating audience, facilitators should thoroughly understand the purpose of the ESK and provide notetakers with guidance on what they should be capturing.
[bookmark: _Toc55894660]Facilitator Role
As a facilitator your role is to:
Establish ground rules for participation (e.g., raising hand, unmuting, etc.) and set the discussion tone;
Foster a learning environment through an open dialogue;
Keep participant discussion focused on the activity;
Ensure all viewpoints are represented and summarize participant feedback to build consensus; and
Ask questions to clarify issues.
[bookmark: _Toc55894661]Facilitator Best Practices
A good facilitator strives to be:
A strong communicator: Communicates effectively, is aware of body language;
Flexible: Adapts the process to the situation;
Knowledgeable: Knows the process and how to use it;
Inclusive: Encourages participation from all group members;
Organized: Has all materials ready and at hand before the session begins;
Responsible: Has the best interests of the group in mind and confirms the needs of the activity are met;
In control, but not controlling: Manages the group, the process and the time, but is transparent to the outcome; and 
Pays attention: is aware of group dynamics, energy levels and participant needs
[bookmark: _Toc55894662]Facilitator tips for Remote Meetings:
Send the workshop presentation to the participants prior to the call;
Ensure the participants are familiar with the phone or video conference platform you will be using;
Conduct a test two days prior to your workshop to ensure your conference platform works as intended;
When facilitating, continuously state the slide number for those unable to see your screen;
Decide if you would like the participants to use the chat function during the workshop. If you use it, remember to save the chat transcript before ending the call
Don’t be put off by silence.
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