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Exercise Evaluation Form – Support Agency








	How to complete this evaluation form

	Step 1
	Decide if your agency will include any agency-level objectives and key performance indicators in order to evaluate any specific areas of interest that are not covered in the national level objectives and key performance indicators. You can add these objectives and key performance indicators at the end of the evaluation form.

	Step 2
	Decide if your agency will include specific evaluation questions for the other objectives.  You can add your own questions for each objective at the end of each section.  Do NOT change the reference numbers to the questions.  You may add to these at the end of each objective.

	Step 3
	Print this form and mark your evaluation answers on it.  

Note: 
This form is to be completed on 31 August 2016.

Not all national objectives and KPIs are relevant for this evaluation form.

There will also be separate forms for exercise table top activities on 14 September and 28 September 2016 (and these will be made available separately).

	Step 4
	Answer each Evaluation Criteria using the Ratings – 1 (Met), 2 (Not Met), 3 (Partially Met), 4 (Not Applicable or Not Tested) by writing a Rating Number in each Rating Section.  

An explanation of these Ratings are:

· 1 - Met: The Evaluation Criteria was met in all instances.

· 2 - Not Met: The Evaluation Criteria was not met in any instance.

· 3 - Partially Met: The Evaluation Criteria was met in some instances, but there were incomplete tasks associated with this Evaluation Criteria.

· 4 - Not Applicable or Not Tested as part of the exercise. 

There are some Evaluation Criteria requiring a Yes/ No/ NA/ Not Used response.  These responses are required as part of the Overall summary of capability and performance and Comments and observations on exercise planning process sections of this evaluation form.
In all sections, the comments on the agency’s performance is compulsory and should be used to explain/expand your Rating answers.  

	Step 5
	After the exercise, input your answers into the online version of this form and return it to the Exercise Coordinators, CDEMexercises@dpmc.govt.nz by 28 October 2016.  

The online (Survey Monkey) link to this form is: https://www.research.net/r/8VTSLNW.
If you have any problems using the electronic form, please contact the Exercise Coordinators.


	Evaluator Details

	Date of Evaluation
	

	Agency Name:
	

	Evaluator Name:
	

	Phone:
	

	Mobile:
	

	E-Mail:
	


	National Objective 2.0: Support a coordinated interagency response. 

	Sub-objective 2.1:  Support identification of threat of major incident.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 2.1.1.  Agency supports the identification of a threat as a major incident requiring the activation of the National Security System
. 
	National warning system messages were received.
	

	
	Agency followed emergency response procedures.
	

	
	Agency informed the NCMC about decisions made and activities undertaken.
	

	Comments on Sub-objective 2.1 and related KPIs/ Evaluation Criteria:

	


	National Objective 2.0: Support a coordinated interagency response. 

	Sub-objective 2.2:  Activate coordination centres at all required levels in accordance with standard operating procedures.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	2.2.1. Support agency activates a coordination centre, where required, in accordance with standard operating procedures.
	The Controller was consulted on NCC/ ECC/ EOC activation.
	

	
	The NCC/ ECC/ EOC was activated in accordance with SOPs. 
	

	
	Response activation and notification systems were utilised by the Agency.

(Please detail)
	

	
	The NCC/ ECC/ EOC Response Plan was activated.
	

	2.2.2. Lead agency and other key stakeholders are identified and informed of the activation(s).
	Key stakeholders were identified and informed of the NCC/ ECC/ EOC activation.
	

	2.2.3. Liaison arrangements are activated in accordance with standard operating procedures. 
	Liaison roles for the NCC/ ECC/ EOC were identified.

(Please detail)
	

	
	Liaison roles in the NCC/ ECC/ EOC were activated in accordance with SOPs.
	

	
	The Agency provided liaison staff (if requested) to the NCMC/ ECC/ EOC in accordance with SOPs.
	

	Comments on Sub-objective 2.2 and related KPIs/ Evaluation Criteria:

	


	National Objective 2.0: Support a coordinated interagency response. 

	Sub-objective 2.2:  Activate coordination centres at all required levels in accordance with standard operating procedures.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	2.2.4. Welfare arrangements are activated in accordance with standard operating procedures

.
	Agency enabled its nominated representative(s) to participate in National/ Welfare Coordination Group and/or welfare services sub-function response activities to support the NCMC/ECC/EOC Welfare function.
	

	
	Liaison staff (if requested) were provided to the NCMC/ECC/EOC in accordance with SOPs.
	

	
	Agency internal welfare services-related processes were activated and tested in accordance with SOPs/plans (optional testing).
	

	2.2.5. Lifelines arrangements are activated in accordance with standard operating procedures.
	Liaison staff (if requested) were provided to the NCMC in accordance with SOPs.


	

	Comments on Sub-objective 2.2 and related KPIs/ Evaluation Criteria:

	


	National Objective 2.0: Support a coordinated interagency response. 

	Sub-objective 2.3:  Support the development of an action plan in accordance with standard operating procedures.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	2.3.1. Support agency contributes to the lead agency planning processes as established in standard operating procedures.
	The national/ regional/ local planning process was followed and consultation was conducted with the Agency.
	

	
	The Agency contributed effectively to national/ regional/ local action planning.
	

	2.3.2. Threats and associated risks identified by the support agency are considered in the development of the action plan.
	Threats were identified by the Agency as part of the Options Analysis step in the national/ regional/ local action planning process.
	

	
	Risks were identified by the Agency as part of the Options Analysis step in the national/ regional/ local action planning process.
	

	
	Mitigation strategies were put in place for any identified threats and risks during the Options Analysis step in the national/ regional/ local action planning process.  
	

	2.3.3. Support agency develops a task plan
 to detail the tasks assigned to it by the lead agency.
	There was a process in place for the development of the Agency’s Task Plan(s).
	

	
	Agency Task Plan(s) were developed.
	

	
	Agency Task Plan(s) reflected the tasks assigned in the National/ Regional/ Local Action Plan.
	

	Comments on Sub-objective 2.3 and related KPIs/ Evaluation Criteria:

	


	National Objective 2.0: Support a coordinated interagency response. 

	Sub-objective 2.4:  Support a tsunami response in accordance with the lead agency’s emergency plan, the action plan, CIMS, and legal/policy frameworks.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	2.4.1. Liaison arrangements are maintained as required throughout the duration of the response.
	The NCC/ ECC/ EOC provided information and support to liaison staff.
	

	
	Liaison staff in the NCC/ ECC/ EOC were included in national/ regional/ local action planning processes.
	

	
	Liaison staff in the NCC/ ECC/ EOC were tasked appropriately in line with their Agency’s responsibilities in the CDEM Plan.
	

	
	Liaison staff in the NCC/ ECC/ EOC were easily identifiable.
	

	
	There were linkages/communications with the Agency within NCC/ ECC/ EOC structure and desk functions.
	

	2.4.2. Response is supported in accordance with plans and within mandated frameworks. 
	Agency response was conducted in accordance with SOPs, Agency plans and the National/ Regional/ Local Action Plan.
	

	
	Interactions (information sharing and communication) between the NCC/ ECC/ EOC and other agencies occurred in a timely manner.
	

	
	The National CDEM Plan/ CDEM Group Plans/ Agency plans and/ or regional/ local plans were followed.
	

	Comments on Sub-objective 2.4 and related KPIs/ Evaluation Criteria:

	


	National Objective 2.0: Support a coordinated interagency response. 

	Sub-objective 2.4:  Support a tsunami response in accordance with the lead agency’s emergency plan, the action plan, CIMS, and legal/policy frameworks.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	2.4.3. The systems, processes and resources are appropriate for implementing the action plan. 
	There was a process in place for Agency contribution and support to the National/ Regional/ Local Action Plan.
	

	
	Any tasking of the Agency was discussed prior to confirmation in the National/ Regional/ Local Action Plan.
	

	
	NCC/ ECC/ EOC understood the objectives set by the Controller.
	

	
	An Agency Action Plan was developed.
	

	
	The Agency Task Plan (s) was incorporated into the Agency Action Plan.
	

	2.4.4. Agencies confirm their ability to carry out the delegated tasks in a timely manner in accordance with standard operating procedures. 
	There was evidence that agencies completed delegated tasks in accordance with SOPs.
	

	
	Agencies informed NCC/ ECC/ EOC of when delegated tasks were completed.
	

	2.4.5. As appropriate, implement site, local, regional and national levels of support.
	There was evidence of support provided at national/ regional/ local level.
	

	
	There was evidence of coordination vertically and horizontally within the Agency.
	

	Comments on Sub-objective 2.4 and related KPIs/ Evaluation Criteria:

	


	National Objective 2.0: Support a coordinated interagency response. 

	Sub-objective 2.5:  Support coordination centres in accordance with standard operating procedures.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	2.5.1. Support agencies are able to support the inter-agency coordination centre as required by the lead agency.
	Agency provided liaison staff (as required) to the NCMC/ ECC/ EOC.
	

	
	Agency provided support (as required) to the NCMC/ ECC/ EOC.
	

	
	Agency attended coordination meetings and/ or teleconferences (as required).
	

	
	There was evidence that CIMS principles were followed by the Agency.
	

	2.5.2. Support agencies are able to sustain an operational response for the length of time required. 
	There was evidence of an Agency staff roster or planning for a staff rotation/ shift change for the NCC/ECC/ EOC.
	

	
	Consideration was given to Agency staff welfare (food, rest period, etc).
	

	
	The support agency’s business continuity plan(s) included consideration of how their operational response obligations were to be maintained.
	

	2.5.3. Support agencies can demonstrate there is a process in place to be able to return to business as usual following a response to a major incident. 
	Support agency has a business continuity plan(s).
	

	
	Support agency essential functions were identified within the business continuity plan(s), and strategies to ensure these functions continue are documented (such as consideration of alternative facilities, essential personnel and resources).
	

	
	Support agencies demonstrated a process was in place to assess the impact of the event on their organisation, prioritise maintaining/resuming essential functions and operationally manage the response and recovery of agency functions.
	

	Comments on Sub-objective 2.5 and related KPIs/ Evaluation Criteria:

	


	National Objective 4.0: Initiate the transition of response to recovery including planning and arrangements. 

	Sub-objective 4.1: Effective integration of response and recovery planning.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 4.1.1. Demonstrate that consideration of early recovery is incorporated into response planning.
	A Recovery Manager was identified and appointed.
	

	
	Recovery arrangements considered as part of planning in response for the Agency.
	

	KPI 4.1.2 Planning documents demonstrate an awareness of likely medium and long term impacts of response actions and decisions.
	Recovery considerations were included in medium and long term action planning for the Agency.
	

	Comments on Sub-objective 4.1 and related KPIs/ Evaluation Criteria:

	


	National Objective 5.0: Effectively manage information horizontally and vertically. 

	Sub-objective 5.1: Incident information is effectively managed and communicated by all agencies involved in the response.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 5.1.1.  A strategic communication plan is developed.
	The development of a strategic communication plan included consultation with relevant agencies.
	

	
	A strategic communication plan was disseminated to agencies in a timely manner.
	

	KPI 5.1.2.  A strategic communication plan is implemented.
	There was evidence of referral to the strategic communication plan in the Agency communications plan.
	

	KPI 5.1.3.  Accurate information is communicated internally in a timely manner in accordance with standard operating procedures
	Accurate information was communicated internally in a timely manner in accordance with SOPs.
	

	KPI 5.1.4.  Information is communicated across appropriate internal and external stakeholders in a timely manner to create a common operating picture.
	There was timely and relevant information sharing at national/ regional/ local level.
	

	
	There was evidence of information sharing between agencies for development of a common operating picture.
	

	
	A common operating picture/ accurate picture of the event was displayed at the NCC/ ECC/ EOC.
	

	KPI 5.1.5.  Information is appropriately stored in accordance with standard operating procedures.
	Information was appropriately stored in accordance with SOPs.
	

	KPI 5.1.6.  Each agency has the appropriate equipment and resources to share and manage information effectively.
	The NCC/ ECC/ EOC had appropriate equipment and resources to share and manage information effectively.

(Please detail)
	

	Comments on Sub-objective 5.1 and related KPIs/ Evaluation Criteria:

	

	National Objective 5.0: Effectively manage information horizontally and vertically. 

	Sub-objective 5.2: Support requirements are effectively communicated.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 5.2.1. Domestic support requests are effectively managed in accordance with standard operating procedures.
	Domestic support offers of assistance / requests for assistance to the NCC/ ECC/ EOC were effectively managed in accordance with SOPs.
	

	KPI 5.2.2. International support requests are effectively managed in accordance with standard operating procedures.
	International support offers of assistance / requests for assistance to the NCC were effectively managed in accordance with SOPs (national level only).
	

	Comments on Sub-objective 5.2 and related KPIs/ Evaluation Criteria:

	


	National Objective 5.0: Effectively manage information horizontally and vertically. 

	Sub-objective 5.3: Situation reports effectively fused from various sources and promulgated in a timely manner to relevant stakeholders.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 5.3.1.  Situation reports accurately disseminated to key stakeholders in accordance with standard operating procedures.
	Agency status reports were provided to NCMC/ ECC/ EOC for inclusion in NCMC/ ECC/ EOC situation reports.
	

	
	NCMC/ ECC/ EOC situation reports were accurately disseminated to key stakeholders in accordance with SOPs.
	

	Comments on Sub-objective 5.3 and related KPIs/ Evaluation Criteria:

	


	National Objective 6.0: Deliver effective public information management. 

	Sub-objective 6.1: Public communications reinforce confidence in the response and provide appropriate levels of public assurance.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 6.1.1.  Provide timely, accurate, and clear information to those who need it in accordance with standard operating procedures.
	The NCC/ ECC/ EOC provided timely, accurate, and clear information to those agencies who needed it in accordance with SOPs.
	

	
	Media spokesperson(s) were identified.
	

	
	Media spokesperson(s) were knowledgeable about the event.
	

	KPI 6.1.2.  Messages align with and support the operational response and government priorities.
	The content of Agency messages was in alignment with government priorities and guidance.
	

	
	Agency PIM staff provided effective support to the overall response (consistent messages, timely, coordinated communication).
	

	
	The Agency understood how it fitted into the overall CDEM public information system.
	

	KPI 6.1.3.  Proactive messaging across the full range of platforms meets the demand for accurate information.
	A range of platforms were utilised for the dissemination of messages.

(Please detail)
	

	KPI 6.1.4.  Public information/messaging is coordinated and consistent across agencies.
	The messages promulgated by the Agency were consistent with national messages.
	

	Comments on Sub-objective 6.1 and related KPIs/ Evaluation Criteria:

	


	National Objective 7.0: Implement business continuity arrangements. 

	Sub-objective 7.1: Agency is able to continue to effectively meet essential business as usual outputs.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 7.1.1.  Essential and non-essential business outputs are identified.
	Agency essential business functions were identified within the business continuity plan(s).
	

	
	Timeframes for recovery were specified for all functions identified as essential to maintain the agency’s pre-determined minimum Level of Service.
	

	KPI 7.1.2.  Agency has, or is able to acquire from other agencies, the capacity needed to meet essential business requirements whilst simultaneously meeting response requirements.
	The agency’s business continuity plan(s) included consideration of how their operational response obligations were maintained.


	

	
	The agency demonstrated that business continuity and emergency response activities could take place simultaneously, and were coordinated.
	

	
	Dependencies with other agencies/parties were identified within the agency business continuity plan(s) and support arrangements documented.
	

	KPI 7.1.3.  Each agency’s business activities are adjusted and communicated in accordance with business continuity plans.
	Business continuity resources (eg: plans, contact lists, essential process details) were available.
	

	
	The impact of the event was considered by the agency and an assessment made on invoking business continuity plan(s).  
	

	
	External communications were constructed to inform key stakeholders of business impact and anticipated recovery timeframes.
	

	
	Action planning detailed steps to support continuation of agency essential functions.
	

	
	Business continuity plan(s) and response processes were followed.
	

	
	Event specific circumstances were taken into account when prioritising and taking action to continue/resume essential functions.
	

	Comments on Sub-objective 7.1 and related KPIs/ Evaluation Criteria:

	


	National Objective 8.0: Integrate lessons identified from previous events and exercises in order to engender a culture of continuous improvement. 

	Sub-objective 8.1: Evaluation and post activity reporting of the inter agency outcomes is undertaken.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 8.1.1.  Evaluation is coordinated by the lead agency against relevant national objectives.
	Evaluator(s) were appointed.
	

	
	Processes were in place for coordination of Agency evaluation.
	

	KPI 8.1.2.  Supporting agencies provide relevant information to the post activity reporting.
	The Agency supported the hot debriefing processes after each exercise phase.
	

	
	The Agency supported the cold debriefing process at the completion of the exercise.
	

	Comments on Sub-objective 8.1 and related KPIs/ Evaluation Criteria:

	


	National Objective 8.0: Integrate lessons identified from previous events and exercises in order to engender a culture of continuous improvement. 

	Sub-objective 8.2: Continuous improvement processes are implemented.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 8.2.1.  Information is collected and shared with relevant agencies by the lead agency to allow continuous improvement across government.
	There was evidence of information collection and sharing of previous exercise/ event information between agencies.
	

	Comments on Sub-objective 8.2 and related KPIs/ Evaluation Criteria:

	


	National Objective 9.0: Further develop collaborative relationships, to enhance interagency knowledge and understanding; creating capability and resilience.

	Sub-objective 9.1: Agencies share information to engender an all hazards, all of government approach to response management.

	Key Performance Indicator:
	Evaluation Criteria:
	Rating:

	KPI 9.1.1.  Information is shared and utilised across agencies to assist in relationship and resilience building.
	Information was shared and utilised across agencies to assist in relationship and resilience building.
	

	KPI 9.1.2.  Best practices are discussed and shared across agencies.
	Best practices were discussed and shared across agencies.
	

	Comments on Sub-objective 9.1 and related KPIs/ Evaluation Criteria:

	


	Overall Summary of Capability and Performance 

	Evaluation Criteria:
	Rating:

(Please circle)

	The Agency has a better understanding of its goals, responsibilities and roles in civil defence emergencies.
	Yes / No

	Gaps in capability and capacity have been identified.
	Yes / No

	The Agency enhanced its external relationships and identified its interdependencies as a result of the exercise.
	Yes / No

	Exercise planning at the national level was inclusive.
	Yes / No/ NA

	Exercise planning at the CDEM Group level was aligned with national planning.
	Yes / No/ NA

	Exercise planning at the local level was aligned with CDEM Group planning.
	Yes / No/ NA

	The MCDEM exercise website pages were useful.
	Yes / No

	The MCDEM exercise website pages were updated in a timely manner.
	Yes / No

	The exercise update newsletters were useful.
	Yes / No

	This evaluation tool(s) was easy to use.
	Yes / No

	Exercise documentation (see MCDEM Exercise Tangaroa webpage) provided an appropriate level of detail.
	Yes / No

	Forms were easy to complete (eg. Participation form).
	Yes / No

	The templates provided for the exercise were useful: 

	Exercise General Instruction template
	Yes / No/ Not Used

	Exercise Inject template
	Yes / No/ Not Used

	Exercise Master Schedule of Events List template
	Yes / No/ Not Used

	Exercise PowerPoint template
	Yes / No/ Not Used


	Overall Summary of Capability and Performance 

	In this section, please summarise your overall comments with reference to the Agency’s performance including any recommendations for corrective action.

	Insert comments



	Comments and observations on exercise planning process

	Please provide a general statement about what went well with regards to planning for Exercise Tangaroa (you may comment about national, CDEM Group and/or local level planning).

	Insert comments



	Please provide a general statement about what did not go well with regards to planning for Exercise Tangaroa (you may comment about national, CDEM Group and/or local level planning).

	Insert comments



	Please provide a general statement about what could be improved with regards to planning for Exercise Tangaroa (you may comment about national, CDEM Group and/or local level planning).

	Insert comments



� Tsunami Advisory and Warning Plan: Supporting Plan (SP 01/16), Section 7 Agency action guides, National agencies action guide (p.23)


� Welfare Services in an Emergency – Director’s Guideline for CDEM Groups and agencies with responsibilities for welfare services in an emergency (DGL 11/15)


� National CDEM Plan 2015


� CIMS, 2nd Edition, April 2014.  A Task Plan is a description of how a single task will be managed and how response agencies will integrate their activities to achieve it.  It works within the arrangements of an Action Plan.





Page 2
Exercise Tangaroa Evaluation Form – Support Agency - Final

[image: image1.png][image: image2.jpg]