Central Minnesota Healthcare Preparedness Coalition

Exercise Design Toolkit


Appendix 2: Exercise Evaluation Guide Template
	Name of Exercise: 
	Date:  

	Evaluator Name: 
	Evaluator Agency:

	Evaluator Email:
	Evaluator Phone Number: 

	Assigned Location:


Thank you for volunteering to be a part of the [exercise name] functional exercise for [agency name].  You will be playing the role of an Evaluator.  

· You have been assigned a position or area to evaluate.  Please be at your assigned location promptly.  

· This Exercise Evaluation Guide (EEG) has been provided for you.  Find your assigned area and use this guide to document required activities during the exercise.  There is also some blank space to use to document observations.  
· Watch and listen to the general area – don’t focus too much on just one aspect.  If you don’t understand something, feel free to ask staff but DO NOT offer instructions or suggestions to them.        

· Time stamp and document everything you see and hear.  Your evaluations will provide the basis for the After-Action Report and Improvement Plan.   

After the Exercise:

· An exercise hotwash will be held following the exercise.  You are invited to attend.      

· Turn in your EEGs and comments to [name / contact info] after the exercise.  
	Exercise Evaluation Guide: This Exercise Evaluation Guide is a template to use in your exercise.  It can be modified to match the Evaluation Criteria you determine for each of your exercise tasks.  This EEG is to be used by the Evaluators to document player actions during the course of the exercise.  

In the form below, enter the Objective in the top row and the corresponding tasks as determined by the exercise planning team.  Adjust the columns on the right (Time and Task Completed) to match your Evaluation Criteria.  A spot for Additional Comments / Observations is included as well for any additional notes from the Evaluator.  

Copy this format as many times as needed for the objectives.


	Objective 1: 
 
	Time
	Task Completed

	Tasks: 
	
	

	1.1 
	
	Yes     No    N/A


	1.2 
	
	Yes     No    N/A



	1.3 
	
	Yes     No    N/A




	Additional Comments / Observations  
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