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Collection Analysis Plan (CAP)
The CAP Template serves to organize and establish a clear path forward for data collection efforts for an after-action review. The CAP establishes focus areas and methods for data collection. Once you have developed you CAP you the next valuable step would be to create a Collection Script Template document and work on creating  Standard Interview Questions document. Another, document that can help with interviewers is the  Interview Best Practices document.
[NAME OF EVENT] (Ex. DR-4283-SC, Hurricane Matthew, etc.)
Event Summary
This section provides a brief overview of the event, including the name of the event, the type of event (e.g., hurricane, wildfire, mass casualty incident, etc.), the duration of the event, and the location. 
[Ex. Winter storms and heavy rainfall resulted in severe flooding for the western and northern portions of Nevada from January 5 through January 14, 2017. This resulted in a major disaster declaration, DR-4303-NV, including Public Assistance (PA) to 8 counties, independent cities, and Federally-recognized Indian Tribes and Hazard Mitigation Grant Program (HMGP) assistance for the entire State.]
Project Scope
This section defines the purpose and scope of your efforts. This should reflect information laid out in the project’s Scoping Document.
[Ex. From March 5 – March 15, 2017, six (6) collection and analysis staff members will begin data collection to support the development of the event’s After-Action Report. This collection will include interviews with first responders and other personnel who were (or still are) active in disaster operations. Additionally, collection and analysis staff will review policy and guidance documents to further support analysis.]
Objectives
Using the table template below, identify the primary objectives of your collection and analysis efforts based on relevant stakeholder input. CAP objectives define the target of a collection and serve as the basis for evaluation collection performance. They prioritize what topics to collect information on and should reflect why the collection is taking place. They should also identify your customers (e.g., FEMA HQ/Regional offices, JFO Leadership, State or local officials, etc.) and your plans for using collected information.
	Objective 1: Ex. Assess the deployment of Mass Care Teams, including development of situational awareness, staff training, and staffing structure.

	Responsible 
Staff
	Include which staff members will lead collection and analysis efforts for this objective.
1. Ex. John Doe, FEMA CIC (999-999-999, john.doe@fema.dhs.gov)
2. Ex. Joanne Doe, FEMA Region X CIC (888-888-888, joanne.doe@fema.dhs.gov) 

	Research 
Questions
	Research questions will be used to obtain the information identified in your objective. They should address how a program or process is meant to work, whether or not it achieved its desired goals, and where it encountered challenges/successes and should focus on both process and outcomes. These questions should be developed with consideration to what type of evidence you need, quantitative or qualitative.
1. Ex. Did Mass Care Team staff receive the necessary equipment upon arrival at the Emergency Operations Center? (Process Question)
2. Ex. How many shelters did Mass Care Teams deploy to? (Outcome Question)
3. Ex. What were some challenges and how did you overcome them?
4. Ex. What were some best practices and how were they implemented?

	Collection Methodologies
(Identify methodologies and sources that will be used to collect data for this objective.)

	Direct Observation (include which staff members. If any, will be responsible for observing the event.)
1. Ex. John Smith, Collection Team Member
2. Ex. Marie Claire, Collection Team Member

	Interviews & Hotwashes (Include any interviews or hotwashes, scheduled or potential, and which staff members will be responsible for conducting them.)
1. Ex. Jane Doe, Mass Care Team #2 Lead
a. Ex. Unscheduled but confirmed participation
2. Ex. Don Joe, Planning Section Chief
a. March 6, 9:30am-10:30am
b. Joanne Doe (Interviewer), John Doe (Note taker)
3. Ex. Mass Care Team staff hotwash
a. March 7, 1pm-2pm

	Data Sets (Include any data sets that can be used to drive collection for this objective.)
1. Ex. Mass Care Team Equipment Log
2. Ex. Mass Care Team Staff Assignment Log

	Policy/Doctrine/Guidance (Include any specific sets of policy, doctrine, or guidance that can inform collection or analysis for this objective.)
1. Ex. Mass Care Team Equipment Packs Guidance
2. Ex. Mass Care Team Position Task books

	Other (Include any other methodologies or sources not noted above.)
1. Ex. Mass Care Teams survey



	Objective 2:  

	Responsible 
Staff
	 

	Research 
Questions
	

	Collection Methodologies
(Identify methodologies and sources that will be used to collect data for this objective.)

	Direct Observation (include which staff members. If any, will be responsible for observing the event.)

	Interviews & Hotwashes (Include any interviews or hotwashes, scheduled or potential, and which staff members will be responsible for conducting them.)

	Data Sets (Include any data sets that can be used to drive collection for this objective.)

	Policy/Doctrine/Guidance (Include any specific set of policy, doctrine, or guidance that can inform collection or analysis for this objective.)

	Other (Include any other methodologies or sources not noted above.)



Potential Constraints
Use this section to note any potential constraints to your collection and analysis efforts. These may include constraints to your scope (e.g., adding or removing objectives), scheduling constraints (e.g., interviewees are all only available at one time), resource limitations (e.g., not enough staff to conduct all the interviews), and other potentially limiting factors. For each constraint, mitigation strategies should be included that address how you may avoid or address constraints.
1. Ex. Staffing Resources
a. Given the busy hurricane season, collection and analysis staff may have to be quickly redeployed to other events. 
b. To address this potentiality, we will identify potential means of conducting remote interviews via phone or video teleconference. 
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