	
	
	



[bookmark: _Toc470688664]Observation Development Workbook Template
The Observation Workbook Template outlines key parts of an observation and ensures consistent development of observations. The template includes designated areas for observation number, type, resolution level, discussion, desired outcomes, sources, and additional next steps.

Observations can be classified as a Strength, an Area for Improvement, a Potential Best Practice, or Mission Critical (MC) issues.
· A strength (STR) is an activity done within policy or guidance that yielded better results than usual in this disaster. 
· An area for improvement (AFI) is an activity that resulted in outcomes that did not meet expectations or intent. 
· A potential best practice (PBP) is an activity that is not within policy, but that yielded better results than could have been expected from solutions within policy under the same conditions. 
· A mission critical (MC) issue has significant operational impacts that may lead to mission failure or loss of life or bodily injury. MCs require immediate elevation to senior leadership for consideration.

(Observation Number) Topic Sentence: [Draft a topic sentence for your Observation that helps you start drafting, keeps you focused, narrows your subject to a single idea, and serves as a point of reference. This sentence is based off of the relevant high-level theme.]

	Observation Number: ###
	Observation Type: Area for Improvement (AFI)/Strength (STR)/Potential Best Practice (PBP)/Mission Critical (MC)
	Resolution Level: Operational/Strategic/Tactical

	Discussion

	Each discussion should include the following: 

Context: A brief history and purpose of the policy or action under discussion
· What was supposed to happen? Reference policy/guidance, when possible
Elaboration: Provide more detail of the problem, innovation, or process 
· What happened? 
· Why did it happen?
Evidence: Incorporate facts demonstrating the extent to which the Observation happened, with sources, examples, or other details 
Impact: Provide evidence and analysis of the impact or the potential impact to survivors, and/or costs/time delays to the Agency

	Desired Outcome

	The Desired Outcome is a vivid picture from the near-term future that shows what could be possible. It showcases where we are headed in the end and what the final resolution of the issue should accomplish. It should not be prescriptive on “how” to achieve the desired outcome. That’s the role of the Courses of Action (COAs).

	COA 1
	To develop a strong COA, starting with a verb such as “create,” “pursue,” “update,” etc. Add an activity which any reasonable person would be able to understand when it’s complete (e.g. update XYZ policy, pursue a legislative change). Finally, add a clause that describes what makes that activity different than something that already exists (e.g. create a training for the new process). Be specific and tag COAs with level of resolution needed (operational, strategic, tactical)

	COA #
	Space for additional COAs: There is often more than one way to solve a problem, and/or solving a problem often takes more than one action. Providing choices both includes more people in the change process and also encourages a more thorough solution to the issue.

	Certainty Level: 
	High, Medium, or Low (see below for additional detail) 

	Source(s)
	Source Material

	Name of Interviewee, Position, Date of Interview or Date, Time, and Location of Direct Observation
	Relevant content from interview 

	Name of additional Interviewee, Position, Date of Interview, or Date, Time, and Location of additional Direct Observation
	Relevant content from interview 

	Additional Validation Requirements:
	What further evidence do you need to refine the story to effectively explain the Observation, or to demonstrate its impact? 



Additional Explanation of Content from Template:
Observation (OBS) Number: Give each Observation a number using the format “DR-####-ST-###” or (Disaster-Disaster Number-State Abbreviation-Observation Number). When referring to this Observation, use the final 3 numbers as shorthand to quickly identify a topic sentence. 

Observation Type: Is this Observation an Area for Improvement (AFI), Strength (STR), a Potential Best Practice (PBP), or Mission Critical (MC) issue?

Resolution Level: At which level of resolution should action be taken? 
· Tactical: Identifying specific projects and Managing resources
· Operational: Focused on coordinating and integrating the activities of the Whole Community
· Strategic: Policy driven, establishing planning priorities.

Certainty Level: Fill in this row with one of the following three descriptors:
· High: The author is prepared to stand by the accuracy of the claim made in the Observation, is confident of the evidence that it occurred as described, that it had the stated impact, and that the suggested courses of action represent the best views available on the topic. No further collection is necessary to validate this Observation; however, further collection could provide additional, helpful examples. 
· Medium:  The author is prepared to stand by the main argument of the claim made in the Observation and has determined that—with some potential variation in details—that the Observation occurred, and that it had some impact. More collection is necessary to add evidence of the impact, that the Observation occurred as described, and to determine potential courses of action. 
· Low:  The author has determined that the Observation likely occurred, that it likely had some impact. Because the facts surrounding the claim in the Observation are limited, it is not possible to determine potential courses of action. However, because of the potential operational impact, the author has determined that leadership should know about the Observation. Further collection is necessary.

Sources: When distributing Observation content to parties outside of the CIP community, remove references to specific personnel as well as any identifying information. The sources column should be limited to position and date of interview (i.e. Hazard Mitigation Branch Director, 3/15/17 or County Firefighter, 3/15/17).
	
	
	



