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Most simply put, assessing the incident can be described as “knowing what is going on around you”.  All 
too o<en emo=onal reac=ons, shock and chaos can ensue a<er an incident and for those individuals 
responsible for an organiza=on it is important to maintain awareness and provide regular status updates 
to those involved. 
Documenta=on of key ac=ons and decisions is cri=cal in a crisis or disaster. The following ques=ons serve 
as a tool to ensure awareness is maintained throughout the event. Be sure to keep clear legible notes of 
your discussions. 

Assessment Outline 

1. What do you know about what has happened? 

● What is the source(s) of this informa=on? 

● Is it reliable? 

● Has it been validated? 

2. What are the known impacts to personnel, facili=es, opera=ons, and/or other? 

3. What immediate ac=on has been taken or needs to be taken? 

4. What addi=onal informa=on do you need? 

● Where can you source the necessary informa=on? 

5. At an organiza=onal level, who needs to be involved in the response? 

● Are they already engaged? 

● Define their role and responsibili=es in rela=on to the incident. 

6. What resources are available or may be required? 

7. What stakeholders may be impacted? 
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8. What communica=on(s) are required? 

● Who is the audience? 

● Who is responsible for communica=on? 

● How will it be delivered? 

9. What is the poten=al for greater impact? 

10. Is there anything else happening in the local area that may impact your organiza=on, people, 
facili=es, and/or opera=ons? 

Worksheet 

The following ques=ons serve as a tool to ensure situa=onal awareness is maintained throughout the 
event. If not documen=ng status updates, at least review the following ques=ons at each briefing. 

 

What do you know about what has happened? 

Informa=on Source Validated? 

  ☐ 

  ☐ 

  ☐ 

  ☐ 

  ☐ 

  ☐ 

What addi=onal informa=on do you need? 

Desired Informa=on Source Assigned To: 

   

   

   

What is the impact? 

 Current Poten=al 

Personnel   

Facili=es   

Opera=ons   
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Stakeholders   

Vendors/Suppliers   

Other   

What immediate ac=on has been taken or needs to be taken? 

The following process can be done quickly if it is well directed/managed and will provide you with quality 
results. 

1. Determine what you will be trying to achieve in the short and medium terms, once life safety 
issues have been stabilized. Documen=ng these strategic goals will provide everyone with focus 
throughout the recovery process. 

2. With the strategic goals in mind, what are your objec=ves for a par=cular opera=onal period 
(i.e., the next ___ hours or days)? 

3. Discuss op=ons for achieving your objec=ves. Get as many ideas on the table as you can. 

4. Select the best and most achievable op=on. At this point you will need to be mindful of any 
associated constraints or obstacles/ 

5. Document the ac=ons necessary to carry out the selected course of ac=on. 

Task/Ac=vity Person Responsible Status 

At an organiza=onal level, who needs to be involved in the response? 

Name Role Responsibili=es Contacted? 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

What resources do you need? 

Personnel Available? Facili=es Available? Technology/Equipment Available? 

 ☐  ☐  ☐ 

 ☐  ☐  ☐ 

 ☐  ☐  ☐ 

 ☐  ☐  ☐ 

What communica=ons are required? 
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Who is the 
audience? 

What is the 
message? 

Wo is responsible for 
delivery? 

Method of 
communica=on 

Situa=onal awareness is an ongoing process. As the situa=on develops, use this form to reevaluate the 
situa=on and your response. 

 

 
 
 

  


