Complex Incident / After Action Report (AAR) Template

Instructions for use

This Template is used to develop a comprehensive report on complex/long term emergencies.  Information for developing the AAR ideally should be gathered at an AAR Meeting with all ICT [Incident Command Team] leads and other staff whom played significant roles in the response and recovery.   This template can be used as a way of structuring that meeting.  

Responsibility for developing the AAR will be delegated by the Deputy Incident Commander.  

Incident Name:

Start Date:

     

             End Date:

      

Report Completed By:


 
Reviewed By:

PART 1 - OVERVIEW

Incident Narrative (detailed description; include key time markers):

(Can use information in attached Incident Report)

Injury (explain injuries that occurred and how, when injury occurred, how many people sustained injuries, who was injured, what is the nature of the injury, etc.):

Damage/Loss (explain damage/loss of property that occurred, how it occurred, extent of damage/loss, claims, etc.):

PART 2 - ICT AREA DETAILS (e.g., Social Services, Buildings, Logistics, Information, administration, groups on ICT chart)
Each ICT area should include:

· Significant Activities & Actions taken/Decisions/Outcomes   

· Plans/protocols used

· Things that went well

· Areas for improvement

· Incident Commander

(Include: ICT activation decisions/issues)

· Social Services Operations
· Building Operations

· Logistics Operations
· Information Operations

· Administrative Operations
PART 3 – CONSOLIDATED REVIEW AND ACTION STEPS

List the top things that went well:

List the areas of concern:

List follow up steps (include who is assigned to complete and time frame):

PART 4 – ATTACHMENTS

To include any supporting/archival information such as:

· photographs 

· message scripts 

· hand notes submitted 

· diagrams 

· claims forms

· other resources consulted (i.e. legal counsel, PR support, etc.)

Record of AAR Briefing Meeting (date, attendance list, minutes, etc.)
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