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Wisconsin CEM Professional-Level Mentoring Guidelines and Worksheet 
 
To the Mentor: 
This Mentoring experience is designed to familiarize the Wisconsin Certified Emergency Manager 
Professional Level candidate with first-hand involvement in communications, planning, incident 
management system, incident support, resource coordination, exercise or incident hotwashes, and 
HSEEP. It is focused on an individual who is an emergency manager or has responsibility for 
preparedness activities. The mentoring project may be initiated at any time after the candidate has 
initiated the WCEM Professional Level training process; the candidate does NOT need to have 
completed the prerequisite training prior to beginning the mentoring experience. The mentoring 
experience should be conducted over the course of at least two sessions, totaling a minimum of 8 
combined hours over at least a 30-day period; this mentoring experience may be extended to 
additional sessions or time if mutually agreed upon.  
 
As a Mentor, you will conduct a learning process for the candidate and provide an honest and 
objective overview of their performance while also fulfilling the learning objectives and tasks included 
on the worksheet. You have the flexibility to supplement actual activities, if none are available, with an 
informal discussion to achieve the objectives. 
 
If suitable mentors are not readily available to the candidate within their geographic area, the 
candidate has the option of traveling to another jurisdiction to complete this mentoring process, as 
their time allows. The candidate may also utilize instructors or other qualified professionals who are 
involved with a given learning objective to fulfill their mentoring experience. The intent is that no 
candidate is required to travel outside their local area to accomplish this assignment. The ultimate 
goal is to provide the candidate a meaningful and educational learning experience to assist that 
candidate in developing into a better-rounded emergency manager who possesses the tools needed 
to address the challenges that lie ahead. This mentoring experience requirement is intended to be 
conducted by one or more qualified professionals and should be as close to a “real life experience” as 
possible; this should be accomplished as a sperate activity outside of classroom training.  
 
Ideally, the Wisconsin Certified Emergency Manager Professional Level candidate would be evaluated 
during or immediately following an actual emergency response, but that will not always be possible. In 
the absence of actual response-based activities to base the mentoring sessions upon, the Mentor may 
instead conduct scenario-based discussion sessions with the candidate to effectively cover the 
appropriate material.  
 
This guide allows for a certain degree of flexibility if real-world exigencies prevent the typical 
completion of this requirement. There are many variables that affect the time needed to accomplish 
the specific goals. The mentor(s) shall determine the amount of time needed, taking into account the 
ability or background of the candidate. If some discussion tasks can not be completed in the time 
allotted, you the mentor should work with the candidate to complete as many of these tasks as 
possible, and further provide documentation to accompany the mentoring worksheet explaining and 
requesting approval for this variance.  
 
The mentoring experience itself is required for the successful completion of the Wisconsin Certified 



5005.8.5: WCEM Professional Level Mentoring Guidelines and Worksheet 

2 
 

Emergency Manager Professional Level and is not optional; how the candidate fulfills the obligation is 
very flexible and open to meet the needs and schedule of the candidate and their mentor. The goal of 
this mentoring project is to provide a candidate who has little or no experience with a first-hand 
exposure to the thinking process that goes into supporting the preparedness for, response to, and 
recovery from an actual incident.  
 
We sincerely hope that you, as a Mentor, will view this assignment with the seriousness and 
professionalism it deserves, which will ultimately benefit the operational effectiveness of the 
candidate’s agency. You also have an opportunity to make a major contribution to the advancement of 
the emergency management discipline by imparting your expertise to a new class of emergency 
managers and preparedness professionals. While conducting this mentoring experience, you yourself 
can also receive credit for the WCEM Advanced Professional Level Mentoring Program if you meet the 
prerequisites.  
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Mentoring Project Instructions 
 
To the Candidate: 
Select an experienced and qualified emergency management professional who has a variety of 
experience and training as a Mentor, and who is willing to help you with your education. Seek 
someone in the emergency management career field who has more than 5 years of county, tribal, 
local, or state experience. If you are already an emergency manager, select an emergency manager 
with more experience than you. While not required, it is preferred that you choose a mentor who is a 
Wisconsin Certified Emergency Manager for at least a portion of your mentorship.  
 
Provide your Mentor with this guide so they are familiar with the intent of the program and can 
accommodate your training needs. Select a time and place to conduct this mentoring process; you are 
required to participate in at least two mentoring sessions to complete this project.  
 
Some objectives may not be feasible to accomplish under actual conditions and may need to be 
performed using training and simulation sessions. In such cases, the Mentor may opt not to complete 
the objective if an alternative method to meet it can be achieved. An example would be a scenario-
based discussion versus an actual hands-on activity.  
 
The Mentor shall complete the Mentoring Evaluation Checklist form and legibly sign and date each 
objective or task they cover with you. You as the candidate will then write a three-page report on the 
mentoring experience; provide an overview of the process and further pick one of the discussion 
objective points and complete an in-depth analysis of what point. Include in this report what you 
learned from the experience, how it will benefit you and your organization in the future, what your 
chosen objective/task covers and why you think it is important for an emergency management 
professional to understand that objective/task. Submit this completed report in PDF or Microsoft 
Word document format using a 12 pt. font, one-inch margins, double-spaced with correct spelling, 
grammar, and punctuation. This is a required component for completion of the Wisconsin Certified 
Emergency Manager Professional Level program. 
 
You will submit this completed Mentoring worksheet and report, plus proof of completion of your 
prerequisites, along with your request to take the Wisconsin Certified Emergency Manager 
Professional Level written test.  
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Mentoring Evaluation Checklist 
The Wisconsin Certified Emergency Manager Professional level candidate must demonstrate an 
awareness and minimum proficiency relating to the following tasks. The tasks that are successfully 
completed by the candidate shall be signed by the Mentor. While there are 20 tasks listed, it is 
understood that not all will be accomplished due to time or logistical constraints. It is requested the 
mentor work with the candidate to complete as many of these skills as possible.  
 
Job Performance Tasks: 
 
1-EMERGENCY MANAGEMENT PROGRAM OVERVIEW – This requires an understanding of the various 
structure and roles of emergency management offices.  
 
1-1 Discuss the structure of the program the candidate is involved with if currently an emergency 

manager. Review the organization structure of the mentor’s emergency management program and 
then discuss other program structures.  
 

The candidate has completed this task.  Date __________________ 
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
1-2 Discuss responsibility and general duties of the emergency manager. Include an overview and 
discussion about local legal requirements and plans that provide the emergency management 
program authorities.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
1-3 Discuss home rule/Dillon’s rule and how it impacts the program.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
1-4 Discuss structure and relationships with other levels of government ie. County / tribe coordination 
with city, village, town, neighbors, and state etc.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
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1-5 Review recent meeting minutes and discuss how the emergency manager keeps stakeholders 
engaged and informed. 
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
1-6 Review Wisconsin Statute 323 and discuss roles and responsibilities of county / tribal / local 
emergency managers.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
2-PLANNING – is a critical function of emergency management. Engaging stakeholders in the 
development and revisions of plans is also an important aspect of emergency management programs. 
The candidate’s understanding of the plans and processes used is a vital aspect to the emergency 
management discipline.  
 
2-1 Identify and discuss plans for which the emergency manager is responsible, including at a 
minimum: 

• Emergency Operations Plan or Emergency Response plan and discuss the difference between 
EOP and ERP. Include additional discussion about ESF vs. annex  

• EPCRA plan and planning 
• Mitigation Plan 
• THIRA or risk assessment 
• Evacuation plan (if available)  
• Disaster recovery plans  

o Debris management plan (if available) 
o Family assistance plan (if available)  
o Donation management plan (if available)  
o Volunteer management plan (if available)  

• Mass casualty plans (if available) 
• Mass fatality plan and other public health plans as they apply to emergency management  
• Continuity of operations plan (if available)  

 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
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3-GRANT ADMINISTRATION – is an important aspect of the emergency management program and 
program maintenance.  
 
3-1 Identify and discuss grants for which the emergency manager is responsible, including at a 
minimum: 

• EMPG 
• EPCRA 

o EPCRA primary grant 
o EPCRA computer and equipment grant  

• HMEP (if applicable)  
• HS Grants 

o Exercise grants 
o Equipment and other projects 

 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
4-EMERGENCY RESPONSE, COORIDNATION, AND SUPPORT – The emergency manager plays an 
essential role supporting and coordinating emergency response to larger incidents and disasters.  
 
4-1 Discuss the EOC, its role, and the structure used in the mentor’s jurisdiction  
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
4-2 Review and discuss the emergency operations center plans and any checklists that guide the EOC 
manager during an activation. 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
4-4 Identify and discuss the emergency declaration process and the role the emergency manager plays 
in recommending and coordinating a declaration.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
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4-5 Identify and discuss how the EOC and emergency manager coordinate emergency procurement, 
emergency contracting, and the supporting processes. Identify who has authority in the jurisdiction to 
procure items and services.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
4-6 Discuss NIMS implementation and program management including credentialing and the ICS / EOC 
interface within the jurisdiction. 
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
4-7 Discuss resource management and the emergency manager’s role in coordinating local, county / 
tribal, and state resources. 
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
4-8 Discuss the recovery process and the role of the emergency manager and EOC.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
5-EMERGENCY MANGEMENT PROGRAM OUTREACH – Emergency managers regularly engage with 
response agencies, governmental bodies, the private sector and other stakeholders through outreach 
and education initiatives. These outreach activities are an important part of any program, and 
candidates should have an awareness of how to conduct outreach activities.  
 
5-1 Discuss outreach and education initiatives used in the mentor’s jurisdiction  
  
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
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5-2 Using a recent example, discuss outreach techniques for facilitating discussion and presenting to 
targeted audiences. Where feasible, the candidate should participate in an outreach event with the 
mentor.  
  
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
6-EXERCISE AND TRAINING – An important aspect of emergency management programs is better 
preparing stakeholders, including building capacity and sustaining capabilities to respond to and 
recover from a disaster. Emergency management programs regularly coordinate training and conduct 
exercises to meet these goals.  
 
6-1 Review and discuss the Integrated Preparedness Plan (IPP) for the jurisdiction. Discuss the process 
used to develop the IPP and how stakeholders were engaged to ensure buy-in at the local level.  
 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
6-2 Discuss the process for requesting training and what training is available: 

• WEM NIMS training  
• National Domestic Consortium Partners 
• Other providers  

 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 
 
6-3 Review and discuss Exercise program management including: 

• How HSEEP is applied in the jurisdiction to manage the exercise program 
• Exercise design process and share recent experiences for examples 
• Exercise delivery including reviewing a recent exercise and the resulting after-action review 
• Improvement plan implementation and tracking  

 
The candidate has completed this task.  Date____________________  
 
Mentor Title/Name____________________________ Mentor Signature ________________________  
 


