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Disaster Response

Staffing Roles
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Getting Started

The Resident Engagement Team Leader takes all actions necessary to communicate
with residents of an assigned building to optimize their disaster preparedness.
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When a disaster strikes, the main functions include:
Communicating emergency information to all residents.
Distributing emergency update flyers.

Assisting residents with evacuation.

Identifying residents most likely to need help after the disaster.
Working closely with the Building Protection Team Leader.

Qualifications may include:

Existing relationships with residents.

Knowledge of informal social networks between residents.
Ability to communicate with residents about health conditions.

Ability to direct building staff.

A likely staff member to fill this role may be:

Service Coordinator or other staff member who works closely with residents.

During the planning phase, the Resident Engagement Team Leader should:

Instruct residents to complete the Resident Survey, collect completed surveys and determine the
best method of gathering the information such as Excel, database or other.

Distribute Your Go Bag Checklist and the Floor Captain Guide to residents. Consider hosting an
event for residents to assemble Go Bags and follow up with residents interested in being Floor
Captains.

Review the Resident Flyer Guide with samples and templates. Determine how flyers will be
distributed during a disaster.

Review the Evacuation Tracking Sheet.

Complete the Resident Services Contact List.
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Click here to access the Tools and Video for this role:
http://enterprisecommunity.com/solutions-and-innovations/green-communities/tools-
and-services/ready-to-respond/disaster-staffing-toolkit/resident-engagementteam-leader

TO GET READY, WATCH THIS VIDEO NOW!

Housing Section Video
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Job Action Sheet

A Job Action Sheet includes specific tasks to be completed by the Disaster Response
Role over eight Operational Periods before, during and affer a disaster.

Operational Periods

Pre-Event Event Post Event
A immedictely
: 96 hours : 72 hours : 48 hours : 24 hours : 12 hours /ll Mater 7 12 hours
Pre-Event Event Post-Event
Preparedness Response Response
In this Toolkit, pre-event preparedness begins 96 hours ahead of an During the event  : Activities and tasks to
emergency event so an organization can best prepare for emergency period, Job Action : be completed after the
response and recovery. The Job Action Sheet specifies tasks that Sheets instruct all  : disaster is over.
should be completed 96, 72, 48, 24 and 12 hours before a disaster. Disaster Response
Roles to stay on
alert.
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‘ Sample Job Action Sheet

Disaster Job Description Main Functions Notes
Response Role A general description of The primary responsibilities  Information needed to help complete
: the Disaster Response Role.  of the Disaster Response Role. tasks or to report during meetings.

READY TO RESPOND DISASTER STAFFING TOOLKIT

Resident Engagement Team Leader
Job Action Sheet

The Resident Engagement Team Leagder takes all Main functlons include:

actions necessary to communicate withi residents of . Communlcatlrtg emergency information to reS|d'ents

assigned buildings to help them prepare for and recover - Distributing emergency update flyers.

from a disaster. + Assisting residents with evacuation.

« |dentifying residents most likely to need help after the
disaster.
96 H « Working closely with the Building Protection Team
ours
_____ Leader. :
; Pre-Event

Action Date Notes Done

Receive Section Meeting announcement from Housing Chief.

Read entire Job Action Packet with tools and fill gaps as needed.

Update Resident Services Contact List, and prepare Evacuation

Tracking Sheet.

Coordinate with Housing Chief to confirm appropriate messagfng for

emergency alert flyers. Post flyers on each floor and near eIevaiors

alerting residents to the disaster status.

If floor captain system is in place, place floor captains on alert.

Enterprise Community Partners, Inc. Name Phone . Date last revised
Operational Period Actions Additional Information
Specific time periods before, during, and Important tasks to be completed ~ Space to include contact and
after a disaster during which meetings are during each operational period.  updated document information.
held and tasks are completed.
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