




DISASTER COORDINATION TEAM ROSTER 

Name & Role Phone  Email  

Last Updated: 

Incident Command Team (ICT)  

 
 

Coordination Activities 

 
 
 
 



Response Rhythm 

 
 
 
 

Meeting Meeting Priorities Frequency 

Response 
Activation 

- 
- 
- 

AM Team 
Briefings 

- 
- 
- 

Mid-Day 
Check-ins 

- 

PM Team 
Briefings 

- 
- 
- 

All Staff 
Briefing 

- 
- 

- 

 







The Why 

The How 

 
 
 

 

Develop your Mission Statement  

ʻ

 









 

 

 

 

 

 

 

 

 

 

 

 





Common Incident Command Team Positions 

 Incident Commander

 Liaison Officer

ʻ

 Public Information Officer (PIO)

 Safety Officer



 Planning Section Lead

 Logistics Section Lead

 Operations Section Lead

 Finance & Admin Lead

 



Foreseen Disaster Readiness Huddle 

 

 

 

 
o 

o 

o 

o 

 
o 

 

 



 

  



Post-Impact Disaster Coordination Huddle 

 
 
 
 
 

 



 



Hazard & Risk Assessment Worksheet 

Instructions 

 

 

 

HAZARD & RISK ASSESSMENT TOOL 

Hazard Likelihood of 
occurrence 

Potential Impact 
to Facility / Org 

Potential Impact 
to Clients / Staff 

Combined 
Hazard Rating 

Flash Floods / 
Landslides 

Wildfire 

Hurricane 

Tsunami 

Earthquake 

 

 

 

 



 

  



Agency Evacuation Worksheet 

 
 
 
 
 
 
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Disaster Capabilities & Services Worksheet 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 ʻ

 
 
 
 

 
 
 
 
 
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Emergency Alert Planning Guide 

 

 

 

 

 

 

 

 

 

 

 

 

PACE Planning 



PACE Communication Systems Planning Worksheet 

Other Considerations: 

ʻ

 



Contact List Guides 

Key Internal Contacts  

(808) 905 – 1992 (808) 913 - 1992 

External Contacts 

Organization Point of Contact Contact Info 
  

Facility Contacts 

Service Point of Contact Contact Info 
 



Client Critical Contacts 

Name Primary Contact Alternate Contact 
 

Volunteer Critical Contacts 

Name Primary Contact Alternate Contact 
 
 
 
 



Phone Tree Template 

  

Role 

Name 

Phone:  

Alternate: 

Role 

Name 

Phone:  

Alternate:  

Role 

Name 

Phone:  

Alternate:  

Role 

Name 

Phone:  

Alternate:  

Role 

Name 

Phone:  

Alternate:  

Role 

Name 

Phone:  

Alternate:  

Role 

Name 

Phone:  

Alternate:  

Role 

Name 

Phone:  

Alternate:  

Role 

Name 

Phone:  

Alternate:  



 
  



Initial Damage Assessment Tool 

SITE-SPECIFIC INFORMATION 

INCIDENT DETAILS 

   
  


DAMAGE ASSESSMENT OVERVIEW

    



DAMAGE ASSESSMENT DETAILS
 

Exterior Property 
Assessment 

  
 

 
 

Exterior Building 
Assessment 

   
  
  

Interior Building 
Assessment 

   
  
  
 

Kitchen/Food 
Service Assessment 

    
  
  


Safety Features 
Assessment 

  
   

 


Equipment/Supplies 
Assessment 

  
 
  



Example Disaster Volunteer Time Log 

DISASTER VOLUNTEER SIGN-IN SHEET 

  



  



MOU Template 

OPENING 

Introduction 

Organizations 

Purpose 

CONTEXT 

Organization Profile  

  

 
 
 
 

 
 
 

PARTNERSHIP PROTOCOL 

Decision Making 
Protocol 

 
 

Dispute Resolution  

Community 
Engagement 

 
 

 



PLANNING 

Blue Skies 
Collaboration 

 
 
 

 

Gray Skies 
Collaboration  

 
 
 
 

Demobilization  

 

AGREEMENT  

Mou Review  
 

Agreed 
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