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These are some points to keep in mind when setting up, running, and ending an operation. Remember that things may not occur in this order.

SET-UP
​​​____ Secure space with a table, some chairs, and a sign.

____ Establish communication - phone, pager, possibly a radio, and let folks know the ways to reach you.

____ Notify other key players of the operation (e.g., bosses, other organizations, relief agencies, and related human service programs).

____ Find supplies, toys, and art material (immediate needs) - tablets, pencils/pens, crayons, clips, etc.

____ Call for personnel and decide what team members and volunteers are needed immediately.

____ Put extra people on standby, if needs may be growing.

____ Have a supply of forms ready - responder forms, emergency incident sheets, case record forms, etc. 

____ Gather educational handouts - coloring books, pamphlets, etc.

____ Start keeping a disaster log and, if a large job, begin thinking about preparation of FEMA Crisis Counseling Program (CCP) grant application.

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

PERSONNEL
____ Log people arriving on the operation.

____ Get paperwork done on anyone who had not previously done his or her forms to sign onto the job.

____ Identify people (by photo I.D., badges, or temporary I.D. letter).

____ Provide an orientation to the nature of the operation and a refresher on DMH basics (key concepts, emotional first aid, etc.).

____ Hand out and explain necessary forms and reporting requirements (for routine documentation and for special care cases such as abuse issues, commitments, etc.).

____ Distribute lists of providers, agencies, key contact people, etc.

____ Divide up the work and assign the team members/volunteers to work locations.

____ Discuss job descriptions, duties, and responsibilities.

____ Review organizational structure and lines of supervision.

____ Do a written work schedule.

____ Arrange for 24-hour coverage (or on-call availability).

____ Discuss stress management and encourage use of a buddy system and journaling.

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

DAILY ACTIVITIES
____ Continue the disaster log.

____ Be proactive with the press - use them to help, especially with public education.

____ Hold a daily staff meeting so everyone can review status/progress as a group.

____ Have individual, supervisory contact with each worker to gather statistics and review how he/she is doing (monitor both the work being done and the stress level), to answer any questions, and to offer emotional support.

____ Gather and report statistics.

____ Order any additional supplies needed for the size of the operation as it grows/develops.

____ Review staffing needs and work schedule for next few days.

____ If the job has been active for several days, begin thinking about allowing time off for longer breaks from the operation.

____ If applying for FEMA Crisis Counseling Program grant, work on preparing it.

____ Touch base with others working the disaster, especially those with DHM interests and resources (ARC, CISM, etc.).

____ Talk to others who know the drill, to help you keep from overlooking things that need to be done.

____ Be sure everyone who needs to defuse/debrief is encouraged to do so.

____ Watch out for the mental health of community leaders who are directing the operation (they tend to push themselves too hard and skip self-care).

____ Eat properly.

____ Take breaks.

____ Get some restful sleep.

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

NETWORKING
____ Notify other helping organizations/agencies of potential needs and learn who their "key people" are on the job.

____ Scout for additional people, resources, and/or in-kind gifts; offer operational training and encourage community helpers to volunteer whenever and wherever possible.

____ Mail or fax basic educational material to every physician, dentist, and mental health professional in the area; press release information and educational pamphlets are helpful for this.

____ Utilize the community's "natural helpers" to assist in spreading the word about disaster related stress (e.g., offer short educational briefings to groups of people to whom others often turn when they need to vent - waitresses, postal workers, hairdressers, radio / TV talk shows, and bartenders); many folks who will want to avoid seeing anyone they consider to be a "shrink" may accept pamphlets and/or a referral from someone like this whom they already know and trust.

____ Try to solve the little communication problems and issues before they grow into big ones.

____ Update any incorrect referral information and circulate corrections; announce changes at daily staff meetings.

____ Foster regular contact with new people who may volunteer (capacity building for the future).

____ Attend community meetings where service delivery plans for the relief operation will be made/modified.

____ Encourage development of support groups.

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

CLOSE OF BUSINESS
____ Collect everyone's final paperwork and statistics.

____ Write a final narrative and encourage other to do so as well.

____ Be sure everyone who is leaving gets a debriefing.

____ After it is all over, consider having a session to allow all who served an opportunity to critique the operation (to begin planning for the next time).

____ Don't try to substitute the critique for the close of business debriefing, or try to combine the debriefing and the critique into one session; instead, make an appointment with the key players to sit down at a point that is about one month after the operation ends and use this time to refine your disaster plans and include the new lessens that were learned in this event.

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

____ (Add others) ________________________________________________________

These checklist items may seem silly now, but it is surprising how helpful this kind of concrete information can be in a time of disaster. Running on adrenaline for days at a time quickly takes its toll on cognitive functioning. Having plans, checklists, etc., will help keep things on track.

For more information on disaster preparedness, visit the American Red Cross Web site:

http://www.redcross.org/services/disaster/beprepared/
and the U.S. Government’s Department of Homeland Security Web site:

http://www.ready.gov/
For more information on disaster mental health, visit this Web site:
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