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1/20/2015
Portfolio #2   Recorder  


Definition of Recorder:

Recorder is responsible for keeping a record of and tracking each issue that is reported by Disaster Assessment and Safety Team (DAST), First Aid Team, Emergency Pet Management Team, residents in Kala Point, or issues which are referred to the recorder by the Incident Coordinator or the Neighborhood Coordination Center (NCC).  The intent of the role is, above all, to be sure that every issue that arises is not overlooked, even though it may be assigned a low priority.

Who You Are:

You are the second person to arrive at the NCC; a Communicator is already in place.



OR

You have come to the NCC and the Recorder portfolio is on top of the stack




OR

You have agreed to take on the Recorder portfolio from someone else who arrived before you, or you have been assigned that role by the Incident Coordinator.

Purpose:  Experience teaches us that the Communicator is likely to be fully involved in keeping track of the DAST and managing communications with them and perhaps with the Jefferson County Emergency Operations Center (JeffCo EOC).  Your job is to capture the information received through all channels and to see that each issue receives appropriate attention, or is held in the record until it can receive attention.

What You Should Do:  

· Gather information from Communicator (including the Communicator’s Initial Call Record Sheet) and others who were at the NCC before your arrival.  Record it, including reporting party, location, approximate time, and action or disposition, if any on the Recorder Issue Sheet.

· Record information gathered by Communicator, DAST and others as it is received.  Prompt Communicator and DAST to complete the information received.

· Gather and keep a record of information received from within KP, - e.g., KP First Aid station opened, KP warning center opened, the DAST zone 2B has not reported in, etc.

· Gather and keep a record of information received from the larger Port Townsend area – e.g., status of transportation routes, phone, cell networks, location of shelters, status of hospital, the general extent of damage, availability of utilities and services, etc.  This may best be accomplished by connecting to the internet site JeffCo EOC’s WebEOC to receive immediate disaster information.  This effort should include a computer tablet or smart phone with charged batteries or a generator dedicated to a router, modem, and computer.
· www.emd.wa.gov
· Click on the WedEOC link

· User:  JeffcoEOC5 

· Password:    (issued by Jefferson Co EOC)    
· Collaborate with the Incident Coordinator, as soon as one is available, to assign priorities to the issues that have been reported, and to determine what resources are available to apply to them, and then to assign actions wherever possible and in the order of priorities.

· Determine, in collaboration with the Incident Coordinator, when information needs to be relayed to the JeffCo EOC, and prepare an updated report for that purpose.  You may have to do that by hand, since your own Recorder Issue Sheet must stay in your custody until it is passed on to your replacement.

· When any action is taken, and when action cannot be taken for any reason, make note of the status and return to it frequently, or pass it on to someone dedicated to seeing it through, and record that assignment.
· Collect and maintain Form 140 - Damage Assessment Surveys prepared by DAST.  Include relevant information from these sheets in discussions with Incident Coordinator and in communications to the JeffCo EOC.

Attachments:

Community list of skills and resources

Recorder's Issue Sheet

Map of Kala Point w/ names of DAST Responders

Kala Point Directory 

Radio protocol sheet
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