First Critical Minutes - Starting up operations

What to do in your first 15 minutes:

Establish your location – make sure you are in a safe area and can stay safe.

· Set up your boards, prepare for recording information

· Load batteries into necessary equipment.

· Hand crank charge the radio, find a station which is reporting 

· Test radio and let Hub network know if you will be monitoring or off the air.

· Be aware of who is showing up at your table – prepare to enlist the help of people who are there to help.

What to do in your first 2 hours

· Assess the local situation by observation and collection of what people know during these first few minutes.  Use your notebook to jot notes.

· If people have arrived and are wanting information, consider assigning someone to manage the radio for you and to collect & post the most pertinent information.

· If people are beginning to ask for resources or medical assistance, make sure those get recorded for either posting (if you think it can be satisfied from within your neighborhood or broader geographic area) or put on an ACS form found in this book so the information can be read over the radio and passed up the chain.

What to do for the longer term

· Continue collecting and posting information.  Remove old material as needed.

· Be prepared to provide summary information about what’s going on in your area as requested from the Office of Emergency Mgmt, police, fire, utility crews or media.  

· Offer suggestions about where people who have begun to help you might look for some of the resources you might need to keep the Hub running.  Use the Resources Mapping App info for possible locations to see if they can offer shelter, if the Food Bank is open, etc if we have not heard from the city.  

· If your neighborhood has worked out agreements with churches, businesses or service organizations, send people to request help as needed.

· Watch to see who is emerging as a leader, stay plugged into what they are doing.

· If you haven’t already designated a back up, plan what to do after 10 hours, you will need to rest at some point.  
Hub Manager Start up Information
The Hub Manager has the responsibility to oversee the entire hub.  The person filling this role must be well trained and able to deal with emergent situations to make decisions and ensure smooth operations of the Hub.  

Ensure all other roles are adequately staffed.
You may not have enough people show up, or you may have too many people show up.  Depending on the situation, you will need to assign people so that the minimum purpose of the hub can be maintained (neighborhood people helping each other).  You may need to provide on the job training to new volunteers.  You will need to monitor the hub staff to ensure they are doing their functions correctly and training/adapt as needed.

Volunteers will show up who can offer a skill or service.  You will be the one who can put them to use.

Ensure the purpose of the hub is being met
You will have to have oversight that the hub is accomplishing what it is intended to do – that people are finding ways to help themselves and their neighbors, that people are given the right things to do to respond to the most critical situations and that the communications channels between other neighborhoods and the City is being used to the best purpose.  You may have to help the message manager with message prioritization, or elevating a local need to a Priority message, depending on what you are seeing from the bigger picture.  

Set the tone for the Hub
A crisis affects everyone differently.  You will have to ensure people are focused and calm to help deal with the issues at hand.  Don’t be afraid to re-assign someone to a less critical position if they show signs of stress.  Take care of your people, make sure their needs are met as well,.

Think about what is going on and what is needed
There’s just no way to write the playbook for every disaster.  Think about what is needed to adapt to the situation, confer with people who have knowledge and who can help and make adjustments as needed.  Remember that the volunteers who show up at the hub will be your best resource, so be creative about how you use them.  As leaders emerge from those volunteers, use them as well.

Safety, operating hours and standing down
You will have to monitor the operations of the hub and decide if you will be a 24 hour operations, work only during daylight, or whatever depending on the situation and the duration of the disaster.  Keep the safety of your staff in mind, operating after curfews (if imposed) or in the middle of the night might be too dangerous.  Make sure they’re not so tired that critical mistakes are made.  You will also be the person who closes down the hub if the hub was being used during a short term, locally contained emergency.
