Job Action Sheets: Staff Roles and Responsibilities

During an emergency it is important that staff members know what to do to keep everyone safe.
The following are key emergency roles and duties:

Incident Leader: Directs evacuations and disaster response activities. Oversees the other positions and the person
count. This role is usually filled by the director, site supervisor, lead teacher, or owner.

First Aid Coordinator: Provides first aid to children and staff. Assesses and documents injuries and treatments.
Determines the need for outside medical assistance.

Communication Coordinator: Provides status updates to families and local emergency services before, during, and
after an emergency. Monitors emergency alerts, warnings, and public safety updates. Distributes resources and materials
to help families recover and cope with the emergency. If staffing allows, consider assigning multiple people to this role as
it may consist of communication with many people.

Transportation Coordinator: Oversees the movement of staff and children in the case of an evacuation or relocation.
The Transportation Coordinator also tracks road conditions and road closures that may affect evacuation routes.

Security, Attendance, and Reunification Coordinator: Keeps track of attendance and person count for children
and staff. Reports missing persons to the Incident Leader. Secures entrances and monitors sign-out procedures for
reunification of children and families.

Supervision and Care Coordinator: Ensures that children (including children with special needs and infants and
toddlers) are well cared for while other staff members are busy with emergency roles.

Facility Safety Coordinator: Protects the building and grounds from further damage and children and staff from
injury. Takes charge of utilities, for example, gas, water, electricity, and sanitation. Conducts search and rescue
operations. Reports unsafe situations to the Incident Leader.

Supplies Coordinator: Assembles emergency supplies, equipment, and other essential materials (for example, food,
water, comfort items) needed in an emergency. Distributes resources and reports additional needs to the Incident
Leader. Monitors and updates supplies before, during, and after an emergency.

An individual teacher might fill more than one of these jobs, or the jobs might be filled by a team of staff members,
depending on the size of the program. When assigning jobs be mindful of staff members’ strengths and skills. Provide
ongoing training to ensure staff members understand their roles in an emergency. Cross-train in multiple positions in
case someone is absent or is unable to perform their emergency job.

Use the following JOB ACTION SHEETS to assign roles and responsibilities. The Job Action Sheets
may be customized to fit the needs of your child care program and staff. For example, specific duties
can be shared or reassigned.
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