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STAFFING

This staffing outline was developed with the ideal number of
people in mind that we need to fully staff the organization.

When disaster strikes who knows where any of us will be.
Position counts are calculated using 3 people per position.

With that depth of trained volunteers if a major disaster occurs
Canyon Lake will be fully staffed for it.

No matter the number of us available in a disaster we will be there
to do all we can to help.

We hope that US includes you. Please consider volunteering
today.

Just list a couple of positions you are interested in on the
information form. We will take care of the rest.



VOLUNTEER POSITIONS
NEIGHBORHOOD ASSESSMENT

Area Coordinator — 2 per area
12 HOURS PER YEAR
4 hr drill per year

e attend 2 hr area co-coordinator training

e conduct 2 hr training per year — for Neighborhood assessment teams

¢ inventory shed & clean — 2Zhr

e Maintain & update Neighborhood Assessment Team reporting materials — 2 hr

Area Net Controller — 2 per area
8 HOURS PER YEAR
¢ 4 hrdrill peryear
e Attend 2 hr Area Net Controller training
¢ Participate in 2 hr Neighborhood Assessment Team training
s Maintain and test radio equipment

Neighborhood Assessment Team Leader — 8 per area
8 HOURS PER YEAR
e 4 hrdrill peryear
e Attend 2 hr Area Team Leader training
® Participate in 2 hr Neighborhood Assessment Team training

Neighborhood Assessment Team Member — 12 per area
6 HOURS PER YEAR
e A hrdrill peryear
¢ attend 2 hr Neighborhood assessment team training

VOLUNTEERS NEEDED TO STAFF NEIGHBORHOOD ASSESMENT

10 AREA COORDINATORS

10 AREA NET CONTROLLERS

40 AREA TEAM LEADERS

60 NEIGHBORHOOD ASSEMENT TEAM MEMBERS (SPONTANEOUS VOLUNTEERS)
120 TOTAL VOLUNTEERS TO FULLY STAFF



VOLUNTEER POSITIONS
EMERGENCY OPERATIONS CENTER/EOC

City Staffed Positions — Director, Public Information Officer, Finance/Admin - 2 per position
16 HOURS PER YEAR

e 2-4hrEOQCdrill

e Attend 2 hr EOC training

e Attend 6 hr table top training for South West Area

¢ 4 hr Complete NIMS / SIMS training

POA Staffed Positions — Community services, Safety Officer (BARTON) — 2 per position
14 HOURS PER YEAR

e 2-4 hr EOCdrill per year

¢ Attend 2 hr EOC training

e 4 hr Complete NIMS / SIMS training

County Staffed Positions — Fire, Police (if available) — 2 per position
10 HOURS PER YEAR

e 2-4 hrEQCdrill peryear

e Attend 2 hr EQOC training

Section Heads — EOC Manager, Operations, Planning/Intelligence, Logistics - 2 per Position
14 HOURS PER YEAR

o 2-4hrEOCdrill per year

e Attend 2 hr EOC training

e 4 hr Complete NIMS / SIMS training

Key Staff — Accounting, Communication, Message Center (2), Transportation, Support group, Situation
assessment, Damage assessment, Cert Team leader, Area Coordinator leader, Message runner - 2 per position
14 HOURS PER YEAR

e 2-4 hrEOCdrill peryear

» Attend 2 hr EQC training

o 4 hr Complete NIMS / SIMS training

VOLUNTEERS NEEDED TO STAFF E.O.C.

6 CITY STAFF

4 POA STAFF

4 COUNTY STAFF

8 SECTION HEADS

22 KEY STAFF

44 TOTAL VOLUNTEERS TO FULLY STAFF



VOLUNTEER POSITIONS
FIELD TREATMENT CENTER

Field Treatment Center Coordinator—2
14 HOURS PER YEAR
e 4 hrdrill peryear
e Attend 2 hr FTC coordinator training
e Conduct 2 hr training per year — FTC staff
¢ |nventory and maintain supplies 2 hrs
e 4 hr Complete NIMS / SIMS training

Medical Personnel — Doctor (2), Nurse (4) — 2 for each position
6 HOURS PER YEAR

¢ 4 hrdrill peryear

¢ Attend 2 hr FTC training

Support Staff — Radio operator, Driver (2), Patient and personnel tracking, Supply coordinator, Set up
personnel — 2 for each position
10 HOURS PER YEAR

e 4 hrdrill peryear

¢ Attend 2 hr FTC training

e 4 hr attend basic first aid class

VOLUNTEERS NEEDED TO STAFF FIELD TREATMENT CENTER

2 FIELD TREATMENT CENTER COORDINATORS
10 MEDICAL PERSONELL

12 SUPPORT STAFF

24 TOTAL VOLUNTEERS TO FULLY STAFF



VOLUNTEER POSITIONS
CARE AND SHELTER

Shelter Manager — 3 per position
22 HOURS PER YEAR
e & hrdrill peryear
e Attend 3 hr Shelter manager training
e (Conduct 3 hr training twice a year — Shelter staff — 6hr
¢ |nventory and maintain supplies 4 hrs
s 4 hr Complete NIMS / SIMS training
e 5 hr Red Cross class
e 1 hr background check

Support Staff inside Shelter — registration (6), snack beverage service (6), children supervision (6), nurse 3
16 HOURS PER YEAR

® 6 hrdrill per year

e Attend 3 hr twice a year Shelter training — 6hr total

e 6 hr Red Cross class

¢ 1 hrback ground check

e Nurse must have active license

Support Staff outside Shelter - Radio operator (3), Police man (3), set up people for Shelter (6), Pet
coordinators (6)
12 HOURS PER YEAR

e 6 hrdrill peryear

e Attend 3 hr Shelter training twice a year — 6hr total

¢ Prior proof on Insurance on file with shelter to use your vehicle for any shelter activity

Food Service — Food service staff (4) — volunteer with no food certificate (8)
23 HOURS PER YEAR

e & hrdrill peryear

¢ Attend 3 hr Shelter training twice a year— 6 hrs total

® |nventory and maintain supplies 2 hrs

e 5 hr Red Cross class

e 7 hr Food handlers certification

e 1 hr back ground check

VOLUNTEER NEEDED TO STAFF CARE AND SHELTER

3 SHELTER MANAGERS

21 SUPPORT STAFF INSIDE SHELTER

16 SUPPORT STAFF OUTSIDE SHELTER
12 FOOD SERVICE STAFF

52 TOTAL VOLUNTEERS TO FULLY STAFF



VOLUNTEER POSITIONS
ADMINISTRATION STAFF

President, Vice President
85 HOURS PER YEAR
¢ 3 hr monthly meetings — 9 per year — 27 hrs
e 2 hr monthly committee activity follow up — 9 per year — 18 hrs
e 2 hr monthly agenda creation / participation agreements — 18 hrs
¢ Drill participation with County / State / Fed — 6 hrs
e |iaison to Canyon Lake City Hall = 2 hrs per quarter — 8 hrs
e Board meeting — 2 hrs per quarter — 8 hrs

Secretary
52 HOURS PER YEAR
* 2 hr monthly meetings — take minutes — 9 per year — 18 hrs
e 1 hr monthly — type minutes from last meeting to be approved — 9 hrs
e 2 hr quarterly - Create and maintain calendar of events and committee goals at Board Meeting — 8 hr
¢ 1 hr monthly - Archive — minutes —sign in sheets — committee reports — calendars — 9 hr
¢ Board meeting — 2 hrs per quarter—8 hrs

Treasurer

50 HOURS PER YEAR — 5.5 HOURS PER MONTH
® 2 hr monthly meetings — 9 per year— 18 hrs
e 1 hr monthly - Prepare Treasurers report —9 hrs
® 1 hrs per month — bookkeeping functions — 9 hrs
¢ Prepare yearly budget—6 hrs
* Board meeting—8 hrs

Technology officer
42 HOURS PER YEAR
e Create / maintain / back up / file system archive — 8 hrs
e Create and maintain Stargazer website - 10 hours
o Update contacts in Stargazer — 4 hours
e Alertdrill — twice a year — 2 hours each — 4 hours
¢ |nventory and maintain computer equipment and software — 8 hrs
¢ Board Meeting — 2 hrs per quarter—8 hrs

Board Members - EOC, FTC, Shelter, Membership, Area Coordinator Lead, CERT Lead, City Staff, POA Staff
16 HOURS PER YEAR

¢ Board meeting — 2 hours per quarter — 8 hrs

e Cpordinate completion of your groups goals — 8 hrs

VOLUNTEERS NEEDED TO STAFF ADMIN POSITIONS

5 OFFICERS
8 BOARD MEMBERS
12.99 TOTAL VOLUNTEERS TO FULLY STAFF



VOLUNTEER POSITIONS
PROJECT / GOAL ASSIGNMENTS

Administration support

¢ Make copies

e Type documents / forms

s Archive documents
Create /document / systems
Create / document / training
» Back up Secretary and Treasurer
e Committee admin support

Field support
s Staff booth
¢  Maintain equipment and supplies
¢ Shed maintenance
e Drill preparationand set up
e Training preparation and set up
¢ Fund raising activities
¢ Membership recruiting
e Monthly meeting prep and set up
e Eventprepandsetup

VOLUNTEERS NEEDED TO STAFF PROJECT / GOAL ASSIGNMENTS

VOLUNTEERS DRAWN FROM CLEPC MEMBERSHIP





