Team Leaders’ Responsibilities and Daily Checklist

	Team #:  
	Team Leader(s): 


	
	RESPONSIBILITY / STEP
	MON 1/31
	TUE

2/1
	WED 2/2

	1
	Get to Volunteer Headquarters by 4:00 am, ensure full Team is together, ensure Team has all forms and supplies needed, finalize how Team will cover assigned survey area, and get Team quickly out to start surveying
	
	
	

	2
	Oversee and support Team members as they survey, including: focusing on safety; covering the assigned survey area; and revisiting persons who refused first request to participate, asked surveyors to return another time, or did not wake the first time
	
	
	

	3
	Document Team’s activities on Map and on Refusal / Unable to Wake Tracking Sheet
	
	
	

	4
	Assist Team members to access any assistance needed, including coordinating any calls to 9-1-1 for emergencies (if needed) and notifying Volunteer Headquarters of any such emergencies
	
	
	

	5
	Get Team back to Volunteer Headquarters by around 6:15 am
	
	
	

	6
	Work with Team Proofreader(s) to ensure that all surveys are proofread and complete
	
	
	

	7
	Have entire Team meet with Headquarters Volunteer to debrief experience, report on surveying activities, review and discuss completed Refusal / Unable to Wake Tracking Sheet(s), review and update Team map, etc…
	
	
	

	8
	Work with Team Photo Downloader(s) to ensure all photos taken by Team get downloaded to official laptops and then erased from cameras 
	
	
	

	9
	Ensure all unused surveying supplies and materials have been returned to Team’s box
	
	
	

	10
	Record Team’s surveying totals on wall chart and mark blocks surveyed on wall map, and give all completed surveys and Refusal / Unable to Wake Tracking Sheet(s) to Headquarters Volunteer debriefing your Team
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