Team Member Roles and Responsibilities
To give volunteers the best possible experience during a registry week, each team is asked to identify people to fill these roles and responsibilities.  This is typically incorporated into the training, during which time is allocated to explain the roles, teams are given time to self-organize and decide who among them will take on which responsibilities, and provide training specific to each role/responsibility.  20 minutes should be set aside for this portion of the training. 

Roles:

Team Leader:  The team leader is usually – but not necessarily - an experienced professional in this line of work.  The team leader is responsible for ensuring for the overall safety and success of the team.  The team leader makes sure the entire team is present before departing for surveying and that each team member has fulfilled their responsibilities as outlined below.  The team leader will receive a map of the area their team is assigned to cover.  They will ensure that every person sleeping outdoors or presumed to be homeless is given the opportunity to participate in the survey.  The team leader will divide their volunteers up to make sure the geographic area is covered while ensuring that volunteers work in teams of two.  The team leader will maintain an accurate count of people who refuse to wake up or participate in the survey, and annotate a physical description and location of such individuals on survey sheets.  The team leader will ensure that those individuals who refuse are sought out each morning and offered additional opportunities to participate.  The team leader will ensure the team returns to the headquarters on time or call back to headquarters to request additional time to finish surveying their area.  In the event of an emergency, the team leader will first coordinate a 9-1-1 response, then inform headquarters.  
Team Proofreader:  The team proofreader is responsible for collecting completed surveys from volunteers once the team returns to headquarters.  The proofreader will check each survey for completeness, legibility, and when necessary ask volunteers to fill in missing questions to the best of their recollection or improve their handwriting.  Once the proofreader has completed their tasks, the team is prepared to be de-briefed by a registry week facilitator.  Once de-briefed, hold onto the completed surveys and proceed to the picture downloading station with them in hand.  After all photographs are properly labeled, leave the completed surveys with the picture download station co-facilitator. 
Team Picture Downloader:  The picture downloader should be someone familiar and comfortable with downloading pictures from a camera onto a computer.  Download stations will be set-up with laptops in the headquarters.  Remove the data disk from cameras of your team members.  Using a universal uploading card, upload pictures, one camera at a time, to the folder on the desktop labeled “registry week photos.”  Use “cut and paste” not “copy and paste” – so that each day you can start fresh.  Then – with your team members helping you, rename the file of the photograph as the name of the person photographed, using the format “First Name Last Name.jpg”  The pictures should be in order of the person photographed, then a picture of their survey consent form.  Use that as a back-up to prompt team-mates’ memories.  Once you’re sure you’ve named it properly, delete the picture of the survey.  Continue until all photographs are uploaded and properly named.  When you’re done, leave the surveys with the co-facilitator for the download stations.  
Team Muse:  The team muse should be someone familiar with twitter and facebook, as well as someone with a flair for story-telling.  The team muse is responsible for sharing the experiences of the team through social media.  Using the hashtags for the local effort and #100khomes when appropriate, tweet about your teams’ experiences without violating the privacy of any individuals surveyed.  A good tweet, for example, might be, “so cold out this morning, can’t believe four veterans sleeping under I-40 bridge.” Or “Dan from the VA just surveyed someone who had been on the streets 40 years. Wow.”  Or “I just surveyed someone on the streets who could have been my niece.”  Things that share what your team is feeling and experiencing.  In Australia, the Prime Minister started following their efforts because of twitter.  Don’t underestimate how significant this can be in generating interest and support for helping people move in down the line!  Help people across the world feel like they’re right there with you and let your team know what people across the world are writing back to you!  
Team Logistician:  The team logistician is responsible for making sure volunteers have adequate supplies of blank surveys and incentive cards each morning, as well as – if necessary – flashlights, back-up camera batteries, back-up pencils/pens.  Upon returning to headquarters, the team logistician will replenish team boxes with sufficient blank surveys for the following morning and return unused incentive cards to one of the co-facilitators.  
