[image: image1.jpg]/; PRESBYTERIAN
' DISASTER ASSISTANCE

OUT OF CHAOS, HOPE





    

NRT Deployment Tools


FIELD REPORT
NOTE: Submit your first report within 48 hours of arrival on scene.  Required information is marked with *.  Details and information should be updated, as more details are known.  Use this document as a template; delete instructions (in parentheses) for each item.
---------------------------------------------------------------------------------------------------------------
*Disaster Description: (Date it occurred, what, where (list nearest town or city), how, how much, how many, etc.)
*Presbytery(ies)/Synod(s) Involved: (Please list each along and name your contact.  Contact information should go at the bottom of this report)
*PDA Volunteer(s): (Name(s) and cell #(s))
Days (with dates) in the field, including travel days:
---------------------------------------------------------------------------------------------------------------------

*Churches Damaged or Destroyed: (Description of damage (i.e. roof destroyed, sanctuary flooded, # of members affected & how.)

Church:

Address:

Contact Person:

Contact information (Phone, E-mail, etc.)

*Assessment of Need (update as necessary, using daily colors):
*Presbytery Response: (If the presbytery has a disaster response committee or person, please include name and contact information.)
*Community Response:  (If there is a state or local VOAD, or a Long-Term Recovery Committee, or similar organization involved, please list them along with contact information in this section.)
---------------------------------------------------------------------------------------------------------------------

Information below this line may include confidential details or sensitive information that require prior approval from the National Associate before it can be shared.  If an individual has special ESC needs, please e-mail or call the National Associate (only).  PLEASE – Do not list, in this report, individuals’ names as having issues or needing ESC.
*Daily Updates: (Please write up a summary of each day’s activities and add them to this form.  To ensure maximum readability, please separate the daily summaries using a heading of the date.  It helps to color each day a different color (use bold if you have more days) and if you make changes within the body of the report for that day use the colors.  This highlights changes and makes it much easier to read.  Please don’t use the same file name for every report.  Name each report: “Day 1”, “Day 2” etc. and the last day is “Final Report”.  

Day 1, Daily Report (enter date)

Day 2, Daily Report (enter date)

Day 3, Daily Report (enter date)

Day 4, Daily Report (enter date)

Day 5 Daily Report (enter date)

Final Report (enter date)

Add additional daily reports as needed.

------------------------------------------------------------------------------------------------------------------

Confidential or sensitive information:  (Often, a team or a team member will be told or will discover some information that should not be shared with everyone, but may have an impact to the deployment or the response.  It may be that a pastor or presbyter needs some emotional or spiritual care. In those cases, please call or send a separate e-mail to the National Associate (only) and note in the subject line “Confidential” or “Sensitive”.)  PLEASE – Do not list, in this report, individuals’ names as having issues or needing ESC.
Emotional & Spiritual Care Needs: (Briefly describe the immediate needs and the perceived longer term needs for (1) training in how to offer Disaster Emotional and Spiritual Care and (2) programs to strengthen caregiver resilience.  Please indicate which of the contacts listed, spoke of Emotional and Spiritual Care needs.)  PLEASE – Do not mention individuals’ names as needing ESC.  PLEASE – Do not list, in this report, individuals’ names as having issues or needing ESC.
Hospitality Information: (Please list churches, or other groups, that are hosting or interested in hosting volunteer work teams.  Include contact information and other pertinent information.)

Specific or immediate needs:  (If you discover immediate needs, please e-mail the Associate for Disaster Response, and include the information in your report, so there will be a written record that can be filed.)
Workshop/Presentation Information:  (If this was a workshop, meeting or presentation-type deployment (E & SC, RTT, C4CG, CF, etc.), please list the title of the event and the number of attendees.  If there is an attendance role, please attach and append with a description of their connection to the event, i.e. EMS, x County; Nurse, x Clinic; etc.; or x Presbytery – Disaster Team; x Presbyterian church.)
Photographs:  Pictures are a great way to share information about a disaster.  Photos should not be imbedded into this report form.  Attach them to the email.  Please limit photos to 1 – 5 of the best and most descriptive since they take up a lot of space on servers.  When taking photographs of disaster areas that include individuals, do the following:
· Provide the basics of the photograph:
· Who is in the photo (get identities, not necessary in crowd shots)?
· Where was the photo taken?
· Why was the photo taken (hurricane, wildfire, etc.)?
· If you are taking pictures of people, always ask permission to take a photo or video.  Introduce yourself and explain to them why you are taking the photo:
· Share the photo with the person for their approval and offer to send/e-mail them a copy
· When necessary (depending upon the situation and project) a PCUSA release form may be necessary.  These forms can be found in the “NRT Deployment Tools” section of the NRT quiet page, http://pda.pcusa.org/page/nrt-epda/ .
· Always get contact information in case we need to follow-up to get further information or permissions
· Identify the photographer and get their permission to use/share
· Action shots are preferred to posed photos unless they are unique 
· Take photos that tell a story.
Potential Interviewees:  (If you meet a person who has a good story to tell about what the church or presbytery is doing in response to the disaster, and who is willing to share that information with others, please list their name and contact information.)

------------------------------------------------------------------------------------------------------------------
*Contacts:  (It is important to fill in as much information as you can on the contacts - E-mails and cell phone numbers especially.  This information will/can be used by staff and by subsequent NRT members.  Use as much space as needed.)

Persons Contacted:  (Include the following information and use as much space as needed).

Name:

Church or Entity:

Address:

Phone(s):

E-mail:

Nature of Contact: (call, e-mail, personal visit, etc.).

Does PDA have permission to contact for a story Yes_____, No _____

(Use additional space to include all contacts)
Persons Contacted:  (Include the following information and use as much space as needed).

Name:

Church or Entity:

Address:

Phone(s):

E-mail:

Nature of Contact: (call, e-mail, personal visit, etc.).

Does PDA have permission to contact for a story Yes_____, No _____

(Use additional space to include all contacts)
UNLESS OTHERWISE INSTRUCTED, ONLY SEND COPIES TO:  Jim.Kirk@pcusa.org, nell.herring@pcusa.org, cameron.stevens@pcusa.org and members of this deployment team. 
PAGE  
4
Revised 7/28/22


