                                                                                                      April 2006
TEMPORARY ROOFING MISSION
COLLECTION & CALL-IN CENTERS & PUBLIC AFFAIRS SOP
1.  PURPOSE:


This Standard Operating Procedure (SOP) establishes policy, assigns responsibilities, and provides guidance regarding the startup and operation of ROE collection centers, ROOFBLU call in center, and public affairs efforts.
2.  APPLICABILITY:


  This SOP is applicable to the temporary roofing PRT and associated support staff.  
3.  Roles and Responsibilities.


A general overview of roles and responsibilities of the PRT and support staff with respect to ROE collection and public affairs is provided below.  Additional information on other roles and responsibilities is provided in the Field Guide.
Public Affairs Officer.  Public Affairs is responsible for development and dissemination of all media releases and public awareness information regarding the temporary roofing mission.  This includes informational pamphlets, radio and television announcements, and other forms of information dissemination.  Public Affairs is also responsible for setting up and staffing the ROOFBLU call-in center.

Public Affairs will coordinate with the Mission Manager, database manager, and other appropriate staff on all media announcements, data requirements, ROE requirements, call-in center processes, and other mission needs.

Real Estate Specialist.  The real estate specialist is responsible for setting up and staffing ROE collection centers and training all assigned personnel on policies and procedures.  The real estate specialist will also coordinate with FEMA and local government officials regarding the number and location of ROE collection centers.  Also responsible for tracking daily ROE intake at the ROE collection centers and recommending when collection centers should be closed and/or moved. Requests ROE forms from Jacksonville District Emergency Management Office.  
4.  PUBLIC AFFAIRS

-pamphlets

-media announcements

5.  roe cOLLECTION CENTERS
Logistics:

-Rent free/donated locations

-High visibility/high traffic locations (e.g., Home Depots, Walmart, Schools, Firehouse, Police Station, Churches, etc.)
-FEMA DRC are not recommended for ROE collection centers

-Indoor with large areas for processing and filing

-ROE Collection Station Banners (All-weather)

-Laminated/paper posters with eligibility requirements
-Laminated/paper posted showing eligible and ineligible roof types

-Instruction sheet for filling out ROE w/ signature authorities

-Tables and chairs for applicants to fill out forms
-Media announcements/flyers of locations and hours of operations
-Recommended hours of operation are site and event specific operating approximately 10 hours per day.
Processes:
-Classroom style of filing them out (QA/RES) goes through process of filling out with multiple applicants at once.
-Tabulating number of ROEs initiated.
-Corps rep required at all collection centers to oversee operations
-Volunteers, contracted staff, QA, others may staff centers
-document control procedures
6.  ROE CALL-IN CENTERS

A ROE call-in center, also known as ROOFBLU call-in center, should be established as soon as possible to facilitate the collection of ROEs.  The call-in number (1-888-ROOFBLU) is controlled an operated by Jacksonville District.  










































































































































