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Houghton Bay
Community
Emergency Hub
Guide

This Hub is a place for the community
to coordinate your efforts to help each
other during and after a disaster.

Objectives of the Community Emergency Hub are to:

> Provide information so that your community knows how
to help each other and stay safe.

> Understand what is happening.

> Solve problems using what your community has available.

> Provide a safe gathering place for members of the
community to support one another.
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About this guide

This guide provides information to help you set up and run the Community Emergency Hub.
Take the time you need to set the Hub up properly, you don't have to open until you are ready.

A quick start version is included in the kit along Adapt the ideas in this guide to suit the emergency,
with this full guide to help get you started. and the facility.

Please do not separate the pages from this guide. — T | This guide has been customised for your local
There are separate copies of the role-specific U= Community Emergency Hub and your community.

pages in the Hub kit. A Where a community has gone through a Community
g Response Planning Process, there is more detail about
how to solve local problems with the local resources
available. In communities that have not yet been
through this process, there are questions which may
assist you in finding solutions.

Some posters are also included, which can

be displayed for visitors to the Hub. Symbol Repeat these actions Important
reference after every aftershock information
guide or change in situation

Useful advice Messages for
or information the public

. Use this guide to Considerations
People working at the Hub have no legal powers to take resources from anyone, check off things as for people with

or force anyone to do anything. All usual laws still apply in an emergency. . e
Y yEnIng PRY 9EnNey you complete them disabilities
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Community Emergency Hub

During disasters, councils and emergency services aren't the only ones responding.
Communities have many of the skills and resources needed to solve problems and help
each other. Community Emergency Hubs are a way for people to work together to solve
problems locally, while still coordinating with councils about really big problems.

AFTER A DISASTER THEN GO TO YOUR LOCAL YOUR LOCAL EMERGENCY OPERATIONS CENTRE
SOLVE PROBLEMS CLOSE TO HOME FIRST COMMUNITY EMERGENCY HUB WILL SUPPORT YOUR ACTIVITIES

Needs, offers and information - Support and information

Checkonyour
household

. . . Checkonyour
neighbours

Check onyour street

_- Needs, offers and information Support and information

Solve problems close to home If there are people in your Hulbs are a place for the community If help is needed within your If more than one EOC is active,

first. Do what you can to make neighbourhood who are to congregate and coordinate community that the community they might need to coordinate

you and your household safe. able to help others or need their response to assist each other. can't provide themselves, let the with each other. They can do

ifyou can help other help themselves, check the They are not reliant on the physical EOC know. They may be able this through the Emergency

households, or need help in surrounding streets to see what building, if the place where a Hub to get help from a community Coordination Centre, which

yours, go OL;t and check with can be done. Many problems can starts becomes unsuitable, you can near you or from city resources. connects councils with regional
' be solved at this level. always move to a better venue. Likewise, if you have people and national resources.

your neighbours.
or resources that could help

outside your community,
let the EOC know.
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Objectives of the Hub

The Community Emergency Hub is a place
where the community can coordinate their
efforts to help each other during a disaster.

A\

Provide information so that your community knows how to help each
other and stay safe.

> Understand what is happening.

Information about the
wider response

Emergency and council services are likely to be
overwhelmed during a disaster and may not
be able to respond to every issue immediately.
However, for life-threatening situations, still try
phoning 111.

> Solve problems using what your community has available.

> Provide a safe gathering place for members of the community to
support one another.

> The Hub has a basic start-up kit consisting of an AM/FM radio, maps and
a Civil Defence VHF radio that allows communication with the wider
official response if phone lines are not working.

Providing the community with information helps everyone make informed

decisions about how to help themselves, so even if you do not have the
capacity to help in a more practical way, providing information is an
important service.

> Other community support groups may also self-organise in your area,
and the official response may come in, if needed. Work with them to
mMake sure everyone in need is reached, the workload is shared, and the
overall response is efficient and coordinated.

> People working at the Hub have no legal powers to take resources
from anyone, or force anyone to do anything. All laws still apply in
an emergency.

Community Emergency Hub Guide 3



Facility map

Houghton Valley School, 110 Houghton Bay Rd, Houghton Bay, Wellington

MAP KEY

Q Hub kit location

Emergency water
tank

’ Suggested space

° Do not use this
space

Please respect this facility and the contents inside. This is a privately owned property that has been offered to the community for disaster response.

4 Community Emergency Hub Guide
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Check that the environment around the facility is safe

Locate keys

Check that the buildings are safe

Locate the Community Emergency Hub kit

ldentify a safe working space

Clean up

Accessing
the Hub




For your safety, always work with other people.

Check that the environment
around the facility is safe

Are there any potential hazards that present a health and safety risk?

Flooding or slips which threaten the facility

Fires nearby

Smell of gas or sewage

Exposed electrical wires

Is the facility in a tsunami evacuation zone?

If the area is not safe, find another location. Leave a note to say
where you are relocating to, and why, to help keep others from harm.
It could be written on a footpath in chalk, or left somewhere visible
near the entrance to the building.

Entering the hub

>

Anyone who has keys to the Hub facility can open a Hub for the community
when it's needed.

>

Each Hub has a number of keyholders identified who live within walking
distance of the Hub. These are people who have existing access to the facility
- such as the building owner, staff, Board of Trustees or neighbours. These
people will open the Hub for the community in a significant event.

Many Hubs also have a lockbox, with lockbox code holders identified from
within the surrounding community. The lockbox holds the facility key and
alarm code (if applicable).

Community Emergency Hub Guide
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Check that the buildings are safe

> Check the outside and inside of the buildings to make sure they are safe
enough to use. Does there appear to be any structural damage?

> When you get inside, look for hazards that might not have been visible from
outside the buildings.

If there are any concerns, find another location. Leave a note to say
where you are relocating to, and why, to help keep others from harm.
It could be written on a footpath in chalk, or left somewhere visible
on a building.

Section 1: Accessing the Hub

LocatetheCommunityEmergency
Hub kit

The location of the kit is marked on the Facility Map in this guide.
You are looking for a plastic tub and a cardboard tube.

If the kit is damaged or you cannot get to it safely, find alternative
or additional equipment from within your community.

The Hub kit contains:

> A copy of this guide
Civil Defence VHF radio
Stationery
AM/FM radio

Maps




Identify a safe working space

Keep in mind:

> The facility needs to be easily accessible — remember some people may be
in wheelchairs, have buggies/pushchairs, or have limited mobility.

> The Hub may need to increase or decrease in size during the time it is open,
depending on the community's needs.

> Somewhere with extra rooms or additional buildings nearby will be useful
if you have many people coming to the Hub.

> Ifthe radio is required, this will need a quiet room away from the public.

Clean up

Tidy up the rooms you plan to use to make them safe to work in.

Clean up rubbish and broken items

Move furniture to free up space

Secure any items that might fall in aftershocks

Ensure the space is accessible by everyone, keep walkways clear and
consider those with mobility and visual difficulties.

If more people come to the Hub while you are setting up,
encourage them to help, if they can.

8 Community Emergency Hub Guide
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Bring everyone together

Once you have tidied up the available spaces, but before you start setting up
tables and noticeboards, gather together everyone available to help run the
Hub to talk about what you are actually there to do and achieve.

The Community Emergency Hub is a place where the community can
coordinate their efforts to help each other during a disaster.

You are here to:

> Provide information to the public so that the community knows how to help
each other and stay safe.

> Understand what is happening by gathering information.

> Solve problems using the resources and skills available in the community.

> Provide a safe gathering place for members of the community to support
one another.

Providing the community with information helps everyone make informed
decisions about how to help themselves. Even if you do not have the capacity
to help in a more practical way, providing information is an important service.

10 Community Emergency Hub Guide
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Appoint a Hub Supervisor

Appoint someone in the group to be the initial Hub Supervisor. It is important
to have someone looking at the big picture of what you are trying to achieve.
Consider both the immediate needs and potential assets in your community as
well as what the anticipated challenges might be in the days to come.

Remember that you are forming a team. While it is useful to have one person
overseeing the Hub, decisions should be made as as a group and must be
inclusive of newcomers who want to help.

The Supervisor may change as numbers grow and someone with more
experience is collectively agreed on.

Make sure everyone knows who the Supervisor is and that they are
easily identifiable.

Section 2: Working as a team

Assign roles

Each of the following roles should be assigned. If there are more roles than
people available to help some people may have two or more roles. Information
on each of these roles can be found on the following pages.

Hub Supervisor

Information Coordination These roles are priority positions

and should be filled first if you
have limited people.

Public Information

Reception

Needs and Offers

Community Space

Communications

Facility Maintenance

Role lanyards

Lanyards for each of the key roles are included in the Community Emergency
Hub kit. These hang around the neck of the volunteers responsible for that
position.

The lanyards have the position titles on the front to identify the role to other
people in the Hub. The lanyards also include a list of tasks on the back to
remind the person of what tasks they need to do in that role.

Community Emergency Hub Guide n
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HUB SUPERVISOR
RESPONSIBILITIES

H U B - Oversee the running of the Hub.
SUPERVISOR

- Ensure everyone has what they need
to do their job.

- Organise regular team meetings and
ensure that the Hub staff work as a team.

| am responsible for:

- Keep records of all major decisions that
are made.

- Overseeing everything happening in
the Hub to ensure it runs smoothly,
efficiently, and meets its objectives.

- Work with any media that show up.

- Ensure all staff have regular and
adequate breaks, and are fed

- Making sure that basic needs and hydrated.

are addressed.

- Create a roster for people working
- Ensuring that everyone volunteering in the Hub.

to work in the Hub is cared for.

- Close the Hub at the end of each day.

- Close the Hub when the community
no longer needs it.

COMMUNITY EMERGENCY HUB

Hub Supervisor

The Hub Supervisor oversees all activities in the
Community Emergency Hub to make sure the
objectives are being met and ensure the
Hub runs safely, smoothly and efficiently.

This includes making sure all the jobs are being done, that basic needs are
addressed, and significant decisions are discussed and agreed with the wider
team. The Hub Supervisor may need extra help to achieve these objectives,
depending on the size and duration of the emergency, so may need to allocate
extra people to help oversee the running of the Hub.

12 Community Emergency Hub Guide

Tasks:

Oversee the running of the Hub

Make sure roles are allocated, decisions are made by the wider team,
and people or groups aren't working in isolation.

Make sure everyone has what they need to do their job

If they need more tables and chairs, etc,, talk to the Facility Maintenance
person. If they need more people to help with a task, ask if there are other
members of the community willing to help.

Organise regular team meetings

Make sure that the Hub staff work as a team.

Keep records of all major decisions that are made

Others may need your records to understand what has happened and what
has been done about it. This is useful for shift change-over.

Make sure everyone takes regular and adequate breaks and are fed
and hydrated

If people don't look after their own needs they are more likely to suffer stress.
Ifsomeone is finding the work stressful or looks stressed,they should consider
changing roles, taking a break or going home.

Create a roster for people working in the Hub

Consider the daily opening hours, the length of time it will be open
and make a roster. Ensure no one works for too long and everyone has
opportunities to take breaks and rest.

Section 2: Working as a team



Close the Hub overnight when appropriate

The group of people in our community with impairments is wide and
Make sure all equipment is locked up securely. diverse. In fact, one in five people in New Zealand has some form of
impairment. These include hearing, vision, physical, mobility or cognitive
impairments. Ensure that the Hub caters for these different needs

so that nobody is left behind. Make sure that all public information
messages, signage and directions are clear and easy to read. Ensure the
Hub is easy to get around for those with mobility challenges.

Use signage to say that the Hub is closed and when it will reopen.

Advise the Emergency Operations Centre (EOC) that the Hub has closed for
the night and when it will reopen.

WV3ILV SV
ONIXJOM

Close the Hub when the community no longer needs it

It is important that the following happens: .
Legal Information

— Use signage to tell the community that the Hub will no longer open,
and provide information on where they can go to find assistance,

. N If there is a life-threatening situation saving life is the priority, even in an
e.g. a council-run facility.

emergency the law and usual rules still apply.

— Advise the Emergency Operations Centre (EOC) you are closing.
gENey P ( )y ° If a State of Emergency is declared, it allows the Regional and Local Controllers

— Clean up all areas. Return any moved furniture and equipment. (local government) to have the legal ability to prioritise needs, and direct
— Collect together all of the records for the event and leave them in the Hub or restrict resources and activities. This may include recognised groups or
container for collection. The Emergency Operations Centre (EOC) may organisations being given authority to do specific tasks or acquire specific

resources to help the community. These instructions will come directly from

need them for analysis.
the Emergency Operations Centre (EOC). Make sure you keep a record of them.

Work with any media that show up

If you do not have any special legal powers in your normal life,
The media can be a useful resource for sharing information with the you don't have any in a State of Emergency either.
wider community.

The sort of information you can provide:

— Anything they can see (such as we are open, weather conditions). . . .
Y 9 Y ( Pem, ) If you come across any information that could affect the community,

— GCeneral information (such as we are really busy, we are quiet, we have had the running of the Hub or the wider response to the emergency,
lots of offers of community help). pass it on to the Information Coordination team.

— Public information you have received from the Emergency Operations
Centre (EOC).

Do NOT provide:

— Personal information (people's names, addresses, etc.).

— Any private or confidential information you have received.
— Details of any deaths or injuries.

— Addresses of evacuated homes.

Section 2: Working as a team Community Emergency Hub Guide 13




Tasks:

INFORMATION COORDINATION
RESPONSIBILITIES

Create and maintain the Situation Board

INFORMATION
COORDINATION

| am responsible for:

- Collecting, confirming and
sharing information.

- Providing everyone with a clear
picture of what is happening in the
community and the wider area,
so the right help can be provided.

- Using the information gathered
to prioritise the hub activities.

COMMUNITY EMERGENCY HUB

- Create and maintain the Situation

Board and display maps with gathered
information.

- Determine information needs.

What do you need to know?

- Organise the collection of information

within the Hulb.

- Organise groups to go out to find further

information in the community.

- Keep the Hub team up to date with

what is happening, especially the
Hub Supervisor and Public Information
person.

- Create Situation Reports (SitReps) that

can be relayed to the official response at
the Emergency Operations Centre (EOC)

by the person using the radio.

Information Coordination

To know what help is needed and where,
you need to know what is happening in

your community.

Use materials from the kit and other available resources (whiteboards,
sheets of paper, pens, tape, etc.). Use big headings to organise the space.

Display the maps from the Community Emergency Hub kit on the walls
or a table.

Information for the board and maps should include:

— Known hazards (e.g. slips, liquefaction areas, flooding, contamination
or other at risk areas)

— Status of lifelines (tap water, wastewater, stormwater, power, gas,
telecommunications, road and rail networks)

— Latest weather reports (if available and relevant)

Clearly mark if information isn't confirmed.

Write down what type of information you want to know

There may be information that you don't have but which would be useful.
Brainstorm what this information is and where you could find out.

What information would help you know what's happening? For example,
if a specific bridge is flooded or a road is open.

Are there areas of the community you haven't heard from? If possible, try
and check in on these areas. Even if they don't need help, they may not have
known about the Hub and may be able to offer help.

The Information Coordination person or team coordinates all the information
coming into the Hub. They collect, display and try to confirm this information

Organise someone to collect information from people as they arrive

to present a clear picture of what is happening in the community. This
information can then be used to prioritise help where it is needed the most.

When appropriate, ask new arrivals:

— where they have come from and what is happening in their area
Information needs to be gathered from any sources available, including people

o _ _ — what they saw on the way to the Hub
coming into the Hub, and displayed for the Hub team to work with. Some

information will be displayed on a Situation Board to build the overall picture,
some will be displayed for the public, and some information will need to be
communicated back to the Emergency Operations Centre (EOC).

This can be as simple as asking questions like “What street did you come
from? What was going on there? Does anyone there need help?” etc.

14 Community Emergency Hub Guide Section 2: Working as a team




Finding more information

Suggested Situation Board layout
If you haven't been provided with enough information, you will need to send

out people to find or confirm that information for you.

Date & Time When did you find out about it?

What further assistance do you need? A group from the Hub can walk or
Location Where is it? Record an address if possible. drive around the community to find out what you need to know. Consider

. . . . b3
using already established groups to gather information. »9
What's happening Brief summary of issue or information . o _ . mZ
reported — Neighbourhood Support or similar groups could collate information from 238
' their streets.
Our response What you have done or plan to do about it,

— Does your area have a Community Patrol, or a 4WD club for accessing
hard-to-reach areas? Groups like these may have vehicles and radio
communications, which could be useful.

and who is taking care of it?

Priority / Completed Lots of things may feel important, what needs
to happen first? Mark when completed.

Plan where these groups will be going and arrange a time that they will be
due back. People should not go out by themselves. It is safer to go in a group.

Use mobile phones or portable radios to remain in contact with the Hub
if possible. Liaise with the Communications team so they know what teams
have gone where, and how to stay in touch.

D’\'{'e ) WL\A-{JS OV\Y Pv]ov]-(»y /
Time Location Happening Response Completed Hu b Status Re po rt
g
ﬂ%awx Kowtai Rd Report that Kownai Rd bridge Node down for sfatus veport fo EOC Urgends/”
looks damaged Advise cammm#y o avoid use (Public Tnfo bw\vd) . . .
" N TR 5 The Hub Status Report is a way of keeping the Emergency Operations Centre
Slpm wst vol nteer eAms sent out tor efer fo map for locations " going . . . . .
door lenociing vortern suburbs Firsk report e from feam Zpm up to date about what is happening in your community, as well as requesting
1133pm| 15 Rangeview Ave | House on fire St ity Pl ccvepme’s o | Urgent further assistance. Send an initial Status Report as soon as practicable to advise
. Pine Medical Contre | Reparks Pine Medical Cende Adsise commity 4 g0 fo Mil Medical Conre i [No# Urgent that you are open, and then update approximately every four hours, or as
1252 o CGLPOSED, use l\d4]li Ti/]cdkml Centre v\efd SL\dp (Pablic ylnfaﬁbumd) “Advge R{QCCP'HDV\ g y p ! p . p p y y !
requested by the Emergency Operations Centre.
2:34pm Pam St Paim \/]Hefes" Home needs Lelp Send volunteers 4o Lelp clear debris Not Urgent
clearing debris
2tgpm | Cnt s Ved i apen for people needing fist aid | Display on Pubic Tnfo Board. Acsie Recepfion 4 The Emergency Operations Centre will want to know about power and water
outages, main roads that are blocked, buildings with significant damage,
151 people injured, and other major impacts. They are primarily interested in the
$10am Blocked voads - TM'S%, Mavine Dr, Na{c down fav stadus report 4o EOC On going h | | . | . h | .
Poud Ly Dack S4, Tin St Adise Pubic Tnfo bosrt challenges your community cannot deal with yourselves and extra assistance
you need.

There is a separate information sheet in the Hub kit with contact details
for the local Emergency Operations Centre and an outline of the Hub

Status Report.

Section 2: Working as a team Community Emergency Hub Guide 15




PUBLIC INFORMATION
RESPONSIBILITIES

pU B LI C - Display important information and
INFORMATION

advice relevant to the commmunity.

- Work with the Information Coordination
team to identify relevant information
to display.

| am responsible o) - Maintain and update the board regularly.

- Ensure all information on the board is
- Setting up noticeboards to display easy to read.
information to the community so . Work with the media to share

people can make informed decisions. appropriate information with the

- Maintaining noticeboards with GouanInlg:

up-to-date information.

COMMUNITY EMERGENCY HUB

Public Information

Information and advice help community
memibers understand what has happened
and how they can look after themselves.

The Public Information Board is the main display of new and important
information that the community can use.

Some people may only come to the Hulb for information, so the Public

Information Board should be visible, close to the entrance of the Hub, and be

updated regularly.

16 Community Emergency Hub Guide

Examples of important information include:

Known hazards (e.g. evacuation zones, liuefaction areas, slips, flooded or at
risk areas, contaminated water).

Latest weather reports as available.

Status of tap water, wastewater (sewerage), stormwater, power, gas,
telecommunications, transport networks including main and local roads,
rail, etc.

Key safety messages and advice (e.g. stay away from coastal areas or flood
waters, boil water).

The Public Information person or team is responsible for maintaining the Public
Information Board with relevant up-to-date information and advice. Make sure
information has been confirmed as accurate.

Tasks:

Put up the posters

Put up posters (found in Hub Kit) in the appropriate places around the Hub.

Work with the Information Coordination team

Work with the Information Coordination team to identify information that
would be of interest to the public.

Position the Public Information Board somewhere clearly visible to people
coming into the center, such as near the entrance

The board should be out of the way enough that people reading it don't
obstruct others.

Make sure the Public Information Board is protected from rain and wind,
and if possible out of direct sun.

Section 2: Working as a team



Update the Public Information Board as new information becomes available

from official updates and what is known to be happening in the community If you come across any information that could affect the community,
the running of the Hub, or the wider response to the emergency,
> Mark each piece of information with the time and date so people know how pass it on to the Information Coordination team.

old the information is.

> Write clearly to make sure it is easy to read. Use large print and a dark marker.

WV3ILV SV
ONIXJOM

> Ifinformation isn't confirmed, either don't put it up, or clearly state that it
hasn't been confirmed.

Make sure that all messages on the Public Information Board are
in large font, clear and easy to read for those that may have vision
difficulties.

NEED HELP! N OT' (ES

OFFERING  sreansee?
10 HELP? Poginamste Wl
COME INSDE! | Prease see rece phion [+ o feed 2

o T i€ you can belp

Work with any media that show up

> The media can be a useful resource for sharing information with the wider

community. The sort of information you can provide: ke
Need c. Cuo of +ea? Glen Medical
. - C?I\k++509-}v\%one U Centre
— Anything they can see (such as we are open, weather conditions). SRS . PUBLIC INFORMATION

EARTHAVAKE, ESTIMATED MAGNITUDE 7.6
er out Huroughout Hue cidy

V:s'r:f ﬂ':l;t"*’“ﬂ | - pow
= Wader out - boil water before drinking

021 87T sy -

Hae. gou o Hes?
il

— General information (such as we are really busy, we are quiet, we have had
lots of offers of community help).

Sundan T

\Oam ak SF M

e
rhew 3

Weatter vepor: overcast donigud, 12.C

SAFETY NOTICES
= Do not flusi, foilets

- Boil wafer before drinking

= Stay clear of downed powerfines
- Do not enter collapsed structures

— Public information you have received from the Emergency Operations
Centre (EOC).

MEDICAL ASSISTBNCE
Centre is OPEN at 15 Forest Road
please

> Do NOT provide:

— Personal information (people's names, addresses, etc.).

Any private or confidential information you have received.

Details of any deaths or injuries. By

Addresses of evacuated homes.

> Direct the media to the Hub Supervisor if you are unsure.

Section 2: Working as a team Community Emergency Hub Guide 17




NEEDS AND
OFFERS

| am responsible for:

- Linking up needs and offers — linking
people in need of assistance with other
people who are able to offer help.

- Updating the Needs and Offers board
to link up problems with solutions.

COMMUNITY EMERGENCY HUB

Needs and Offers

NEEDS & OFFERS
RESPONSIBILITIES

- Address all life-threatening needs immediately.
- Set up display boards for Needs and Offers.

- All Needs and Offers posted on the boards need
to have:

— Date & time
— A clear description of what is needed

— Name and contact details of the person
or organisation posting the message

- Check the new offers or requests for
assistance to see whether an existing need
or offer matches.

- Display new requests for assistance (Needs)
on the board.

- Remove requests when the need has been
matched with an offer.

- Display new offers of assistance (Offers)
on the board.

- Remove offers when they have been used up
or are no longer available.

One of the objectives of the Hub is to solve
problems using the resources and skills the
community has available — meeting people'’s

needs with the community’s offers of assistance.

There are some fundamental basic needs common to every disaster that will

need to be addressed. Preservation of life is the highest priority, including
rescue and medical attention to those who are injured, and checking on
people to make sure they are safe. The other basic needs are shelter, water,

food, and sanitation. You may also need to deal with the wellbeing of pets or

livestock, and other issues that may come up.

18 Community Emergency Hub Guide

Some communities have already done some prior planning around these
problems, as part of their local Commmunity Response Planning process, and
potential solutions and offers from key organisations are included in Section
5 - Your community's response. For those areas that haven't been through
this process, that section includes questions, which may help you find local
solutions.

The Needs and Offers Boards

The Needs and Offers Boards are a tool for managing and tracking what the
community needs, what offers of assistance have been made by individuals or
organisations, and matching them up when a solution presents itself.

People in need of assistance go to the Needs Board and people who have

a resource or skill go to the Offers Board. The people managing the boards
match up the needs with the offers of assistance coming from the community.
For example, people needing accommodation are matched with people
offering spare rooms in their house.

Someone will need to manage these boards, and might need extra assistance
depending on the scale and duration of the event.

NEEDS OFFERS OF HeLP
MEDICAILY FOOD +
Help cleaving vb TRAINET ACCOMMODATION ~ MANUAL TER
broken alass PEOPLE x LABOUR WA
Glenda, % Toen SF el | e
Go to Forest stoved behind | L e aomi

s
ofLevs rable for dransport

42 Main St

021 111 222 88%4‘,» Cooking
331 Railwa, %\vg

Civis 044 &5k

356

Glen Medical

Accommodation needed!
We ave a family of 4 and
need a place o staw )
Bob Swmith OL3 45k 789 - L rd e ogpes
s available at salab 4 Dies
oy Pajen Tan -
3§
(B3

Missing Cliluwalua

called Mr Smitlers
1 person needs ontact owner
accommodation — Paul Moove at B4
must be wieelchair Novti, Ave
accessible

Need help if+ing
faflen shelf blocking
access to stairs

@ 42 Turner St
Contact Notadie
021333 4556

Perishable food
aveilable ASAP

Fot Olives Caté

33 Olsen ST

Store owner Terry Bolte
ALL welCome
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Tasks: Display requests for assistance (Needs) or offers of assistance (Offers)
on the boards

Address all life-threatening needs immediatel . .
g y Croup Needs by themes such as labour required, accommodation, clean-up

equipment etc.

Attempt to contact the emergency services by phoning 111.

Group Offers by themes such as equipment, manual labour, shelter, food,

Make sure the Hub Supervisor is advised as soon as possible.
water, etc.

ONIXJOM

Pass the information to the Emergency Operations Centre through the
communications team.

WV3ILV SV

Keep the boards up to date

Set up display boards for Needs and Offers Remove requests when the need has been matched with an offer.

Note how the problem was solved, it may be useful again. Do not destroy

Set up display boards near the entrance to the Hub marked “Offers”
completed notes, keep them for the Hub records.

and “Needs”. You may also need tables to make it easier to collect and write

requests and offers. Remove offers when they have been used up or are no longer available.
Use notes to record and display community offers and requests for assistance Significant Offers or Needs
Make sure people record: In some cases offers may be large (e.g. from a supermarket) or be a critical
— Date & time (especially if the offer or need expires — e.g. a place to stay resource or skill needed by many.
until Monday). _ . .
, o . Requests for assistance could also be large or life-threatening (e.g. people
— Name and contact detglls of the person or organisation posting the needing rescue). These requests should be forwarded to the Hub Supervisor
message, or where to find them. to make sure the community response is coordinated and the Emergency
— A clear description of what is needed or what is offered. Operations Centre is informed.

Match offers with requests for assistance

Check the new offers or requests for assistance to see whether you know If you come across any information that could affect the community,
of an existing need or offer that matches. the running of the Hub, or the wider response to the emergency,
pass it on to the Information Coordination team.

Section 2: Working as a team Community Emergency Hub Guide 19




COMMUNITY SPACE
RESPONSIBILITIES

COMMUNITY
SPACE

- Set up the commmunity space.

- Help people find information or
assistance within the Hub.

- Assist distressed people (but don't
attempt to counsel).

Iam respon5|ble for: - Make tea & coffee and other

refreshments available, if possible.
- Creating a place where people can
be around others for general support
or company.

- Keep a record of any key actions or
decisions you or your team makes.

- Creating a place where people can
wait for help, information or resources.

- Creating a place where people can
offer some assistance or wait to be
given a task to do.

COMMUNITY EMERGENCY HUB

Community Space

People may want to be at the Hub for many
reasons. People will be there because they

have a specific need, can offer assistance, or

are wanting information, others may just want
general support, comfort or company at a time of
stress. The Community Space is a dedicated place
where people can seek company, wait for help or
resources, or hang out until needed.

20 Community Emergency Hub Guide

Tasks:

Set up the Community Space

> Have the Community Space as near to the rest of the Hub as possible.
Ideally it will be a quiet space in a separate room away from the information
boards. This could include the corner of a large space such as school hall or
community centre.

> Make sure that the space has seating and is accessible to people with
mobility impairments.

Put up clear signage

> Put up clear signage so people can find their way to the Community Space.

Be visible so people know who to approach if they need information
or assistance

> Wear the lanyard or use some other form of identification.

If anyone appears distressed, comfort them as you would a distressed friend,
but avoid counselling them (don't try to talk them into being happier)

> Aguide on providing comfort is on the next page.

Set out refreshments

> If refreshments are available, set them out and keep the area tidy so people
can help themselves.

Keep a record

> Keep a record of any key actions or decisions you or your team makes.

Section 2: Working as a team



With all the excitement taking place during

an emergency, the needs of people who are
directly affected can sometimes be overlooked.
A smile goes a long way in stressful situations.
Treat people how you would want to be treated
yourself.

Providing comfort

While working in the Hub you should only provide comfort, do not attempt
to counsel unless qualified to do so. You can provide comfort to people by
listening to them, giving them information about the situation and helping
them with their practical needs. It is important to provide an environment
where affected people can maintain their dignity while receiving assistance.

When providing comfort, it is important that you:

When providing comfort, it is very important that you avoid some actions:

Don't order people around or tell them to do things without explaining why.

Don't tell them not to worry, that it could have been worse or that others are
worse off.

Don't talk down or patronise them.

Don't be distracted when they are talking to you.

Don't try to talk them out of their feelings.

Don't reassure them that everything will be all right, when it may not be.

Don't react to their anger or other emotions personally.

Don't separate them from other people they are with.

Don't get sentimental or excited with them.

Don't deny them privacy or independence when they need it.

Help people feel in control of themselves by letting them make their
own decisions.

Help them recover their composure in their own way and in their own time.

Often it is best to stay quietly with them until the emotion subsides.

Listen respectfully to everything they say, show it is important to you and that

you wish to understand them.

Encourage them to think about who else they can get support from.

Take note of what people need; they may not be able to express or ask for it.

You may be able to find solutions from within the Hub.

Don't take anything they say personally, think of it as a message about how
they feel.

Section 2: Working as a team

Based on advice from the Ministry of Health

The group of people in our community with impairments is wide and
diverse. In fact, one in five people in New Zealand has some form of
impairment. This could include a hearing, vision, physical, mobility or
cognitive impairment. Ensure the community space caters for these
different needs. Keep the community space inviting, well lit and easy to
access.

If you come across any information that could affect the community,
the running of the Hub, or the wider response to the emergency,
pass it on to the Information Coordination team.

Community Emergency Hub Guide 21
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COMMUNICATIONS
RESPONSIBILITIES

- Set Uup a communications area.

COMMUNICATIONS

- Set up the radio, and any other
communications methods.

- Contact the Emergency Operations
Centre and tell them that the Hub
is open.

| am responsible for:

- Monitor communications channels,

- Receiving information over including broadcast radio.

communication channels. . )
- Keep a record of all incoming and

- Sharing information. outgoing messages.

- Pass on all information received to the
Information Coordination team.

- Maintain contact with any groups out
gathering information.

COMMUNITY EMERGENCY HUB

Communications

The Hub plays a critical role in keeping the
Emergency Operations Centre (EOC) informed of
what's going on in your community, so the official
response can provide support where possible.

The Communications role feeds information to the Emergency Operations
Centre (EOC) and receives important information from the Emergency
Operations Centre to be relayed to the Hub and the public (e.g. important
safety messages, road closures etc.).

The Communications person should monitor the Civil Defence VHF radio and
communicate via the radio, or preferably by phone and email if normal systems
are still working.

22 Community Emergency Hub Guide

The Communications person also works with any teams out gathering
information if commmunication is possible while they are away from the Hub.

The Communications person needs to be able to speak clearly and record
information quickly and neatly.

The Communications area needs to be set up in a quiet place, away from noise
and distractions, but close enough to remain in constant contact with the rest
of the Hub.

Tasks:

Set up an area for communications

> Establish a quiet space/separate room to set up the communications area.
This could be for phone communication if available, or VHF radio if the
telecommunications network is down.

Set up the radio if required

> Instructions on using the Civil Defence VHF radio are kept with the radio,
in the Hub Kit.

Contact the Emergency Operations Centre via phone, text message,
email or radio and tell them that the Hub is open

> The Emergency Operations Centre may want to know:
— The impacts of the emergency in your community.

— Do you have power, phone or email?

Are roads blocked, or houses damaged?

Are there people injured or in need of help?

What further assistance you need.

> Only provide a brief summary of key issues to the EOC unless asked for more
specifics. Refer to the Hub Status Report in the Information Coordination
section.

Section 2: Working as a team



Monitor communication channels while the Hub is open so no messages
are missed

> This includes listening to broadcast radio to hear what public messaging is
shared with the country or region.

> Keep a record of all incoming and outgoing messages — include the date and
time. Include details such as who the message is from, the date and the time
it was received.

Pass on all information received

> Pass on all information received to the Information Coordination team.

Maintain contact with any groups out gathering information

> Talk to the Information Coordination team about how many groups are out,
how you might be able to contact them, when they are due back, etc.

A separate guide for operating your Hub's Civil Defence VHF Radio is in
the Hub kit.

Section 2: Working as a team

Community Emergency Hub Guide
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Tasks:

RECEPTION
RESPONSIBILITIES

: Creet people as they come in the door, and direct them to the part of the
- Greet people as they come in the door, . .
and direct them to the part of the Hub Hub that can best deal with their needs.

RECEPTION

that can best deal with their needs.

. Stay calm at all times — expect people Stay calm at all times — expect people to be upset, frustrated or even angry.

to be upset, frustrated or even angry.
‘ ; Be honest if you don't know the answer. Try to connect them with someone
- Be honest if you don't know the

answer. Try to connect them with who mig ht know.
someone who might know.

| am responsible for:

- Creating a reception area at the front

Try and keep the reception area tidy and clear of rubbish and debris.
entrance to the Hub.

- Try and keep the Reception area tidy

and clear of rubbish and debris.
- Providing a friendly welcome to visitors
coming to the Hub and directing them

Make sure that Commmunity Emergency Hub signage remains easy to see.

- Ensure that signage remains

clearly visible.

to relevant parts of the Hub according

_ Make sure that the Reception team is identifiable.
to their needs.

- Ensure that Reception volunteers

. . o are identifiable.
- Making sure volunteers are identifiable

by a lanyard, coloured vest or name tag.

See guidelines for providing comfort in the Community Space section
on the previous page.

COMMUNITY EMERGENCY HUB

Reception

People coming to the Hub should be met on
arrival by a friendly person who can direct them to
the area which can best meet their needs.

The Reception team needs to be welcoming, able to explain what the Hub is
for, and what it can and can't provide.

Reception needs to be located at the front entrance to the Hub. Make sure that
the Reception team is clearly identifiable by lanyards, coloured vests, or name
tags. People will be looking for some obvious sign of who is there to help them.
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Facility Maintenance

People will feel better about being there and
asking for help if the place is tidy and not chaotic.

Make sure the Hub is kept clean, tidy, and is safe to work in. It should be
checked after every aftershock or any other environmental changes that might
affect the safety of the building.

Tasks:

Clean up any hazards - broken glass, debris, and rubbish to avoid people
being injured. Where possible, use protective equipment to avoid injury.

Keep paths and walkways clear.

Help find resources to make the Hub run smoothly — tables and chairs
and other useful equipment from the facility.

Collect up general rubbish and make sure there are bins for disposal.

Set up a hygiene station for handwashing with a bucket of water with
bleach/detergent/soap if better facilities are not available.

Find or make a toilet facility.

Make sure tea, coffee, and water are regularly refreshed for staff.

Make the Hub weatherproof where possible.

Section 2: Working as a team

FACILITY
MAINTENANCE

I am responsible for:

- Ensuring the Hub is kept clean

and tidy.

- Ensuring the Hub is safe to work in.

- Checking the Hub after every aftershock

or any other environment changes that
might affect the building.

COMMUNITY EMERGENCY HUB

FACILITY MAINTENANCE
RESPONSIBILITIES

- Clean up any hazards — broken glass, debris,

and rubbish to avoid people being injured.
Always use protective equipment to avoid injury.

- Keep paths and walkways clear.

- Help find resources to make the Hub run smoothly

- tables and chairs and other useful equipment
from the facility.

- Collect up general rubbish and make sure there

are bins for disposal.

- Set up a hygiene station for handwashing with

a bucket of water with bleach/detergent/soap
if better facilities are not available.

- Find or make a toilet facility.

- Ensure tea, coffee, and water is regularly

refreshed for staff.

- Make the Hub weatherproof where possible.

YOUR SAFETY IS PRIORITY - IF YOU CAN'T
DO SOMETHING SAFELY, DON'T DO IT

YOUR SAFETY IS PRIORITY - IF YOU CAN'T DO SOMETHING SAFELY,

DON'T DO IT.

If you come across any information that could affect the community,

the running of the Hub, or the wider response to the emergency, pass it

on to the Information Coordination team.

Community Emergency Hub Guide
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Setting up



Use this advice and the diagram on the next page
to understand how the Hub could work.

Now that you have assigned the roles, the different Hub areas need to be set
up. Each role can focus on setting up their particular area, but some areas are
easier than others, so help each other as needed. Key areas to set up first are
the Public Information Board and Coordination area.

Make sure all roles are filled

Are the following roles filled?

Hub Supervisor Needs and Offers
Information Coordination Community Space
Public Information Communications
Reception Facility Maintenance

People may have more than one role until others who are able to
help arrive.

Section 3: Setting up

Set up a Public Information Board

Set up a noticeboard somewhere near the front to display
important information to the community.

Ensure the Public Information Board is easy to see. If appropriate this could
be outside.

Set up an area for Hub and
Information Coordination

Establish a Situation Board (see page 15).

The Situation Board maintains an overall picture of what is happening and
records the actions taken or tasks that have been assigned or still need to be
done.

The Coordination area assesses, verifies and distributes important community
information to the Public Information Board and Emergency Operations
Centre (as and when appropriate).

Some information in the Coordination area could be sensitive, find a quiet
space away from the general public (perhaps in an adjacent room).

Community Emergency Hub Guide 27
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Set up an area to collect Set up a Community Space
Needs and Offers

Set up quiet space away from the information boards for people
to rest, seek companionship, wait for assistance/information or a
Towards the front of the facility, set up display boards marked volunteer role.

‘Offers” and “Needs”.

Make sure that the space is accessible to people with mobility
impairments and has some seating.

Set up an area for Communications The Community Space could be in a separate room.

If there are a lot of people around, try and figure out why they are
hanging out and find an appropriate space for them.

Establish a quiet space close to the Coordination area for
telephone or VHF radio communications.

If there is no electricity, find a car battery or alternate power Set Up a tOiIeting and hygiene Station

source, such as a generator.

— . Establish a hand washing area.
The Communications space needs to be somewhere quiet.

Find or make a toilet facility.

Ask neighbouring houses or local businesses to borrow any tools and
cleaning materials you need.
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Hub diagram

Generic layout of a Community Emergency Hub and outline of the key roles

HUB SUPERVISOR

| oversee that the Hub
runs smoothly by helping
everyone work together.

IIEe
i

Situation Board ‘ Needs and Offers Board

% N&O)
.

L1

INFORMATION COORDINATION
| keep track of important

information coming in Public
and out of the Hub. Information e
Board

dn

PUBLIC INFORMATION
| keep the Public
Information board
up-to-date and tidy.

ONILL3S

/2
.

RECEPTION

| meet and greet people
coming to the Hub and
direct them where to go.

Coordination area General/Public area

NEEDS AND OFFERS

| match people’s needs
and offers of assistance

by using notes on a board.

COMMUNITY SPACE

| create a welcoming comfortable
space where people can connect
and wait.

COMMUNICATIONS

| use whatever cormmunications
are available to stay in contact
with the Emergency Operations
Centre (EOC).

FACILITY MAINTENANCE

| ensure the Hub is safe,
clean and has the resources
it needs to run.

- o -
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Before you
open



Once set up, bring everyone together to

ensure they are clear on objectives, their roles,
the layout, and how they will share information
and work together. Regularly repeat this briefing
with the lanyard holders to ensure things are
working smoothly.

Some common initial objectives

Establish a working Community Emergency Hub.

Provide a safe gathering place.

Find out what has happened in your community.

Tell people what is going on.

Solve problems using what the community has available.

Match requests for assistance with offers of assistance.

Coordinate the community response.

Give an overview of who might be
available to help

Give an overview of who might be available to help (including
community members, volunteers, response plan stakeholders).

Section 4: Before you open

Check everyone is happy with the
role they have

If not, change roles/lanyards as appropriate.

If there are roles that still need to be allocated people may end up with
two or more roles.

Understand the Hub processes

Make sure everyone has a clear idea of how the Hub will run and
how information and people might move through the Hub,
depending on their needs.

Open the Hub

Put up clear signage that the Hub is running.

Contact the Emergency Operations Centre (EOC) to let them
know that the Hub is open.

Bring the Hub team together regularly to ensure everyone knows
what is going on, to inform them of any significant issues, and to check
everyone is ok.

Community Emergency Hub Guide 31
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Localideasand
solutions for
challenges you
may face

The following pages include prompts, ideas and
local resources for assisting with the common
needs of communities after an emergency, as
listed below.

> Checking on who and what has been affected

Community Response Plans

Where a community has gone through a Community Response Planning
Process, there are details about the local resources available to help solve
these problems.

In communities that have not yet been through that process, there are
prompts and questions that may assist you in finding solutions.

Life-threatening situations

> Help if you can, but do not put yourself in unnecessary danger to save
someone else. You don't want to become a casualty too.

> Attempt to contact the emergency services by calling 111 in all life-threatening
situations. Sometimes all you can do is keep other people from being harmed.
Let people know that there is a hazard, and keep other people away from the
hazard if you are able. This may include helping people evacuate an area.

> Report back to the Community Emergency Hub:
— What the problem is.
— What you have done.
— What still needs to be done, if anything.

> Medical assistance

> Information about life-threatening situations should be reported to the
Emergency Operation Centre.

> Shelter

> Water

> Food

> Sanitation

Section 5: Your community's response
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Local resources

During Community Response Planning the following local resources were identified that could be
useful for various purposes during an emergency. Use this information as a starting point when looking
for solutions to community needs. Local resources may need to be shared with nearby communities, so
communicate with your neighbouring hulbs to work out the most efficient use of the available resources.
Check with the owner to coordinate the use of their resources.

Coordinate with neighbouring Community Emergency Hubs

>
>
>

Island Bay Community Emergency Hulb, Island Bay School
Owhiro Bay Communtiy Emergency Hub, Owhiro Bay School
Kilbirnie Community Emergency Hub, Kilbirnie Islamic Centre

Community response planning was completed collaboratively with the
above communities. Some similarities between the assets and challenges
will exist in this document.

Places and spaces

AV VO A VR VO " VA VY
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Home of Compassion

Springs behind home of compassion
Marae Tapu Te Ranga

Island Bay School

St Frances de Sales

Island Bay Kindergarten

Bowling Club

Tennis club

Scout hall

Football club

Community Emergency Hub Guide
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Squash courts

Scout hall

Victory Park

Wakefeild Park

Oku reserve

Paekawakawa reserve

Tawatawa reserve

Shoreland park

Community orchard

Skate park & coast kids cycle track
Walking routes - City to sea / Mount Albert
Walking routes - Tawatawa reserve / Kingston
Bata shoe factory

Red Rocks visitor centre

Tapu Te Ranga marine reserve

Empire cinema

White room art gallery

McCormmick Art gallery

Victoria University Marine Eco labs

Section 5: Your community's response



Groups and networks

VoV VOV VY VY VY VY VY VY VY VY VY VY Y VY Y VY Y Y YV Y Y
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Island Bay School

St Francis de Sales School
Island Bay Kindergarten
Island Bay Playcentre

St Francis de Sales Church

St Hilda's Church

Wellington South Baptist church
Presbyterian Church
Orthodox church

Salvation Army

Cambodian Buddhist temple
Home of Compassion
Community Centre
Community Orchard

Fuse - young people with intellectual disabilities

Scouts

Guides

Cirls & boys brigade

lconz

South coast historical society
Church youth groups
Houghton Valley School

Houghton Valley Community Hall
Houghton Valley Progressive Association

ESYT youth club
District Nurses

Local Leadership
Mainly music
Wellington time bank
Toast masters
Bowling Club
Plunket

Tennis club

Football club

Section 5: Your community’s response
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Soft ball club
IBAA

Infrastructure

VOV OV VY VY VY VY VY VY VY VY VY VY VY VY VY VY VY VY VY VY Y Y Y Y YV

Power

Gas

Water

Street lights

Sewerage

Roading

Telephone exchange

Cell tower - end of Buckley ridge
Cell tower — Empire cinema

Cell tower — St Francis's steeple

Mt Albert water reservoir
Tawatawa Reserve water reservoir
Emergency water supply (at Island Bay school)
Public toilets - Parade town center
New World supermarket

Island Bay School

St Francis de Sales School

Island Bay Kindergarten

St Francis de Sales Church

St Hilda's Church

Wellington South Baptist church
Presbyterian Church

Orthodox church

Salvation Army

Cambodian Buddhist temple
Home of Compassion, Chickens & Bees

Community Emergency Hub Guide
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o o > Mechanic/garage
Services In the  Clasing company
commun ity > Dive centre
> Masonic Hall
> Bus service
Island Bay Medical Centre > ATMs
Pharmacy > Tradesmen
Library glass, builders, plumbers, electricians,
Community Centre gas, drain layers

Island Bay School

St Francis de Sales School
Island Bay Kindergarten

St Francis de Sales Church

St Hilda's Church

Wellington South Baptist church
Presbyterian Church
Orthodox church

Salvation Army

Home of Compassion

Island Bay Playcentre
Cambodian Buddhist temple
Buddhist groups — Derwent Street
New World supermarket
Dairies

Take-aways

Cafes

Restaurants

Empire cinema

Brew'd Bar

Vidoe/post shop

Vet clinic

Island Bay Butchery

VOV OV VY VY VY VY VY VY VY VY VY VY VY VY VY VY VY VY Y VY Y Y Y Y Y Y Y

Physio
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Local vulnerabilities

During Community Response Planning the following potential vulnerabilities were identified.
These may need further attention or assistance.

Places and spaces Groups and networks
> Old landfill (park on Buckley road) > Irwell Rest Home

> Owhiro Bridge > Stressed & lost pets

> Coastal land slides > People with disabilities in supported accommodation
> Redrocks road > House bound people

> Brick buildings - Town centre, > Mothers with young babies

> Humber street lodge & old church > Elderly people

> Erskine College > Freedom campers at Red rocks carpark

> Home of Compassion

> Sewerage overflow - Derwent Street(?)

> St Hilda's Church - brick wall

> Liguefaction & flooding - Parade (old swamp land) & Derwent
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Services in the Infrastructure
community

Gas Mains

Power lines

Blocked access @ Adelaide Road
Blocked access @ Severn Street

Losing access to GP & Pharmacy
No supermarket

No petrol station Blocked access @ Esplanade / coast

VOV NV WV

No local emergency services Blocked access @ Volga Street

Sewerage line @ Dover street

Loss of telecommunications

Loss of power, water, sewerage,

Power substations

Topography leaves us vulnerable to slips

Not many solar panels

Patchy phone signal even under normal circumstances

AR VA O " VA VR VA VO A VA VA VA VA Ve

Very exposed to southerly winds and swells
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Checking on
people and
damage

Everyone in the community is checked on after an
emergency — whether it's for rescue and medical
assistance, or just basic support and information.

» Contact everyone in the community as soon
as possible.

» Record and report information on people
and damage back to the Hub.

» Regularly check everyone in the days
following the event as people's circumstances
mMay change.

40 Community Emergency Hub Guide

How can you make sure that everywhere has been checked?

— Start with known affected areas or groups that might need
extra assistance.

— Draw upon any local lists and knowledge.

— Coordinate a street-by-street, house-by-house check.
Use the area maps in the Hub.

— Record any information on the impact to the community.
For example, status of roads, building damage, and peoples
unresolved needs.

Report the information back to the Information Coordination person
at the Hub.

Staying in contact with people as outlined in task one should be done
frequently, as people's circumstances can change after an event.

If you can't give someone immediate assistance, collect information
about their needs and bring that back to the Hub. See if you can find an
answer to their needs with the resources available in your community.

Section 5: Your community's response



What groups could be available to walk around the How would we coordinate this?

community to check on people and look for damage?
Mobilise people to the Hub

Walk never alone for checking damage! Identify groups available

Sports groups — adults Check immediate neighbours first

Walking groups — adults Large scale IB Map, mark houses that have been checked

Kindergarten staff Checklist address/people ok/ building ok, food, water, unattended pets

Intermediate groups (students) Map where people have been

VoV VNV NV VNV

Scouts/Girls brigade etc. Taxi/mail/courier/circular delivery network/co
Faith groups
Church Groups

Environmental groups e.g. Dune carers

AV VA O " VA VA VA VO Y Vg

Residents association

Where should we check first?

Medical providers may have lists of people who need early assistance.
Irwell Rest Home

Supported accommodation

Playcentre, kindergartens, schools.

After school or youth groups

Pharmacy

AV VA " VA VA VO A Ve
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Medical
®
a ss I Sta n ce In all life-threatening situations, attempt to contact the emergency

services by calling 111.

Injured and sick people should go to the nearest open medical

Community members who need medical centre first.

assistance are d | reCted to med ical assistance. People with first aid skills should go to their nearest open medical
centre or go to the Hub.

Check on your neighbours and people you know to have health issues
or disabilities .

ldentify and coordinate community resources
that can be used to assist and treat the injured.

A\

Look after your hygiene — wear gloves when touching body fluids.

A4

ldentify and check on people with day-to-day
medical needs.

Direct the commu nity to medical prOViderS that Find out if the local medical providers are open and operational so that
are known to be open. you can let the community know where to go.

A\

Coordinate transportation for those who are in need and cannot get to

|[dentify and coordinate people in the o el e,
community with medical skills who can help.

A\
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Where are the nearest medical providers?

A VR VO Y Vg

Island Bay Medical Centre
Pharmacy

Vets

Island Bay Physio
[llusions Beauty Clinic

Where else could we provide medical assistance
if the above facilities are not available?

>
>
>

Church halls
Community centre
Schools

Who can help provide medical assistance?

>

VOV NV WV

Are there any known doctors, nurses, paramedics or first aiders in the
community?

People with first aid certification — scouts, teachers, new world & play centre
employees etc.

Midwives

Emergency response volunteers

Community Patrol volunteers

Set up a board at the hub where trained people can offer help

Section 5: Your community's response

Where can we get extra supplies?

Supermarket

Rest homes

Pharmacy

First aid kits in homes and/or cars

Kindergarten, play centre, schools, sport clubs, scouts etc.
Community centre

Physiotherapist

AV VA VA Y VA VA VO VA Vg

Defibrillators available at
- Medical centre

- New World

- Squash Club

- Bowling Club

How do we get people to medical assistance or
medical assistance to people?

Boats to evacuate if roads are blocked
Organise transport — personal cars, 4-wheel drives, bikes, scooters, trucks
Using supermarket trolleys, wheelbarrows, hand carts, go carts etc.

A VA VR VS

Improvised stretchers — made of wooden planks, poles wrapped with
blankets etc

Community Emergency Hub Guide
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Shelter

Ensure everyone in our community has
somewhere safe and comfortable to stay.

» Find places where people can shelter from the
weather if they can't stay at home.

» Find comfortable places where people can rest
and sleep.
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Small repairs may make homes safe enough to stay in.

If people need to leave their homes, encourage them to take as much
bedding as possible.

Encourage people to stay with friends or family if possible. Ask
neighbours or others in their street if they have spare room.

People in the community may have spare beds, air mattresses, and
couches available to offer to people without a place to stay.

Many people will be able to stay in their own homes, and this is ideal as
people are much more comfortable in a home environment. Are there
simple repairs that could be done to make a home safe enough for
people to stay there?

You may have visitors to your community who don't live locally —
commuters, shoppers, employees etc. These are the people most likely
to need accommodation in your community.

Encourage people to make their spare beds and guest rooms available.

Don't wait for the perfect solution, shelter from the weather is a priority
over comfort. Bad weather means the need for shelter is much more
urgent than on a warm sunny day.

Tell the Emergency Operations Centre (through the Communication
desk) the number of people who need accommodation.

Section 5: Your community's response



Who could help make people’s homes safe,
weather proof and comfortable?

AV VA VO " Y VA VY

First visual safety check of the house then check structural safety — brace
Using tarpaulins, ropes, plywood etc.

Ensure utilities are turned off if unsafe e.g. gas

Clean up broken glass & eliminate other risks

Keep bedding dry

Where can we get resources to make repairs?

VOV VNV VNV VYV

Island Bay glass

Mechanics — South End Motors, Cartechs, Island Bay Motors etc.

Local resources — donate spare bedding and/or sleeping backs to Hub
Charity shops — St. Vincent for bedding

Dave Brown Electrical

Plumbers — Paul Hodder

What open spaces could accommodate
temporary shelter?

AR VARV " VI VA VO VA Vg

v

Encourage people to put up a tent in their own yards.
Parks — Wakefield park

Clubs fields — soccer club, tennis court, golf course etc.
Schools & Kindergarten — Erskine College

Lawn behind St. Hilda's — Humber Street

Private properties

Tapu Te Ranga

Section 5: Your community's response

What facilities could be used for temporary shelter
if people can’t stay at homes or with friends?

> Tents

> Other people’'s house — spare bed & couch

> Services & sport clubs — tennis, soccer, bowling etc.
> Schools - classrooms & halls

> Churches - pews

> Shed & garages

> Empire Cinema

> Vehicles — campervans, motorhomes etc.

> Encourage people to go to family, friends, and neighbours.
>

>

>

Where could we get bedding and clothing supplies
to keep people warm and comfortable?

>
>

Community Emergency Hub Guide
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Water

Our community has access to clean water
Water reservoirs are all around the region but automatically seal if lines

for dl’lﬂklﬂg and water for COOklﬂg and are damaged. Wellington Water technicians must manually attend to

hyg iene purposes. the valves. This will take time so look for other sources of water within
the community right away.

Some schools and community centres have large water tanks installed.
» Ensure everyone knows how to treat If there is one in your community check to see what their plan is for

drinking water using the water.

» Coordinate community water sources

fOl’ d rn kl ng, COOK' ng a ﬂd hyg iene. Local streams and open bodies of water are not reliable sources of
) _ clean water. Chemical pollution and heavy metal contamination is not
» Arrange a place in the community where removed by boiling water or adding bleach.
water can be distributed if needed. Treat any non-bottled water. Boil it if you can, if not use bleach to treat.

BEST CHOICE: BOIL. Boiling water will kill most types of disease-causing
organismes. If water is cloudy, filter it through a clean cloth. Boil water for
one minute, let it cool, and store it in clean containers with covers.

IF YOU CAN'T BOIL: ADD BLEACH. Bleach will kill some (not all) types of
disease-causing organisms. Just like boiling, filter cloudy water through
a clean cloth first. Use only regular, unscented, liquid household bleach.
Add two drops of bleach per litre of water. Stir well, let it stand for 30
minutes before using, then store in clean containers with covers.
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Where can we find drinking water?

Supermarket & dairies

Island bay school —emergency water tank
Houghton Valley School - emergency water tank
Home stashes & rain water tanks

Island bay Presbyterian Church — water tank
Play Centre — rain water tank

Spring above the Home of Compassion

Hot water cylinders

Bowling club, pub & bottle shop (Ice)
Kindergarten

Mt. Albert Reservoir

AV VAR VL VA VA VA VA VO VA VA Vg

Where can we find water for washing and cleaning?

Swimming pools

Churches — have showers

Piped stream — The parade

Owhiro Bay & Houghton Bay stream

The sea

Shower a Shorland Park, Owhiro Park & Princess Bay

VooV VNV NV VWV

Hot water cylinders

What water supplies should be avoided or need
treatment before drinking?

> Streams
> Rain water tanks
> Spring water may not be clean

Section 5: Your community's response

What places would be good distribution points?

Supermarket — New World car park

Schools - IB Primary, Island Bay school

Churches

Parks — Shorland etc.

Squash club, bowling club, other sport clubs at the north of the Bay
St. Hilda's lawn

AV VAR U " VL VA VO

How do we get water to people who are unable to
leave their homes?

v

ldentify where they are — organise volunteers for door-by-door check

v

Organise transport — wheelbarrows, shopping trolleys, golf carts, personal
cars, bikes, 4-wheel drive cars, trucks, horses etc.

v

Youth caring water in backpacks

Community Emergency Hub Guide
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Food

People in our community have enough food
to sustain them.

» Encourage people to share food with those
who don't have access to it.

» Organise a way to feed large groups of people
who are displaced or do not have food of
their own.

» Coordinate food supplies in the community.
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Assist with coordination of food supplies in the community where
necessary.

Encourage people to share food with those who don't have access to it.

Tell people to use foods in the refrigerator first, then those in the freezer,
and finally dry goods from the pantry.

Pool community resources to feed everyone

— Street BBQOs

— Have places where excess food can be coordinated from

Section 5: Your community’s response



What food suppliers and providers are there? How could we organise to feed large groups
of people?

> Supermarkets - New World

> Community Orchard > Use perishable food first

> Café's, restaurants & take-away places > |ldentify who is around & who needs feeding

> Dairies > Get to a central place — Church halls, sport clubs (e.g. soccer, squash,

> Butchers bowling), community centre, bars, Marae, schools etc.

> Marae >

> Fishing boats >

> Community/private gardens >

>

i Where can we get cooking and catering supplies?

Churches & sport clubs
Where else could we find food? Household supplies — BBQs, camping equipment’s (Scouts?)

Café's & Pubs — Floyds, blue Belle & Empire
Households — stored food etc. Kindergarten

Veggie gardens & fruit trees BBQ Shorland Park

Chooks & eggs
Animals - native birds, ducks, fish, zoo animals etc.

VoV OV VYV VNV WV

Day care centres & rest homes

How do we get food to people who are unable
to leave their homes?

A A VAR VO " VA VR VA VS

> Transport — wheelbarrows, pushchairs, trailers, motorbikes etc.
> By foot - fit people with tramping packs, kids with satchels
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Sanitation

Ensure everyone has access to an appropriate
place to go to the toilet.

Wash your hands regularly — use hand sanitiser, boiled water with soap
or gloves if clean water is unavailable.

Could you organise long drops throughout the community and close to

» Organ Ise Iong d rops th roug Nhout the commun |ty groups who might not have the ability to organise one themselves?
and in locations close to groups wWho m|g Nt Nnot Where are suitable locations for facilities that won't cause problems?
. . . Could you build a private space for a long drop toilet at the Hub or
have the ability to organise one themselves. o
; ; ; ; When digging a long drop dig a hole up to one metre deep and 30 to
’ ldentncy and SOU rce sanitation SL{ ppl €5 aﬂd 40 cm wide. After each use, cover the waste with soil or other mulch.
tools from within your community to build When the hole is full to about 30cm below the surface, fill with soil and

dig a new long drop.

emergency toilets.

Alternatively, use a two bucket system — one for liquids and one for solid
N Identify and Coordinate people V\/hO can he|p waste. Mix with sawdust. Can be used indoors and then emptied in a

) . . . hole in the ground.
dig or build toilet facilities.

» |dentify a suitable space for a long drop toilet
at the Hub.
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Key resource
statements

New Zealand Police

During an emergency, Police across the region will focus on assessing the
situation and will be tasked by their Central Communications Centre.

Fire and Emergency New Zealand

The focus of Fire and Emergency New Zealand after a significant earthquake
will be lifesaving activities and suppression of fire, as allowed by limited water

supply.

Wellington Water

All Wellington Water Reservoirs have seismic valves to retain water after an
earthquake. Technicians must inspect the reservoirs and alter the valve systems
before the water inside can then be made available for people to manually
collect. It will take a number of days to complete this process. Community
water stations may be available from day 8.

Section 5: Your community's response

Supermarkets

Supermarkets are likely to be closed immediately after an earthquake due
to the mess and danger caused by stock falling from shelves.

They will try to make available whatever supplies they can, in coordination
with the Hub to make sure these resources are efficiently used.

While supermarkets appear to hold a lot of stock, in reality if they cannot
be restocked this will not go far for a whole community.

Medical Centres and Hospitals

People needing medical assistance, and anyone able to assist in the provision of
medical assistance should go to their nearest medical centre, not the hospital.

Each hospital has their current patients to look after, as well as the most
severely injured following an emergency event.

The medical centre will assess who needs to go to the hospital, if they can
get there.
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Thinking long term: Recovery

Working in your Hulb, you may find yourself exercising leadership, problem
solving, and other abilities you didn't know you had. You and your community
will come across a variety of issues. Some of these will require outside help,
but many may be solved by pooling the skKills, resources and connections that
your community already has.

As your community self-organises to respond, you will start to find solutions

to these immediate issues. But what about longer term challenges? How does
your community then continue to work together and support one another
through long-term recovery?

Many communities throughout the world, from Christchurch here in New
Zealand, to New Orleans in the United States, to Tohoku in Japan, have gone
through disaster. Those commmunities that are active, work together and

support one another, can adapt and rebuild stronger than before.

What can our community do to help
each other through the recovery?

> Stay connected. Maintaining your existing relationships and those you have
formed during the response is important for the community’s recovery.
Some people may be evacuated, or may be living temporarily outside the
community. Strive to help keep everyone connected and informed. Setting
up phone trees, social media groups and email chains, in addition to
meeting in person helps keep people connected so they can take action and
support one another.

> Work together. The drive to work together is often high at the start of a
disaster when priorities are centered on meeting basic common needs.
Keeping this positive energy alive through the recovery process will take
a more concerted effort — sharing stories of the community’s successes
and challenges may help do just that. Consider how the community can
continue to share knowledge and creativity as challenges change from just
responding to what's in front of you, to proactively rebuilding the kind of
community that you want to live and thrive in.

Section 6: Thinking about recovery

> Speak with a common voice. Cetting your commmunity’'s message heard by
local government and organisations that may contribute resources to help
rebuild is a challenge. Look for common goals that meet the needs of many
community members. Just as importantly, your community’s voice can be
strong and inclusive of different needs. When a one-size-fits-all approach
won't work, part of sending a clear message means communicating that
needs in your community are diverse.

> Talk about wellbeing. During and after a disaster it is natural to experience
different and strong emotions. Give yourself time to adjust and connect with
family, friends and others who were affected in your community. Take care
of yourself and each other, while respecting that people’'s needs will vary.
Everyone may deal with challenges in different ways, but no matter what,
remember it's ok to seek help. Re-establishing routines and engaging in
healthy behaviours can help to enhance your ability to cope.

There is no perfect answer to how your community will tackle recovery. Staying
organised and proactive through recovery may not happen in the Hub itself
especially if it's located in a place that needs to return to its business-as-usual
function. Whatever the form and place, it is the connections made, the shared
experiences, and people being active in the community that will make it
possible to adapt and rebuild stronger than ever.

Recovery will present challenges. Strong communities face them together.
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