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• Advise a member of the Digital/ Logistics team re any email issues.

• Use the whiteboard to complete a quick initial analysis of the known situation from 

a welfare perspective using the impact mapping quadrant. Add information to the 

impact map as soon as it becomes available. 

• Under the direction of the Welfare Manager start building the welfare team 

structure based on size and scale of event (see Appendix 1: Staffing). Record the 

structure on the whiteboard. 

• Welfare Manager starts assigning roles and tasks (see Appendix 2:  as support 

arrives:

- 2IC – starts working on TASK 3 (can get others to support if required)

- Administrators – assign TASK 4

• Welfare Manager attends Initial IMT meeting and completes Task 2

• Once initial set up complete Welfare Manager or 2IC bring team together and go 

through TASK 5 to on-board team members.

• Following initial set up all team members complete Task 6

• Complete Task 7 - Welfare plan
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TASK CARD 2
Task: Attending initial Incident Management Team (IMT) meeting

Responsibility: Welfare Manager

• Gain situational awareness: (what do we know, what do we need to know, where 
should we start?)

• Understand Controllers objectives and intent.

• Record Controllers objectives and KPI’s/intent on the welfare status board to 
inform welfare team.

• Gain initial direction for developing the welfare plan.

• Identify meeting times and update the Welfare status board.

• Identify reporting requirements and times and update the Welfare Status board.

• Provide an update to the Welfare Team. 
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TASK CARD 5
Task: Staff Induction

Responsibility: 2IC

Go through this On-boarding process with all team members.

• Evacuation process and health and safety, facility information, breaks. 

• Introductions, including strengths.

• Provide a briefing on the current situation for incoming welfare staff.

• Introduce the Welfare Status Board.

• Explain the electronic platforms that Welfare uses 

- MS-Teams – Event site for Log, Templates, Documents etc

- Outlook – Welfare Inbox and Welfare Needs Assessment inbox

- Needs Assessment – advise if been activated.

• Assign Roles.
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Appendix 1
Title: Staffing

The following should be considered:

• What is the impact of this event?

• What is the scope and scale?

• What is the shift schedule – 1 x 12hr shift per day, 2 x 8hr shifts per day, etc. (may 

need to plan for two teams).

• What welfare key areas of responsibility are needed: Needs assessment, welfare 

delivery, welfare facilities?

• Identify early if surge staff might be required.

Medium to large event
(Scalable to meet welfare needs – the below example highlighting Needs Assessment and 
Emergency Shelter sub function - led by the Welfare Facilities Supervisor). 
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Appendix 2
Title: Welfare Roles Overview

Note: Depending on the size and scale of the event, roles can be expanded or compressed.
Roles Key tasks Compressed in smaller 

events
Welfare Manager • Manage welfare team.

• Determine welfare team roles.
• Prioritize tasks with the team.
• Brief and update the team, including the big 

picture.
• Convene the Local Welfare Committee and 

chair meetings.
• Attend Welfare Coordination Group Meetings.
• Attend Incident Management Team meeting 

(IMT).
• Lead identification of and planning for welfare 

needs (Welfare Action Plan template in MS-
Teams).

• Support/advise the Controller on welfare 
matters.

Second in charge 
(2IC) 

• Support the welfare manager and team
• Support the team with advice and guidance 

including supervisor roles
• Induct new incoming welfare staff
• Keep a wellness check across the welfare team
• Liaise with the Local Welfare Committee (when 

welfare manager is unavailable). 
• Support development of welfare action plans

Can be combined with 
Administration 2 role.

Administration x 1 • Maintain Status board (A0 hardcopy + filing 
photographed copies in MS-Teams)

• Maintain welfare situational awareness 
information including impact mapping quadrant 
and the development of new information boards. 
Liaise with the Intelligence function as required. 

• Draft Status Reports (template in MS-Teams)
• Draft Shift Handover Briefing sheet (template in 

MS-Teams)

Can be combined with the 
PA role or Administration 2 
role.

Administration x 2 • Monitor and manage welfare emails 
• Receive incoming calls
• Liaise with Community Emergency Hubs (if 

needed)

Can be combined with the 
2IC or Welfare Facilities 
Coordinator role.

Personal Assistant 
(PA)  

• Support the welfare manager and 2IC, 
• Schedule meetings 
• Take minutes for Local Welfare Committee 

meetings, (minutes template in MS-Teams)

PA tasks could be 
combined with the 
Administration roles.
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• Take incoming calls for Welfare Manager/2IC 
where required.

Welfare Facilities 
Supervisor

• Undertakes responsibilities as outlined in the 
TCC Emergency Shelter and Accommodation 
Roles and Responsibilities document

• Support the Welfare Manager in Civil Defence 
Centre (CDC) planning. 

• Be the key liaison and support for CDC 
Supervisors 

• Support CDC Supervisors with resourcing 
requirements. 

• Lead welfare responses to Community 
Emergency Hub needs

Only required when -  
Civil Defence 
Centre’s/marae/Community 
Emergency Hub’s have 
been activated.

Can be combined with the 
Administrator roles.

Needs Assessment 
Supervisor • Undertakes responsibilities as outlined in the 

Guide to Processing Needs Assessment 
BOPCDEM document.

• Support the Welfare Manager with the needs 
assessment plan.

• Coordinates the needs assessment process.
• Provides support and management to needs 

assessment staff.

Can be combined with the 
Welfare Delivery 
Coordinator role.

Welfare Delivery 
Supervisor

• Undertakes responsibilities as outlined in the 
Guide to Processing Needs Assessment 
BOPCDEM document

• Supports the welfare manager with 
implementation of welfare delivery.

• Provides support and management to welfare 
delivery staff.

• Oversees the delivery of identified needs to 
those impacted by the event.

Required when Needs 
Assessments sub function 
is activated

Can be combined with the 
Needs Assessment 
Coordinator role.
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