Waterloo Region Registry Week

Team Member Roles and Responsibilities
Team Leader:  
· Those serving as team leaders are experienced staff within the housing stability system (e.g., street outreach, shelters, STEP Home).  
· Responsible for ensuring for the overall safety and success of the team.  
· Ensures the entire team is present before departing for surveying and that each team member has fulfilled their responsibilities as outlined below.  
· Ensures team members have an adequate supply of blank surveys, gift cards and pens/pencils, as well as any other needed materials in their box (e.g., flashlights, granola bars, etc.).

· Receives a map of the area their team is assigned to cover – the team leader will ensure the geographic area is covered or identify any areas not covered.  
· Ensures every person sleeping outdoors or presumed to be experiencing homelessness is given the opportunity to participate in the survey.  
· Maintains an accurate count of people who refuse or are not awake to participate in the survey (Refusal/Not Awake Tracking Sheet).  The team leader will ensure that those individuals who refuse or were missed are sought out and offered additional opportunities to participate.  
· Ensures the team returns to the headquarters on time or calls back to headquarters to request additional time to finish surveying their area.  
· In the event of an emergency, the team leader will first coordinate a 9-1-1 response, and then inform headquarters.  
· Upon returning to headquarters, will ensure team boxes (if needed again) are replenished and will return unused incentive cards to one of the co-facilitators.  

Team Proofreader:  
· Responsible for collecting completed surveys from team members either when out surveying (if time) and/or once the team returns to headquarters.  
· Checks each survey for completeness, legibility, and when necessary asks team members to fill in missing questions to the best of their recollection or improve their handwriting.  
· Once the proofreader has completed their tasks, the team is prepared to be de-briefed by a registry week facilitator.  Once de-briefed, pass in completed surveys. 
Team Muse (Optional):  
· If there is someone on your team who is familiar with twitter and is interested in tweeting they can serve as the team muse.

· Using the following hashtag #20kHomes, tweet about your teams’ experiences without violating the privacy of any individuals surveyed.  A good tweet, for example, might be, “so cold out this morning, can’t believe four people sleeping outside in Kitchener”.  Or “Team just surveyed someone who had been on the streets 20 years. Wow.”  Or “I just surveyed someone in a shelter who could have been my niece.”  Things that share what your team is feeling and experiencing.  
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