
  

 
Long-Term Recovery 
Instructor Guide, 2006     4-1 
 

Community Arise 
 A Disaster Recovery Curriculum 

Copyright 2006 by Church World Service, Emergency Response Program, New York, NY 

Course Name: Long Term Recovery 

Lesson 4: Meeting Long-Term Recovery Needs 

Learning Objectives 

At the conclusion of this lesson, participants will be able to: 

♦ Describe the role of FEMA in long-term recovery 

♦ Describe the tasks involved with long-term recovery 

♦ Describe the need for providing volunteers and caregivers with spiritual and 
emotional care 

Time Required  

1.5 hours 

Topics 

1. Case Study (5 minutes) 

2. The Long-Term Recovery Process (20 minutes) 

3. Needs Assessment (20 Minutes) 

4. Case Management (10 minutes) 

5. Reconstruction (10 minutes) 

6. Spiritual and Emotional Care (30 minutes) 
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Training Methods 

1. Participative lecture 

2. Media-based case study 

3. Group exercises 

4. Completion of actual tasks required to establish and manage a long-term recovery 
program. 

Participant Materials 

1. Participant Manual 

Training Materials 

1. PowerPoint slides and projection system 

2. Easel pad and markers 

3. Computer sound system (required for media-based case studies)  

Instructor Notes  

1. This course is a guide, and input/use of the components will vary with the 
community situation and the disaster.  There is not an assumption that the lessons 
will be used in a particular order or in a single training event. 

2. This lesson introduces participants to the process of long-term recovery.  

3. There may be times when you don’t want to present this entire lesson. To help 
you pull selected topics, the lesson is organized so that content “nuggets” can be 
selected easily. The breakdown of these nuggets is shown on the page following 
the Instructor Notes. 

4. This lesson begins with a media-based presentation of a case study.  This is 
designed to give participants an emotional understanding of the impact of 
disasters on people and the types of needs they may need to meet.  
 
You can see the case study in the Instructor Guide.  To make the case study more 
interesting to participants, rather than have the instructor read the case study, the 



  

 
Long-Term Recovery 
Instructor Guide, 2006     4-3 
 

case study has been recorded.  As each slide in the case study is shown, the 
participants hear the case study.    
 
Here is what you need to know: 

♦ Display the slide in Slide Show view.  For example, display Slide 4-1 showing the 
picture of tornado damage near Coopers Corner, MO. 

♦ Proceed as you would to display the next slide (e.g., down arrow, PgDn button, 
clicking on Next button on slide). 

♦ Instead of seeing the next slide you will hear the narration. 

♦ When the narration is finished, display the next slide, Slide 4-2 (e.g., down arrow, 
PgDn button, clicking on Next button on slide). 

♦ The process will repeat until the case study is completed. 

♦ NOTE: To hear the audio, the PowerPoint file and the accompanying Wave Sound 
files MUST be in the same folder. 
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Lesson 4: Content Nuggets 
 

Case Study 5 
Case Study 5 

The Long-Term Recovery Process 9 
Declaration of a Disaster 10 

FEMA Disaster Assistance Programs 13 
Needs Assessment 14 

Needs Assessment Data Base 17 
Case Management 19 
Reconstruction 21 
Tips for Setting Up a Reconstruction Department 22 
Spiritual and Emotional Care 31 

Survivors 31 
Caregivers 32 
Trauma 32 
Take Care of Volunteers and Caregivers 34 

Seven Guidelines For Spiritual Care 38 
Activity 4.3 Develop Emotional and Spiritual Care Plan (optional) 40 

Emotional and Spiritual Care Plan 41 
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Meeting Long-Term Recovery Needs 

Lesson Plan Instructor Notes 

 

Case Study 

 

5 minutes 
 
 
 

Welcome participants to Lesson 4 of Long-Term 
Recovery.  

Explain that you will continue the case study of 
Coopers Corner, Missouri.  

 
 
 
 

Case Study 

We have already met John and Abigail Adams.  Their 
home was destroyed in the tornado.  Although they 
received $15,000 in insurance payments, John signed a 
contract for a house that cost $60,000.  The builder 
stopped work after partially completing the job.  They 
were unable to receive financing to complete the house. 
The damage from the storm and the subsequent 
problems have devastated the family.  
 

 
Show Slide 4-1. 
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Coopers Corner, MO
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Lesson Plan Instructor Notes 

 
The Long-Term Recovery Committee was able to help 
John and Abigail Adams in several ways: 

− Volunteers provided a much needed morale boost 
by contacting them and indicating that help was 
on the way.  The arrival of the first volunteer 
work team got them out of their depression and 
got them thinking creatively about how they could 
solve their problems.  

− The Long-Term Recovery Committee also 
arranged for a low interest loan through the 
Economic Development Corporation, arranged 
for some in-kind donations of materials from 
local building supply companies, and got John 
and Abigail an unsecured loan for furniture, 
furnishings, and appliances from a local church.  

− Finally, the Committee arranged for a series of 
volunteer work groups to continue construction of 
their home.  This process continued over several 
months as different groups with different skills 
and resources had to be recruited and scheduled 
in the proper sequence to complete the home. It 
was worth it in the end as the work was completed 
and John, Abigail, and their children were able to 
return to their home. 

 

 
Show Slide 4.2. 
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Case Study
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Lesson Plan Instructor Notes 

 
As a side note, John and Abigail do not come from an 
emotionally expressive background.  They tend to keep 
their feelings to themselves. Although grateful for the 
help, they rarely said so. Volunteers were left wondering 
if they were really appreciated.  
 
The Long-Term Recovery Committee stepped in and 
hosted volunteer appreciation dinners. The Long-Term 
Recovery manager stopped by the work site frequently 
to tell the volunteers that they were doing a great job. 
This provided enough support that the work crews were 
able to finish the job. 

 
Show Slide 4-3. 

♦ Ask:  

 

 

 

 

 
 
♦ Morale boost to family: Long-

Term Recovery Committee 
(LTRC) 

♦ Loans: Economic 
Development Corporation and 
church, negotiated by LTRC 

♦ Donations of building 
supplies: local businesses 

♦ House was finished: volunteer 
work groups 

♦ Support to work groups: 
LTRC 

  

  

  

  

  

What needs were met here and who met 
them? 
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Coopers Corner, MO

Disaster News Network
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Lesson Plan Instructor Notes 

Say that disaster coverage in the media frequently 
focuses only on the sensational. The media rarely covers 
the long, difficult process of recovery. That's what we 
will be talking about in this lesson – the process of 
helping a community recover from a disaster. 

 
Show Slide 4-4. 
 
 
 
 
 
 
 
 
 
 
 

Review what participants will learn from the lesson. 

♦ The long-term recovery process.  In this part of the 
lesson you will learn about the key tasks in the 
recovery process: 

− Assessing needs 

− Managing cases 

− Reconstruction/Volunteer management 

− Spiritual and emotional care  
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What You Will Learn

• The long-term recovery process includes

– Assessing needs

– Managing cases

– Reconstruction/Volunteer management

– Spiritual and emotional care

Long-Term Recovery

Lesson 4

Meeting Long-Term 
Recovery Needs
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Lesson Plan Instructor Notes 

 

The Long-Term Recovery Process  
 

 

20 minutes 

Explain that in Lesson 1 you reviewed the stages of a 
disaster. You will now look more closely at the Long-
Term Recovery/Reconstruction stage.  

 

Show Slide 4-6. 
 
 

 
Explain that the long-term recovery rebuilding process 
includes: 

♦ Needs assessment 

♦ Case management 

♦ Rebuilding/Volunteer Coordination 

− This will include reconstruction as well as helping 
to meet other personal and household needs  

 
Show Slide 4-7.  

 
 
 

Explain that recovery usually focuses on rebuilding 
homes, but that it also can deal with other personal and 
household needs.  The goal is to help survivors recover 
as fully as possible, based on the recovery program’s 
mission.  Also, the nature of the assistance that the 
recovery program can provide to survivors will vary 
depending upon whether the disaster is federally 
declared and FEMA is present. 
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Long-Term Recovery Process

• Needs 
assessment

• Rebuilding/Volunteer 
Coordination

• Case 
management
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Stages of A Disaster
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Lesson Plan Instructor Notes 

Declaration of a Disaster 

Explain that, when a disaster is beyond the capabilities 
of local and state governments, the state governor 
submits a request to the President for a federal 
declaration that a major disaster or emergency exists. 
Not all disasters require this level of assistance. 

Explain that the governor’s request includes: 

♦ The nature and amount of local and state resources 
already committed to the disaster 

♦ An estimate of the amount and severity of damage 
and its impact on the private and public sector 

− Local, state, and federal officials conduct a 
preliminary damage assessment (PDA) to 
estimate the extent of the disaster and its 
impact on individuals and public facilities 

♦ An estimate of the type and amount of federal 
assistance needed 

Explain that, if the President issues a disaster 
declaration: 

♦ An array of federal programs is activated to assist in 
the disaster response and recovery effort  

 
Show Slide 4-8. 
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Declaring a Disaster

• State governor requests declaration

• Request is sent through FEMA regional 
office

• Federal disaster declared by President
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Lesson Plan Instructor Notes 

Ask: 

 

 

 

 

 

 
 
Write responses down on an easel 
pad.  Review the participant's 
responses identifying which are 
correct. 
 

Explain that, once a disaster has been declared, FEMA 
provides a variety of services.  Survivors can register 
with FEMA to receive individual assistance through 
grants and loans. 

 
 

Explain that it is important to understand the process by 
which assistance is made available.   

♦ It is called the Sequence of Delivery 

♦ Assistance from FEMA is considered when 
determining whether a family or individual has 
unmet needs later in the long-term recovery process 

Review with participants to the 
FEMA Sequence of Delivery and 
FEMA Disaster Assistance 
Programs handouts in the 
Participant Guide and on the 
following pages of the Instructor 
Guide. 
 

Explain that even with a federal declaration that 
provides some resources, the grants or loans may not 
fully meet some disaster – caused needs of some of the 
most vulnerable families. The long-term recovery group 
then moves the family into the long-term recovery 
process. 

 

 

  

  

  

Who can tell me what the Federal Emergency 
Management Agency (FEMA) does in a 
disaster? 
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SEQUENCE OF DELIVERY OF ASSISTANCE 

IN A FEDERALLY DECLARED DISASTER 
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FEMA Disaster Assistance Programs 

♦ FEMA’s Individuals and Households Program (IHP)/Small Business 
Administration Loans 

− Combined FEMA and State program  

− Provides money and help to people in the declared disaster area whose 
property has been damaged or destroyed and whose losses are not covered by 
insurance 

♦ Temporary Housing: Can provide money for alternative lodging or a government 
provided housing unit (such as a mobile home or travel trailer) when rental 
properties are not available, for up to 12 months. 

♦ Repairs: For home repair and/or replacement of damaged items. These funds are 
limited to making the home safe and sanitary, not for returning the home to its pre-
disaster condition. 

♦ Replacement: Can offer a limited amount of money to replace a disaster-damaged 
home. 

♦ Permanent Housing Construction: Can provide direct assistance or money for 
construction of a home. This type of assistance occurs only in “insular” areas or 
remote locations specified by FEMA, where no other types of housing assitance is 
available.  Insular areas are: Guam, US Virgin Islands, American Samoa, and 
Northern Mariana Islands. 

♦ Other Needs Assistance (ONA):  In the event of an SBA loan denial, or FEMA 
housing assistance denial, there may be money for other needs such as medical, 
dental, funeral, personal property, transportation, moving and storage, and other 
expenses authorized by law.  
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Lesson Plan Instructor Notes 

 

Needs Assessment 

  

 

 

20 minutes 

Show Slide 4-9. 

 

Explain that, with or without a Federal declaration of 
disaster, a needs assessment is the next task. This is 
required to determine the extent of damage to the 
community.  

There are two types of assessments – informal and 
formal. 

 
Show Slide 4-10. 
 

 
 

Informal 

Explain that an informal assessment might include: 

♦ A “windshield survey”, or a drive through of 
disaster-affected neighborhoods, to get a general feel 
for damages and possible needs 

♦ Conversations with emergency management officials 
and others who have a partial picture of disaster 
damages and needs, and consulting media coverage 
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Needs Assessment

• Determines extent of damage

• Informal process

– Publicizes Long-Term Recovery Organization

– Provides information for applying for assistance

• Formal process

– Provides information used in case management 
process

Long-Term Recovery 4-9
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Needs Assessment
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Lesson Plan Instructor Notes 

Say that the informal assessment publicizes that the 
long-term recovery organization is in business and 
provides people with a phone number and/or address 
where they can apply for assistance. 

 

Formal 

Explain that the formal assessment is performed by 
trained volunteers.  The Christian Reformed World 
Relief Committee (CRWRC), sometimes with assistance 
from AmeriCorps volunteers, is one example of a needs 
assessment.  The needs assessment collects unmet needs 
information on a house-by-house basis.  The needs 
assessment usually takes place towards the end of the 
FEMA registration period. 

 

 

Explain that there are three primary goals to the needs 
assessment: 

♦ Locating surviviors of the disaster 

♦ Determining their unmet needs 

♦ Prioritizing a response 

 
Show Slide 4-11.  
 
 
 
 
 
 
 
 
 
 

Explain that the needs assessment is intended to:  

♦ Gather information for the recovery program 

− To help develop overall recovery plan and 
resource development plan 

♦ Provide initial client profiles and contact information 
for case management 

♦ Establish initial priorities for providing assistance 

 
Show Slide 4-12. 
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Needs Assessment Goals

• Locate persons affected by disaster that still 
need assistance

• Determine their unmet needs

• Prioritize the response to those needs

Long-Term Recovery 4-12
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Needs Assessment Purpose

• Gather information for recovery program to help 
develop:

– Overall recovery plan

– Resource development plan

• Provide for case management:

– Initial client profiles

– Contact information

• Establish initial priorities for providing assistance 
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Lesson Plan Instructor Notes 

Explain that the needs assessment process involves five 
major steps: 

1. Interview the survivors.  

This process begins with an introduction and an 
explanation of the purpose of the visit.  It 
provides an opportunity for the survivor to tell 
his/her story. 

2. Determine needs. 

Gather information from the survivor to complete 
the Disaster Needs Assessment Survey.  This 
includes: 

a. Client household and contact information 

b. Client statement as to how the disaster 
impacted them 

c. Statement of resources and skills the client 
has to help with their recovery, including 
skills they are willing to share with their 
community 

d. Detailed listing of unmet needs 

 
Show Slide 4-13. 

 

3. Set priorities. 

After completing the survey, the assessor 
recommends priorities for recovery. 

This takes into account vulnerable populations, 
along with personal, household, and construction 
needs. 
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Needs Assessment Process

1. Interview survivors

2. Determine needs
a. Complete Disaster 

Needs Assessment 
Survey

3. Set priorities for 
repair

a. Assessor 
recommends priorities

4. Complete Street 
Sheet
a. Extent of damage for 

each street

5. Provide data base 
with report 
capabilities
a. Becomes property of 

long-term recovery 
organization
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Lesson Plan Instructor Notes 

4. Complete a street sheet. 

The assessor completes a Street Sheet profiling 
the extent of damage for each street visited in the 
community. 

 

5. Provide data base. 

All of the information collected is entered into an 
ACCESS data base for reporting purposes.   This 
data base becomes the property of the long-term 
recovery organization. 

 

Needs Assessment Data Base 

Explain that Needs Assessment reports are available in 
the following five categories: 

1. Overall community statistics 

2. Printout of individual surveys 

3. Summary of high priority needs and vulnerable 
populations 

4. Breakdown of personal, household, and 
construction needs based on priorities set by the 
assessment team.    

Show Slide 4-14. 
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Needs Assessment Data Base Reports

1. Overall community statistics

2. Printout of individual surveys

3. Summary of high priority needs and vulnerable 
populations

4. Breakdown of personal, household, and 
construction needs based on priorities set by the 
assessment team

5. Estimate of recovery costs: individual as well as 
overall
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Lesson Plan Instructor Notes 

5. Estimate of individual as well as overall costs for 
recovery.  This is broken down by category: 

a. Construction 

i. Materials 

ii. Labor 

b. Household 

i. Appliances 

ii. Furniture 

 
Show Slide 4-15. 
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Breakdown of Costs

• Construction

– Materials

– Labor

• Household

– Appliances

– Furniture 
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Lesson Plan Instructor Notes 

 
Case Management  

Explain that, once needs have been assessed, the next 
task is to begin recovery and case management.   

In any disaster there is a wide range of needs.  

Ask: 

 

 

 

 

 

 

10 minutes 
Case management is covered in 
detail in the Disaster Case 
Management course.   
 
This course presents a brief 
overview of the case management 
and recovery process. 

 

 
Possible answers include: 
♦ Extent of damage 
♦ Insurance 
♦ Personal resources 

Explain that the goal of case management and 
reconstruction is to make sure that the right people 
receive help. 

Say that there are limits to what can be addressed during 
the recovery effort.  To be addressed during recovery, a 
need must: 

♦ NOT have existed before the disaster 

♦ NOT be an ongoing social issue 

♦ NOT be an upgrade to a previous living condition, 
although this may happen through reconstruction 
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What are some of the factors that would 
influence how much assistance someone 
needed? 
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Who Gets Help?

• People with serious and basic life needs 
that are not being met through other 
means

• To be addressed during recovery, need 
must:
– NOT be pre-disaster condition

– NOT be ongoing social issue

– NOT upgrade previous living condition
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Lesson Plan Instructor Notes 

Explain that the casework process is not a linear 
process. It includes five tasks: 

1. Interview the survivor 

2. Verify information 

3. Develop a recovery plan 

4. Present case to LTRO/Unmet Needs Committee 

5. Follow up and close case 

There is a case management module that addresses the 
casework process in more detail. 

 
Show Slide 4-17.  
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Casework Process

1. Screen for disaster-related needs

2. Interview the survivor

3. Verify information

4. Develop a recovery plan

5. Present case to LTR organization

6. Follow-up and close case
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Lesson Plan Instructor Notes 

 

Reconstruction 

 

Explain that, while construction is often a large part of 
the long-term recovery work, discussing construction in 
depth is beyond the scope of this course.  

 

There are tips in the Construction Handout.  

 

 
 
10 minutes 
 
Show Slide 4-18. 
 
 
 
 
 
 
 
 
 
 
Give participants a few minutes to 
review the handout. 
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Construction Department

• Beyond scope of this course

– See Construction Handout



 Meeting Long-Term Recovery Needs 

 
Long-Term Recovery 
Instructor Guide, 2006     4-22 
 

Tips for Setting Up a Reconstruction Department 
                                                                        

A case management process must be in place to insure that the homeowners or clients 
have been properly investigated before the construction process can proceed. 

Construction coordination should be a separate department. You should develop a 
separate filing system that is independent of the case management department.  

Construction files should include: 

♦ The accounting register 

♦ Scope of work for the project 

♦ Sign off from the homeowner that the work has been completed 

♦ Volunteer hours spent on the project 

At the end of the recovery effort, these files can be given to the case worker to be put in 
to the homeowner’s file in the case management department. 

The construction department should have its own telephone line because the issues that 
arise usually need immediate attention or action by the construction coordinator, and the 
case worker usually won't be able to answer the construction-related question. 

Construction Coordinator 

♦ Needs to have a well-rounded construction background. 

− Needs to estimate projects.  

− Needs to evaluate local codes that could add to the repairs. Impact of local 
codes must be addressed in the estimate and scope of work.  

− Must understand the need to address pre-existing repairs that would affect the 
repairs that are disaster related. (An example of that would be the removal of 
drywall when there is pre-existing damage to the framing that would not allow 
the new drywall to be installed properly or would cause damage during in-
climate weather if not repaired first.) 
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♦ Needs to be able to talk to the volunteer(s) before their arrival to determine their skill 
level from the skill sheets and the skill level needed on the repair project. 

♦ Needs to track receipts on the project and to keep the project on budget.  

− Many of the homeowners will need the tracking of these funds and the return 
of their receipts, since FEMA requires them to show record of these receipts.  

− There are several funding agencies that will not pay on an estimate of repairs, 
but only on an invoice or “bill.”  This is called inter-agency billing or 
reimbursement.  Most LTRC don’t have an accountant available so this needs 
to be addressed in the construction department.  

♦ Must track volunteer hours.  This has also become very important in today’s world as 
that is a way to show what the LTRC is giving when grants are being requested.  

♦ Should have a fair sized pick-up truck because hauling materials is a must and if that 
person doesn’t have a truck that means the LTRC needs to address the pick up and 
delivery of materials. 

♦ Must prepare a variety of reports. This may include: 

− Volunteer hours 

− Dollar amount spent by a specific funding agent, so the full amount that agent 
has gets utilized 

− What type of repairs have been made 

− What the average cost of repairs is on the average project (which actually is 
hard to answer because every project seems to have something unique 
involved in it, but is a very common question) 

− The most common building materials that you will need and when will you 
need them. They will need to be able to look at the homes and give this 
information quickly, so the donor doesn’t lose interest in giving to the 
response. 



 Meeting Long-Term Recovery Needs 

 
Long-Term Recovery 
Instructor Guide, 2006     4-24 
 

♦ Needs to work with many different personalities and be able to understand and be 
patient when complications arise.  

− When people experience a disaster, they have experienced an emotional 
trauma. 

− There are times when their decision-making abilities are not the best. 

− Homeowners may seek additional work after the initial estimate has been 
prepared.  This might involve expanding an existing project, like extending a 
deck, or might entail new work..  Be patient with requests, evaluate the impact 
and your resources and try to stay within budget and on schedule. 

− Volunteers come from many different walks of life, and some have been 
retired for quite some time.  This needs to be taken into consideration since 
they might be using an older method of repair than what the coordinator would 
normally do.  If the end product is the same, and the cost is relatively close it, 
it would be best to work with the volunteer because that is what they are 
comfortable with. 

 

♦ Needs to maintain critical tools.  

− The construction coordinator may need to perform maintenance on a regular 
basis.  

− The construction coordinator will need to be familiar with large rental 
equipment and understand the basic operation of that equipment. 

 

♦ Must establish and maintain an effective relationship with the inspections office. 

− Knowledge of area codes is a must as this will affect many of the repairs that 
must be done or materials that must be used.  

− The permits process must be established.  This will vary from department to 
department.  Clarify exactly what gets inspected and when, and by which 
department.  
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Volunteer Coordinator 

♦ Must solicit volunteers 

♦ Needs to locate and monitor volunteer housing of the volunteers 

♦ Contact the volunteers and: 

−  Send them information about the area, their housing location, and skill sheets 
and liability forms to be filled out by each member of the group, 

− Deal with all phases of housing issues, i.e., utilities, bedding, food supplies, 
dishes, and cleaning supplies for the volunteer housing.  

− Send returned skill sheets to the construction department.  

− Work with the construction coordinator to orient the volunteer or group. 

Warehouse Management  

♦ The construction coordinator may be the warehouse manager as well.  

♦ Warehouse space can vary from a warehouse with a loading dock where large semi-
type trucks could make deliveries, to a good size storage unit, donated farm 
buildings, or empty unused, secure buildings.  

− The size of the response is the indicator as to the size of the warehouse 
needed.  

♦ If you set up a separate department for warehousing, the warehouse manager will 
still be under the direction of the construction coordinator / department. His or her 
duties will include: 

− Organizing the storage of purchased and donated materials as well as left-over 
materials from each work project. 

− Receiving deliveries for venders, tracking inventory in and out and supplying 
reports of those activities. 

− Setting a dollar value on donated items so that these dollar figures can be 
credited to the project that it is being assigned to.  
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− Delivering materials to a project or pick up materials from a project to come 
back to the warehouse.  

− Organizing and maintaining the warehouse. 

Assessment and Estimation 

♦ The assessment, estimate, and repair agreement are generally done by the same 
person.  

− The assessment consists of the homeowner’s address and contact information, 
a general overview of the damages, a short portion that relates to the personal 
struggles of the homeowner, the volunteers needed, and the time it will take to 
complete the project.  

− The estimate will take someone with a solid construction background, 
knowledgeable in all areas of building. It is important to know the local codes 
and be able to compile a detailed itemized cost estimate.  

− This person will need to be able to draw up a detailed agreement that will 
include all items addressed in the repairs of the home.  

 

Construction Supervisor 

 The responsibilities of the supervisor are: 

♦ To get volunteers to the projects and be capable of doing some on-site training.  

♦ To work effectively with volunteers, local contractors and city or county inspectors.  

♦ To know the local codes and be able to pull permits when necessary.  

♦ To schedule projects in a way so that all trades are used to the best of their abilities.  
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Lesson Plan Instructor Notes 

[Optional Activity:  To be used only if the lesson is 
taught in its entirety in one session.] 

Activity 4.2:  Review  

Introduce the activity by saying that participants have 
heard a lot about the recovery process. This activity will 
help them remember what they have heard.  

 

 
 Activity instructions: 
 
1. Distribute the process cards 

(on the following pages) to 
three members of the group.  

 
2. Ask the group to identify the 

first task in the recovery 
process. (This will be the 
declaration of a disaster). 

  
3. Ask the person holding that 

sign to come to the front of the 
room and hold the sign in front 
of them. 

 
4. Then ask participants to call 

out everything they can 
remember about this task.  

 
5. Repeat for the second task in 

the recovery process (needs 
assessment) and the third task 
(case management). 

  
 

 

 

 

 
 
 
 

  

  



 

 

 



 

 

 

 

 



 

 



 Meeting Long-Term Recovery Needs 

 
Long-Term Recovery 
Instructor Guide, 2006      4-31 
 

Lesson Plan Instructor Notes 

 

Spiritual and Emotional Care  
 

 

30 minutes 

Explain that the recovery process is very challenging, 
for both victims and caregivers.  In this part of the 
lesson we will look at how you can meet the spiritual 
and emotional needs of the caregivers working on the 
recovery process. 

 

Show Slide 4-19. 
 
 
 
 
 
 
 
 
 
 

Survivors 

Explain that one major impact on survivors is their loss 
of trust.  

♦ Their world has been shattered; their familiar 
routines are gone 

♦ In many cases they may have lost loved ones and 
other valued relationships  

Here are things that help survivors: 

♦ One of the most important things a caregiver can do 
is to help survivors reestablish trust 

− Provide survivors with safety and security 

− As volunteers rebuild homes they do this on a 
physical level 

− By providing a consistent presence they can do 
this on a personal level 

 
Show Slide 4-20. 
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Spiritual and Emotional Care
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Meeting Long-Term Recovery Needs

Caring For Survivors

• Help them to re-establish trust by providing 
safety and security 

• Provide opportunities to ventilate and 
validate feelings

• Reassurance through preparation
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Lesson Plan Instructor Notes 

♦ Volunteers and caregivers should provide 
opportunities for survivors to talk about their 
experiences 

− Although caregivers may hear dozens of 
stories, for each individual theirs is the most 
important! 

♦ Caregivers can also help survivors by preparing them 
for the emotional ups and downs they will experience 
through the recovery process 

 
 
 
 
 
The Community Arise curriculum 
includes two other courses that 
address this need: 
♦ Basic Disaster Ministry 
♦ Emotional and Spiritual Care In 

Disasters 

Caregivers 

Explain that caring for survivors is a critical part of the 
recovery effort.  However, as leaders of the recovery 
team we also need to care for the volunteers and 
ourselves.  

There is an important reason for this. 

 
Show Slide 4-21. 
 
 
 
 
 
 
 
 
 
 
 

Trauma 

State that trauma is often a result of disaster. The word 
"trauma" evolved from the Greek word for “wound.”  A 
trauma is a rare event that is beyond the normal range of 
human experiences, and normal coping mechanisms are 
insufficient.  

There are three levels of trauma: 

♦ Primary trauma is the effect of the victim’s first-hand 
experience of, and exposure to, traumatic events 

− It affects survivors 

 
Show Slide 4-22. 
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Meeting Long-Term Recovery Needs

Who Cares For The Caregiver?

• Caregivers are all the people who volunteer 
their time to disaster response

• Caregivers 
often 
overlooked

Disaster News Network

Long-Term Recovery 4-22

Meeting Long-Term Recovery Needs

Levels of Trauma

• Primary

– Affects survivors

• Secondary

– Affects survivors and caregivers

• Vicarious

– Affects caregivers
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Lesson Plan Instructor Notes 

♦ Secondary trauma is the effect of experiencing the 
traumatization of others, such as friends, family, and 
neighbors, with whom one has a relationship and for 
whom he/she feels responsible 

− This affects both survivors and caregivers 

♦ Vicarious trauma is the effect of repeatedly 
experiencing another’s trauma, as a result of one’s 
empathic engagement with clients while in a helping 
relationship 

− This affects caregivers 

 

Say that two things can have severe impact on 
caregivers if not addressed. 

♦ Compassion Fatigue 

− Helpers/caregivers become emotionally 
drained because of hearing about the pain and 
trauma of their clients and dealing with their 
own trauma 

− The helpers still care and want to help, but 
they do not have the emotional energy to do so 

− Taking time off and nurturing self can usually 
help them return to being healthy, helpful 
caregivers 

− In extreme cases, professional help may be 
warranted in order to regain personal 
emotional and spiritual health 

 
Show Slide 4-23. 
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Meeting Long-Term Recovery Needs

Caregiver Impact

• Compassion fatigue

– Take time off and nurture self 

– In extreme cases may need professional help

• Burnout

– Requires professional help and hiatus in 
caregiving
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Lesson Plan Instructor Notes 

♦ Burnout 

− When not recognized and addressed, 
compassion fatigue may evolve to cause 
caregivers to become: 
o Extremely dissatisfied with their work 
o Cynical 
o Depressed 
o Emotionally exhausted 
o Irritable in relationships 
o Impaired in performance of their duties 

− Burnout requires professional help and a hiatus 
from the caregiving role until: 
o The symptoms are alleviated or 
o The caregiver leaves the caregiving 

position permanently 

 

 

Take Care of Volunteers and Caregivers 

To provide service and care for more than a short period 
of time, we must take care of our volunteers and 
caregivers. 

 

Explain that there are four things you can do to help 
caregivers.  

♦ Prepare volunteers 

♦ Don’t overdo it 

♦ Provide opportunities to share 

♦ Take care of spiritual needs 
 
Let's take a look at each of these a little closer. 

Show Slide 4-24. 
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How To Care

• Prepare volunteers

• Don’t overdo it

• Provide opportunities to share

• Take care of spiritual needs
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Lesson Plan Instructor Notes 

Prepare Volunteers 

Explain that many volunteers don't know what to expect 
in a disaster.  

♦ You can help them by telling them in advance about 
the work they will be doing 

♦ This includes construction work and caring for 
survivors on a more personal level 

 
 
 
 
 
 

Explain that, as they work with survivors, volunteers 
will experience a range of emotions.   

Ask:  

 

 

 
 
 

 
 
Write responses down on an easel 
pad. 
 

Emphasize that whatever emotions volunteers 
experience are understandable and appropriate.  Let 
volunteers know in advance that all their emotions are 
valid.  

Finally, explain that the volunteer experience will have 
highs and lows.  Team leaders should explain this to 
volunteers, keeping the focus on the positive events that 
take place. 

 

  

  

  

  

What emotions might volunteers 
experience? 
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Don’t Overdo It 

Explain that there is always a tremendous amount of 
work to be done in a disaster.  

♦ Many volunteers may try to take on too much 

♦ It is important that team leaders make sure the 
workload is reasonable and schedule breaks for 
recreation 

 
 
 

Provide Opportunities to Share 

Explain that working on a recovery project is a stressful 
experience.  Talking about these feelings is important to 
avoid compassion fatigue and burnout. 

♦ Encourage volunteers to share their emotions with 
their team leaders 

♦ Schedule time in the evenings for group discussions 

− These will give you a chance to assess how the 
volunteers are doing 

♦ Validate volunteers’ feelings 

♦ Encourage volunteers to support each other 
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Take Care of Spiritual Needs 

Say that meeting volunteers' spiritual needs is one of the 
most important responsibilities of a team leader.  Plan 
worship opportunities such as: 

♦ Morning devotions 

♦ Bible study 

♦ Discussion groups 

♦ Sunday services 

In addition, as a leader you can address volunteer 
spiritual needs on a personal basis.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Refer participants to the Seven 
Guidelines For Spiritual Care in 
the Participant Guide and on the 
following pages in the Instructor 
Guide. 
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Seven Guidelines For Spiritual Care 

1. Listen.  

Listen with an attentive ear. Guide the conversation by asking: “What did you 
see?” and “How did you feel?” when survivors don’t seem to know what to talk 
about. Survivors need to begin to deal with their feelings and how they perceive 
their situations. Relax and let them wander verbally. 

2. Be Quiet.  

Allow caregivers to take the lead in conversations. Do not interrupt. Ask 
questions only when they seem to want to talk. Their feelings are so intense they 
may not know where to begin. Reflect what you are hearing in natural pauses. 
Keep a quiet, composed attitude. When they grow silent, ask a few open-ended 
questions or make supportive statements. (Do not tell caregivers you know how 
they feel. You may not.) If they do not respond much, sit with them quietly until 
they are ready to speak again. Sometimes simply knowing someone is there is 
enough. 

3. Provide Support.  

You may hear things that shock you. Volunteers may have feelings that cause 
them to say things that are violent in nature. They may curse or describe a desire 
to hurt someone. Do not confront, judge, or correct at this time. Say: “You sound 
really angry/upset/hurt. I think I would be too.” Let volunteers know you are on 
their side. 

4. Stay Theologically Neutral.  

Caregivers may try to explain things in ways that contradict your theology. 
Although you may be used to discussing theology with people and attempting to 
teach them your doctrine, do not preach at this time. Rather, let volunteers preach 
to you. Affirm them: “That’s a comforting thought.” Avoid trying to answer 
questions like “How could God let something like this happen?” Attempts to 
explain God’s will or the human condition could anger or confuse them rather 
than help. Say: “I don’t know. But what I do know is that God is with us now.” 

Use prayer and scripture guardedly. Unless you are sure of a disaster survivor’s 
religious positions on certain issues, stay neutral. For instance, “Father” is a 
Judeo-Christian image of God. And in this day, even many Christians find it a 
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troubling image. However meaningful it may be to you, unless you know it is 
meaningful to them as well, avoid using it. Wait for volunteers to ask for a 
scripture reading before you offer. Ask if they have a particular passage in mind. 
If they do not have a preference, offer one that is affirming. 

5. Serve.  

Practice hospitality. Attend to not only a volunteer's words, but to their needs. 
Offer to get them a drink. Ask if they’ve eaten recently and if they would care to 
go get some food with you if they have not. Ask if they are comfortable. Avoid 
offering what you cannot deliver.  

6. Pray for Them.  

Depending on the situation, this may be only a silent prayer that you offer 
internally as you sit with them, as you leave them, or even sometime later in the 
day. Prayer should never be forced. When the caregiver is calm, you may say 
something like, “I’ll keep you in my prayers.” If they respond positively in some 
way, such as thanking you, ask if they would like you to pray with them now. 
Having spoken with them and listened to their concerns, you will know what is on 
their heart and mind. Pray for those needs and things that will increase their 
comfort and healing only. For example, if they have spoken of anxiety, pray for 
God’s presence and comfort for them in these anxious moments. On the other 
hand, if they have expressed anger at other emergency workers, however valid 
you may feel their anger is, avoid praying for the emergency workers. 

7. Focus on the Volunteer's Needs, Not Your Needs.  

You are a caregiver as well. You will find that you have your own needs. You 
should have an opportunity to deal with them at a later time. Continually gauge 
your ministry by asking yourself the question, “Whose needs am I dealing with?” 
This is the best way to assure you are staying focused on the volunteer and not 
yourself. 
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Lesson Plan Instructor Notes 

Activity 4.3 Develop Emotional and Spiritual Care 
Plan (optional) 

Explain that participants will now have an opportunity 
to develop a plan for meeting the emotional and spiritual 
needs of their volunteers and caregivers.  

 

Ask participants to: 

♦ Brainstorm a list of activities they would like to 
include in the recovery effort, e.g., outing to ice 
cream parlor, morning meditation 

♦ Describe the desired frequency of the activities, e.g., 
two recreational activities for each weeklong work 
group 

♦ Identify who will be responsible for making sure that 
activities do happen (Note:  they don’t have to 
actually do them, just make sure that someone does) 

 

 
 
NOTE:  If the course in not being 
offered in the aftermath of a 
disaster, rather than developing a 
plan, participants could discuss 
activities that they have used or 
heard about being used for and 
with volunteers. 
 
Activity instructions: 
 
1. Brainstorm list of activities 
 
2. Describe the desired frequency 
 
3. Identify someone responsible 
 
4. Write it down 
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Emotional and Spiritual Care Plan 

1. Brainstorm a list of activities to include in the recovery effort. 

 

 

 

 

 

 

 

 

 

 

2. Describe the desired frequency of the activities. 

 

 

 

 

 

 

3. Identify who will be responsible for making sure that the activities do happen  
(Note:  they don’t have to actually do them, just make sure that someone does)
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Lesson Plan Instructor Notes 

Transition to the next session by saying that, now that 
we know the process we use to meet unmet needs, it’s 
now time to talk about administering a long-term 
recovery program. 

 
 
Transition to Long-Term Recovery 
Administration. 

 

 Take a 10-15 minute break.  
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Community Arise 
 A Disaster Recovery Curriculum 

Copyright 2006 by Church World Service, Emergency Response Program, New York, NY 

Course Name: Long-Term Recovery 

Lesson 5: Long-Term Recovery Administration 

Learning Objectives 

At the conclusion of this lesson, participants will be able to: 

♦ Develop a preliminary calendar of program activities for the long-term recovery 
effort 

♦ Develop a preliminary budget for the long-term recovery effort 

♦ Develop reporting procedures for the long-term recovery effort 

♦ Develop evaluation procedures for the long-term recovery effort  

Time Required  

2 hours 45 minutes + Three Activities (time will vary depending on group) 

Topics 

1. Case Study (10 minutes) 

2. Planning the Recovery Effort (15 minutes + Activity) 

3. Staffing (15 minutes + Activity) 

4. Financial Management (60 minutes + Activity) 

5. Program Reporting (30 minutes) 

6. Program Evaluation (30 minutes) 

7. Summary and Transition (5 minutes) 
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Training Methods 

1. Participative lecture 

2. Media-based case study 

3. Group exercises 

4. Completion of actual tasks required to establish and manage a long-term recovery 
program. 

Participant Materials 

1. Participant Manual 

Training Materials 

1. PowerPoint slides and projection system 

2. Easel pad and markers 

3. Computer sound system (required for media-based case studies)  

Instructor Notes  

1. This course is a guide, and input/use of the components will vary with the 
community  situation and the disaster.  There is not an assumption that the 
lessons will be used in a  particular order or in a single training event. 

2. This lesson introduces participants to the processes involved in administering a 
long-term recovery program. 

3. There may be times when you don’t want to present this entire lesson. To help 
you pull selected topics, the lesson is organized so that content “nuggets” can be 
selected easily. The breakdown of these nuggets is shown on the page following 
the Instructor Notes. 

4. This lesson begins with a media-based presentation of a case study.  This is 
designed to give participants an emotional understanding of the impact of 
disasters on people and the types of needs they may need to meet.  
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You can see the case study in the Instructor Guide.  To make the case study more 
interesting to participants, rather than have the instructor read the case study, the 
case study has been recorded.  As each slide in the case study is shown, the 
participants hear the case study.    
 
Here is what you need to know: 

 Display the slide in Slide Show view.  For example, display Slide 5-1 
showing the picture of tornado damage near Coopers Corner, MO. 

 Proceed as you would to display the next slide (e.g., down arrow, PgDn 
button, clicking on Next button on slide). 

 Instead of seeing the next slide you will hear the narration. 

 When the narration is finished, display the next slide, Slide 5-2 (e.g., down 
arrow, PgDn button, clicking on Next button on slide). 

 The process will repeat until the case study is completed. 

 NOTE: To hear the audio, the PowerPoint file and the accompanying 
Wave Sound files MUST be in the same folder. 
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Lesson 5: Content Nuggets 
 

Case Study 5 
Case Study 5 

Planning the Recovery Program 8 
Long-Term Recovery Plan 9 
Developing Goals and Objectives 9 
Activity 5.1: Develop Program Plans 10 

Program Plans 12 
Planning Calendar 13 
Staffing the Recovery Program 14 
Writing Job Descriptions 18 
Job Description Worksheet 19 
Financial Management 20 

Choose a Fiscal Agent 21 
Financial Management Tools 22 
Financial Management Activities 24 
Additional Tips 26 
Work with Professionals 27 
Financial Reporting 27 
Money-Handling Guidelines 28 

Financial Reporting Evaluation Checklist 29 
Financial Reporting Form:  Sample Balance Sheet Format 30 

Activity 5-3: Develop A Budget 33 
Tips For Developing Recovery Program Budgets 34 
Program Reporting 35 

Activity 5.4: Reporting Styles 36 
Progress Report A 37 
Progress Report B 37 
QUARTERLY REPORT (Suggested Format) 39 
Final Evaluation of Relief and Recovery Efforts 42 

Ongoing Evaluation 43 
Activity 5.5: Recovery Program Review 44 

Disaster Recovery Program Self Assessment 45 
Final Evaluation 49 

Summary and Transition 55 
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 Long-Term Recovery Administration 

Lesson Plan Instructor Notes 

 

Case Study 

 

 

5 minutes 
 
 

Welcome participants to Lesson 5 of Long-Term 
Recovery.  

Explain that you will continue the case study of 
Coopers Corner, Missouri. 

 

Case Study  

Bill and Mary Jones are neighbors of the Adams family. 
They live up the street in a slightly more upscale home.  
Bill has a well paying job.  Mary is a stay-at-home mom 
with family in the area whose homes were not damaged.  
They have two children.  
 
Like the Adams, the Jones’ house was leveled by the 
tornado.  They were able to stay with family while their 
home was being rebuilt.   
 
When they originally financed their house, the bank also 
provided homeowner’s insurance but the insurance only 
covered paying off the mortgage.  It did not provide 
money to rebuild.  
 

 
Show Slide 5-1. 
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Long-Term Recovery Administration

Coopers Corner, MO

Disaster News Network – Travis Dunn
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Lesson Plan Instructor Notes 
 
With their lot full of storm debris, the property wasn't 
developable and no loan money was available. The 
Long-Term Recovery Committee got money for 
materials, scheduled volunteer work groups, and rebuilt 
their house. 
 
The Jones are very effusive people.  Volunteers received 
lots of positive feedback.  During the course of the 
recovery work, Mary fixed meals for the volunteers 
every day.  The Jones are also a very religious couple.  
The Church group volunteers and the Jones talked the 
same language and they developed a strong bond.  
 

 
Show Slide 5-2. 
 

In fact, the Jones' were so enthusiastic that the 
volunteers responded with an extra level of support. 
Volunteers brought homemade curtains and made 
furniture.  Some groups even came back after their 
scheduled time was up to continue working on the 
house.  
 

 

Ask: 

 

 

 

 
 

 

Debrief points:  

♦ Discuss the impact of positive feedback and rewards 
on volunteers.  

♦ Examine the disparity between what the two families 
got. The Jones family was so enthusiastic that they 
received more from their volunteers. Although the 
two families were demographically similar, the 
family with fewer resources got less.  

 

Do you remember the experience that volunteers had with 
the Adams family?  How was the experience with the 
Jones family different? 

Long-Term Recovery 5-2

Long-Term Recovery Administration

Coopers Corner, MO
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Lesson Plan Instructor Notes 

 
♦ Remind participants that recovery leaders need to do 

their best to ensure fairness. 

 

Explain that this lesson discusses the processes needed 
to administer a long-term recovery program. 

 
Show Slide 5-3. 
 
 
 
 
 
 
 
 
 
 

Review what participants will learn from the lesson.  

♦ How to plan for a successful recovery effort 

♦ How to define volunteer tasks and make effective use 
of volunteers 

♦ Why quality financial management is important and 
how to do it 

♦ How to create appropriate program reports 

♦ How to evaluate the recovery program 

 

 
Show Slide 5-4.  
 
 

  

  

  

  

Long-Term Recovery

Lesson 5

Long-Term Recovery 
Administration

Long-Term Recovery 5-4

Long-Term Recovery Administration

What You Will Learn

• Planning

• Staffing 

• Financial management

• Program reporting

• Evaluation 
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Lesson Plan Instructor Notes 

 

Planning the Recovery Program  
 

 

15 minutes + Activity 
Show Slide 5-5.   
 
 

 

 

 

 

Explain that successful recovery programs begin with 
good planning.  

The planning process helps you: 

♦ Define what the recovery effort will do  

♦ Set goals and objectives against which progress can 
be measured  

The result of the planning process is a program plan 
that:  

♦ Pulls everything together in one place 

♦ Furthers the work started when the Mission 
Statement was formulated 

Say that, without planning, the program is likely to be 
unfocused and not as well organized as it could be. 

 

 

 
Show Slide 5-6.   
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Long-Term Recovery Administration

Planning the 

Recovery Program

Long-Term Recovery 5-6

Long-Term Recovery Administration

Program Planning

A program that does not know what it 
wants to achieve, or anticipate an end, 
will simply wither away as its staff and 
volunteers leave for lack of a purpose 
and its funders divert their money 
elsewhere.

Managing & Operating The Faith-Based Disaster Recovery Organization, 

Church World Service
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Long-Term Recovery Plan 

Explain that the plan should include six key 
components: 

♦ The nature of the disaster, outlining the extent of 
damage to the community (Lesson 1) 

♦ The target area for the recovery effort (Lesson 2) 

♦ The goals and objectives of the recovery program, 
including a program calendar (Lesson 5) 

♦ Organizational structure (Lesson 3) 

♦ Program funding (Lesson 7) 

♦ Program reporting (later in Lesson 5) 

 
Show Slide 5-7.  
 
 

Developing Goals and Objectives 

Explain that, when you describe the program’s goals 
and objectives, be sure to include: 

♦ Service goals: defining what you hope to accomplish 
and how many homes you hope to rebuild 

♦ Fund raising goals: how much money you will need 
to raise/resources you will need to gather and how 
you will do it 

♦ Program development goals: how frequently and in 
what ways you will evaluate the program and the 
staff 

 
Show Slide 5-8.  
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Long-Term Recovery Administration

Plan Components

• The nature of the disaster

• The target area for the recovery effort 

• Goals and objectives 

• Organizational structure 

• Program funding

• Program reporting

Long-Term Recovery 5-8

Long-Term Recovery Administration

Program Goals

• Service Goals

• Fund Raising Goals

• Program Development Goals



 Long-Term Recovery Administration 
 
 

 
Long-Term Recovery 
Instructor Guide, 2006     5-10 
 

Lesson Plan Instructor Notes 

Activity 5.1: Develop Program Plans 

Tell participants that they are now going to think about 
the recovery effort from a high-level perspective.  

♦ They will develop goals, and then create a high-level 
program calendar 

♦ The calendar will identify the activities to be done, 
how much time it will take to do them, who is 
responsible for the activity, and in what order the 
activities need to be initiated. 

Explain that the goals, and their supporting strategies, 
objectives and actions are the steps that help the long-
term recovery program accomplish their Mission 
Statement. 

 

 

 

 
 
Note to instructor:  Only give one 
assignment at a time, e.g., first the 
group completes #1 and then you 
give them the instructions for #2. 
 
Activity Instructions: 
 
1. As a group, have participants 

define the program goals. 
Record the goals on the 
worksheet in the Participant 
Guide and on the following 
page in the Instructor Guide. 

 
2. As a group, participants will 

identify the major activities 
that need to happen in the 
program.  Note:  use this list to 
prompt them if they need help 
or forget something: 
♦ Develop a program plan 
♦ Conduct a needs assessment 
♦ Retain and train case 

managers 
♦ Recruit construction 

supervisor and site 
coordinators 

♦ Schedule volunteer work 
groups 

♦ Conduct staff and program 
evaluations 

♦ Develop a fund raising plan 
♦ Develop and initiate 

financial controls 
♦ Plan for media and public 

relations exposure 
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Lesson Plan Instructor Notes 

  
2. Second, for each activity, have 

participants estimate how long 
the activity will take (e.g., 1 
week, 3 months) and who will 
be responsible for seeing that 
it gets done (this could be by 
name or by position). 

 
3. Third, participants will list the 

activities in order starting with 
the one that needs to start first. 

 
4. Fourth, participants will 

transfer this information to the 
Planning Calendar in the 
Participant Guide and on the 
following pages in the 
Instructor Guide. 

 

Debrief the activity by explaining that the group now 
has completed a piece of the program plan.  However, 
the rest of the plan still needs to be developed.   
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Program Plans  

Service goals:  

 

 

 

 

Fund raising goals:  

 

 

 

 

Other resource goals (Volunteers, Materials, etc): 

 

 

 

 

Program development goals:  
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 Planning Calendar 

List activities in order of their start dates.   
 

Activity 

 

 

Approximate Start 
Date 

 

 

Approximate End 
Date 

 

Person Responsible 
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Lesson Plan Instructor Notes 

 

Staffing the Recovery Program 
 

 

15 minutes +Activity 
Show Slide 5-9.   

 

 

 

 

 

Explain that staffing the recovery program well is 
critical to success. As with any program, the right staff 
can make the program successful and the wrong staff 
can make success impossible. 

Show Slide 5-10.   
 
 
 
 
 
 
 

 
 

Explain that staffing needs are based on the scope of the 
recovery effort. The size of the staff will reflect the 
nature and scope of the effort. 

Explain that one of the most controversial uses of funds 
is for hiring professional staff.  

♦ Most donors are very concerned that their donations 
provide relief for survivors, not salaries for paid staff 

 
Show Slide 5-11.   
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Staffing the 

Recovery Program
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Staffing

Select Program Makers –

Not Program Breakers!
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Staffing Pattern

• Based on anticipated program

• Size of staff reflects nature and scope of 
program

• Paid staff

– Recovery efforts will rely mainly on volunteers

– Some paid staff can be very cost effective
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Lesson Plan Instructor Notes 

♦ While it is often tempting to staff the effort entirely 
with volunteers, this may not be the most cost 
effective approach 

♦ The majority of staff on a recovery program will be 
volunteers 

♦ Paid professional managers and administrative staff 
can be worth many times their salaries in preventing 
waste and duplication 

 

Explain that the positions for which you might want to 
hire staff include: 

♦ Program Director 

♦ Administrative Assistant  

♦ Volunteer Coordinator 

♦ Regional Coordinators (if the program area is very 
large) 

♦ Case Manager 

♦ Construction Coordinator 

♦ Pastoral Care Staff 

Finally, many recovery groups are also hiring 
professionals to work in pastoral/spiritual care to 
develop and conduct programs for volunteers and 
survivors. 

 
Show Slide 5-12.  
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Who To Hire?

• Program Director

• Administrative Assistant

• Volunteer Coordinator

• Regional Coordinators

• Case Manager

• Construction Coordinator

• Pastoral Care Staff
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Lesson Plan Instructor Notes 

Explain that having clear job descriptions is very useful 
when hiring staff. A good job description defines: 

♦ The purpose of the position 

♦ The responsibilities and tasks that fall under the 
position 

♦ Skills required to be successful in the position 

♦ To whom the position reports 

♦ Term of service 

This information is essential when interviewing and 
hiring for the position. 
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Job Descriptions

• Define the position

– Purpose

– Responsibilities and tasks

– Skill requirements

– Reporting relationships

– Term of service
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Lesson Plan Instructor Notes 

Activity 5.2: Create Job Descriptions 

Explain that participants will now have the opportunity 
to create job descriptions for three critical positions:  

♦ Program Director 

♦ Administrative Assistant 

♦ Volunteer Coordinator 

 

 
 
Activity Instructions: 
 
1. Divide the group into three 

teams.  
 
2. Assign each team one of the 

job positions. 
 
3. Refer each team to Writing 

Job Descriptions and the Job 
Description Worksheet in the 
Participant Guide and on the 
following pages of the 
Instructor Guide.  

 
4. Have participants write a job 

description. 
 
5. When they are finished, ask 

each team to share their results 
with the large group for 
feedback and discussion. 
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Writing Job Descriptions 
 

When developing a job description, think about: 
 

♦ The purpose of the job.  How will the position help your recovery program achieve 
its mission? 

 

♦ The job responsibilities.  What primary tasks will you expect the person to do?  What 
occasional tasks will you expect? 

 

♦ Job qualifications.  What knowledge, skills, and abilities (KSAs) are required for the 
job?  Should the person have attained a certain education level to be successful?  Is 
training required for the position?  Who will provide it? 

 

♦ Position in the organization. To whom will the person report? Who will provide 
support for the position? 

 

♦ The time commitment required for the position.  How many hours each week are 
required to ensure that the job responsibilities can be accomplished within a 
reasonable timeframe and without undue stress? 

 

♦ The length of the appointment.  How long will the person be required?   
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Job Description Worksheet 

Job Title: 
 
 

Purpose: 
 
 
 
 
 
 
 

  
 
 
 
 
 

Responsibilities: 
 
 
 
 
 
 
 
 
 
 
 
 
 

Qualifications: 
 
 
 
 
 
 
 
 

 
 
 

Time 
Commitment: 

 
. 
 
 

Length of 
Appointment: 

 
. 
 
 

 Reports to: 
 
 
 
 

Support 
Provided: 
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Lesson Plan Instructor Notes 

 

Financial Management  
 

 

60 minutes + Activity 

Show Slide 5-14. 

 

 

 

 

 

Explain that financial management is a critical 
component of managing the recovery program. 

♦ It guarantees the responsible use of resources 

− While donors might not donate because the 
recovery program has good financial 
management, they may well stop donating if it 
does not! 

♦ Financial controls make it difficult for anyone to use 
program funds improperly 

♦ Sound financial management supports regular, 
accurate reporting 

− These reports make it easier to make the right 
decisions about allocating resources and 
meeting needs 

Show Slide 5-15.  
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Financial 

Management
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Financial Management

• Guarantees responsible use of resources

• Makes it difficult for funds to be used 
improperly

• Supports regular, accurate reporting



 Long-Term Recovery Administration 
 
 

 
Long-Term Recovery 
Instructor Guide, 2006     5-21 
 

 
Lesson Plan Instructor Notes 

Ask: 

 

 
 

 
 
As soon as possible. 

Explain that financial controls should be implemented 
as soon as possible.  

♦ Financial controls and systems are one of the first 
things a new relief organization should consider and 
implement 

♦ An identified process for receiving funds, disbursing 
funds, and reporting the use of funds will help 
guarantee donated dollars and materials are used 
properly 

 

Choose a Fiscal Agent 

Before even thinking about financial management tools 
or activities, the long-term recovery group must choose 
a fiscal agent.  There are generally two options: 

♦ The group can become a 501(c)(3) tax exempt 
organization and handle the funds themselves 

− This does give the group more control but it 
adds considerably to the work and the 
responsibility 

 
Show Slide 5-16.   
 

  

  

  

  

When should the financial management 
system be implemented? 

Long-Term Recovery 5-16

Long-Term Recovery Administration

Who Is the Fiscal Agent?

• Choose fiscal agent early in process

• Options

– Become a 501(c)(3) organization

– Use existing 501(c)(3) organization
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Lesson Plan Instructor Notes 

♦ The group can piggy back on an existing 501(c)(3) 
organization such as a large church who is involved 
with the recovery effort or the United Way 

− With a church you will have the issue of 
keeping your books separate; in addition, some 
people may be reluctatnt to donate to a 
religious organization 

− With the United Way you may lose some 
control, but you will gain from their 
experience and support; experiences can vary 
depending on the local UW management 
cooperation 

 

 

Financial Management Tools 

Explain that there are three key tools for proper 
financial management: 

♦ Budgets 

− Show the organization’s financial expectations 

− Provide a list of projected expenses and 
anticipated revenue  

 
Show Slide 5-17.   
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Key Tools

• Budgets

– Projected expenses and anticipated revenue 

• Balance sheets

– Organization’s assets and liabilities

• Revenue and Expense Reports

– Shows performance against expectations
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Lesson Plan Instructor Notes 

♦ Balance sheets 

− Present the organization's assets and liabilities, 
revealing whether or not it is a "going 
concern" or in danger of going broke 

− Shows operating revenues and revenues (or 
reserves) designated for specific items. For 
organizations that own a lot of property and 
have large funds restricted for certain 
purposes, a balance sheet provides essential 
information not readily revealed in a simple 
revenue and expense report. 

 

♦ Revenue and expense reports 

− Show how an organization is doing against its 
own expectations 

− Present revenues and expenses compared to 
the budget plan and/or performance for the 
previous period last year 

− Normally show expected revenues and 
expenses for the year and the current reporting 
period 

− Also detail item-by-item year-to-date revenues 
and expenses 
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Lesson Plan Instructor Notes 

Financial Management Activities 

Explain that solid financial practices help support 
decision-making. 

♦ Develop a written budget 

− A written budget should be developed as early 
as possible and, depending on the duration of 
the recovery, updated at least annually to give 
meaning to revenue and expense reports 

− Line item budgets designate expense 
projections that cannot be exceeded without 
board approval 

− Line item budgets help assure that program funds 
are not used for purposes other than authorized, 
and that spending stays within projected amounts 

 
Show Slide 5-18. 

♦ Produce a Balance Sheet 

− A Balance Sheet presenting the organization’s 
assets and liabilities should be produced at 
least quarterly 

− Also called Statement of Financial Position or 
Statement of Financial Condition 
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Financial Management Activities

• Develop written budget 
– Update at least annually

– Line item budget gives best picture

• Produce balance sheet 
– At least quarterly

• Produce statement of income and expenses
– Monthly
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Lesson Plan Instructor Notes 

♦ Produce a monthly statement of Income and 
Expenses 

− Line item detail of program income and 
expenses 

− Compares the current period’s fiscal 
performance and the year-to-date income and 
expense performance to the annual budget  

− Also called Statement of Activity  

 

♦ Produce a Statement of Functional Expenses 

− The annual Statement of Functional Expenses 
shows how you spend your resources 

− Total expenses are distributed between three 
areas: Service, Administrative, Fundraising 

 
Show Slide 5-19. 
 
 
 
 
 
 
 
 
 
 
 

♦ Analyze budget variances 

− “Why did we over- or under-spend in a 
particular area?” 

− Demonstrates a level of leadership and vision 

− Helpful in keeping an organization on track 
and for future programmatic decision-making 
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Financial Management Activities (cont’d)

• Produce Statement of Functional Expenses

– Annually

• Analyze budget variances

– Analyze over- and under-spending in particular 
areas

• Develop and implement system of secure 
files for legal documents
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Lesson Plan Instructor Notes 

♦ Develop secure system for legal documents 

−  A recovery group receiving large quantities of 
in-kind material or equipment donations for its 
own use should develop and implement a 
system of secure files for legal documents 
proving ownership and inventory 

 
 

Additional Tips 

♦ Train Board and staff 

− Train board members and staff on the financial 
management system in order to assure they 
understand the financial reports 

− The legal responsibility belongs to the Board! 

♦ Share financial records 

− Staff may be able to better manage program 
budgets and project their casework needs if 
there is a transparent sharing of financial 
reports 

♦ Develop a system to keep financial records 

− Establish polices on retention of financial 
records in keeping with IRS and grantor’s 
requirements 

Show Slide 5-20. 
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Additional Tips

• Train board members and staff on financial 
management system 

• Share financial reports 

• Establish polices on retention of financial 
records 
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Lesson Plan Instructor Notes 

Work with Professionals 

Explain that, in the organizing stages, a recovery group 
should look to the community for a CPA (or 
professional bookkeeper) willing to serve as a consultant 
to the Board.   

♦ An unbiased, trained set of eyes reviewing financial 
controls and procedures on a regular basis (perhaps 
as often as quarterly) during the formative stages of 
the organization may help ensure that a solid money-
handling and reporting system avoids problems 

♦ Your CPA consultant may be willing to donate audit 
services for the annual audit 

Audits by certified public accountants assure the Board 
(who has ultimate responsibility) and donors that an 
organization has adequate controls, but an annual audit 
may be too late if proper controls have not been 
implemented early on. 

 
Show Slide 5-21. 

 

Financial Reporting 

Explain that financial reporting helps keep donors and 
the Board informed about program income and 
expenses. 

♦ Report the use of donated funds and goods  

− Numbers of families assisted 

− The nature of the assistance provided that if 
not provided would have deterred reasonable 
recovery for the recipient 

− Ongoing identification of emerging needs 

Show Slide 5-22. 
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Work with Professionals

• CPA or professional bookkeeper

– May find volunteer in community

• Audits assure Board and donors of 
adequate controls
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Financial Reporting

• Report use of donated funds and goods

– Numbers of families assisted

– Nature of assistance provided 

– Emerging needs 

• Provide reports to Board and donors
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Lesson Plan Instructor Notes 

♦ All donors or their representatives should receive 
regular reports (i.e., updates on emerging 
victim/survivor needs, funding needs, and monthly 
financial reports) 

♦ Some donor organizations designate funds and/or 
require written or electronic reports at particular 
stages of expenditure 

− These requirements should be met in a timely 
manner 

 

Money-Handling Guidelines 

Explain that money-handling guidelines ensure that 
funds are received, deposited, disbursed and accounted 
for properly. While most volunteers are honest, 
following these guidelines helps avoid even the 
appearance that funds can be mishandled. 

♦ Have at least two people responsible for: 

− Recording, depositing and accounting for 
incoming funds 

− Comparing incoming checks with receipts and 
deposits 

− Approving expenditures 

− Signing checks (Note: It is not a good idea to 
have one of the two people sign the checks in 
advance!) 

♦ Have someone other than the check issuer reconcile 
the bank statement. 

Show Slide 5-23.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Review with participants the 
Financial Checklist and reporting 
forms in the Participant Guide and 
on the following pages in the 
Instructor Guide. 
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Money-Handling Guidelines

• Two+ people responsible for handling money

– Record, deposit and account for incoming funds 

– Compare incoming checks with receipts and deposits

– Approve expenditures

– Sign checks

• Check issuer should not reconcile bank 
statements
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Financial Reporting Evaluation Checklist 
 

______ Is a balance sheet produced at least once a year?  

______ Do financial systems clearly document revenues and expenses?  

______ Are revenue and expense reports produced quarterly or monthly on a timely 
basis?  

______ Are revenues and expenses identified by program? 

______ Is there a written annual budget?  

______ Do monthly or quarterly reports show revenue and expenses against 
budget?  

______ Does the Board or finance committee review financial reports monthly or 
quarterly?  

______ Do board members understand financial reports?  

______ Do board members and staff understand the budget-making process?  

______ Does staff receive financial reports to help them manage program budgets? 

______ Is a report identifying all program expenses produced at least annually?  

______ Are revenue and expense documents retained and available for 
examination?  

______ Is there a policy about how long to retain financial documents?  
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Financial Reporting Form:  Sample Balance Sheet Format 
 
 Budget Actual Difference 
Income    
     Donations    
     Grants    
     Interest Earned    
     Gifts in Kind    
     Volunteer Labor    
          Total    
Expenses    
     Salaries    
     Rent, etc    
     Client Materials    
     Promotion    
          Total    
               Net Income    
 Budget Actual Difference 
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Income    

YEAR-TO-DATE     

 Budgeted  Quarter  Year Total  

Receipts     

Loans repaid     

TOTAL     

    

Expenditures     

Loans     

Reserves     

TOTAL     

Balance     

 



 Long-Term Recovery Administration 
 
 

 
Long-Term Recovery 
Instructor Guide, 2006     5-32 
 

 

Expenses: Service     

 Budgeted  Quarter  Year Total  

Medical     

Home Repair     

Furniture & Appliances     

Rent Assistance     

Utility Assistance     

Food     

Auto Assistance     

Clothing     

Child Care     

Gasoline     

Miscellaneous     

Occupational Tools     

Insurance Premiums     

TOTALS     
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Lesson Plan Instructor Notes 

Activity 5-3: Develop A Budget 

Explain that participants will now begin the budget 
development process. 

 

 
  

 
 
Activity instructions:  
 
1. Participants will work as a 

group to develop a rough 
budget.    

2. They should identify the major 
categories of income and 
expenses for their budget and 
develop rough estimates of the 
amounts of money or donated 
goods they will need for each. 

3. For guidance refer them to the 
Budget Planning Guideline 
handout in the Participant 
Guide and on the following 
page in the Instructor Guide. 
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Tips For Developing Recovery Program Budgets 

 

♦ 10% - 15% of FEMA applicants will have remaining unmet needs 

♦ As a starting point for estimating the building and repair cost budget, figure: 

− Floods -- $5,000 per unit 

− Tornadoes -- $15,000 per unit 

− Fires -- $35,000 per frame house; $25,000 per mobile home 

♦ Budget for 50% cash donations and 50% in-kind (insulation, paint, building 
materials) 

♦ Value volunteer labor by getting current rates at: 
http://www.independentsector.org/programs/research/volunteer_time.html 
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Lesson Plan Instructor Notes 

 

Program Reporting  
 

 

30 minutes 

Show Slide 5-24. 

 

 

 

 

 

Explain that program reports keep donor agencies, the 
Board, and the public informed of recovery effort 
progress. 

Report on accomplishments, not activities. 
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Program Reporting

• Keep donor agencies informed of recovery 
effort progress

• Report on accomplishments, not activities
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Program 

Reporting
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Lesson Plan Instructor Notes 

Activity 5.4: Reporting Styles 

Discuss the advantages and disadvantages of two 
different reporting styles. 

 

 

 

 

 

Debrief points: 

♦ Report A describes activities while Report B 
describes accomplishments. 

♦ The success of the recovery effort is measured by 
what it accomplished, not by how busy the 
volunteers and staff were. 

 

Activity Instructions: 

1. Ask for two volunteers. Give 
the first volunteer Report A. 
Give the second volunteer 
Report B. Have each read 
his/her report to the large 
group. 

2. Have the group discuss the 
differences between the two 
reports. If they were the Board 
or a donor, which type of 
report would they prefer? 
Why? 
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Progress Report A 

 

This was a very productive period for the recovery effort. During this period,  

♦ The Case Management Committee met five times to review new cases 

♦ Volunteers spent over 1400 person-hours helping disaster victims 

♦ We solicited donations from several sources 

♦ We discussed problems with our donation handling procedures 

 

 

 

 

Progress Report B 

This was a very productive period for the recovery effort. During this period, we: 

♦ Approved 27 new case management plans 

♦ Completed repairs on 7 homes 

♦ Cleared debris from 9 home lots and six intersections 

♦ Provided spiritual care to 34 survivors 

♦ Contacted 8 new potential donors 

♦ Revised our donation handling procedures to make them more efficient 
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Lesson Plan Instructor Notes 

Explain that Program Reports should: 

♦ Focus on results, not activities 

− Results highlight what has been accomplished, 
not just what people have been doing 

♦ Use standard reporting formats 

− Standard formats make it easier to find 
information  

 

 

   

 

 

 

 

 

Review the Quarterly Report form 
in the Participant Guide and on the 
following pages in the Instructor 
Guide. 
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QUARTERLY REPORT (Suggested Format) 

 

Name of Recovery Program ________________________________ 

 

Month and Year: 

 

I. Program Narrative (things that happened this quarter) 

 

 

 

 

II. Program Results 

Program Planned Results 
For Year 

Results This 
Quarter Results YTD 

Cases Opened     

Direct Assistance 
Families  

   

Families Referred To 
Other Agencies  

   

Volunteers Hosted     

Homes Repaired     

Homes Built     

 



 Long-Term Recovery Administration 
 
 

 
Long-Term Recovery 
Instructor Guide, 2006     5-40 
 

# of Volunteers Church or Organization Number of Volunteer 
Days 

   

   

   

 

III. Financial Information 

(Explain all variances of 5% or more) 

  

Budget YTD Expenses This 
Quarter 

Expenses YTD 

 

Gifts in Kind 

 

 

 

 

 

 

   

IV. Success Story/Highlight of the Quarter 
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V. Problem Areas and Steps Taken to Resolve 

 

 

 

VI. Objectives for Next Quarter 
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Lesson Plan Instructor Notes 

 

Final Evaluation of Relief and Recovery 
Efforts 
 

 

30 minutes 

Show slide 5-26. 

 

 

 

 

 

 

Explain that program evaluation serves two critical 
purposes: 

♦ Ongoing evaluation shows how the program is doing 
and provides information that can be used to drive 
planning and program modification 

♦ Final evaluations inform constituents how the current 
recovery program did at meeting goals and objectives

 

Show Slide 5-27.    
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Final Evaluation of 

Relief and Recovery

Efforts
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Program Evaluation

• Two types of evaluation

– Ongoing

• Drives planning and modification

– Final

• Informs constituents of final outcomes
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Lesson Plan Instructor Notes 

Ongoing Evaluation 

Explain that it is the Board’s responsibility to: 

♦ Define benchmarks for goals and objectives 

♦ A program with clear goals and objectives can: 

− Measure progress and effectiveness 

− Change course as needed 

− Recognize and celebrate accomplishments 

− Launch new programs grounded in experience 
 

 
Show Slide 5-28.  
 
   
 

 

 

 
 
 

♦ Set dates for: 

− Review of regular activities to see if anything 
in the program needs to be changed 

− Considering possibilities for new program 
areas, such as expanding the area of service 

− Deciding whether the program is complete; the 
Board should establish a tentative date to end 
the recovery program 
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Ongoing Evaluation: Set Goals and Objectives

• Define achievement benchmarks 
– Set measurable long-term goals and short-term 

objectives 

• A recovery organization with clearly stated goals 
and objectives can:
– Measure its effectiveness

– Change course as needed

– Recognize and celebrate its accomplishments

– Launch new work grounded in its experience
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Ongoing Evaluation: Set Important Dates

• When to review regular activities 

– Decide to continue in same way or with 
changes for defined period into future

• When to consider new program areas 

• Whether to end work altogether

– Establish a tentative date to end the recovery 
program 
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Lesson Plan Instructor Notes 

 

Activity 5.5: Recovery Program Review 

Say that participants are now going to review the 
program plans that are currently underway. 

Say this is a form that could be used regularly to gauge 
progress. 

 

 
 

 
 
Activity Instructions: 
 
1. Ask the group to review the 

Disaster Recovery Program 
Self Assessment in the 
Participant Guide and on the 
following pages in the 
Instructor Guide.   

2. They should consider the plans 
currently underway for their 
program. Do they see any 
areas they need to strengthen? 
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Disaster Recovery Program Self Assessment 
 
Rating 
(0, 1, 2, 3) 

I. Overall Program 

_________ A. Is the program focused on long-term recovery? 
_________ B. Has the program received information from FEMA, The 

Red Cross and other emergency response groups re: 
effected areas, people groups, etc 

_________ C. Is it the goal of the program to seek out those who are 
most vulnerable, and provide help to those in the 
community with unmet needs? 

_________ D. Is it the goal of the program to represent all segments of 
the community? 

_________ E. Does the program promote community involvement? 
_________ F. Is the presence and role of the program recognized in 

the community? 
_________ G. Is there a plan in place for case management? 
_________ H. Does the program make provision for spiritual care? 
_________ I. Is there recognition of the need for advocacy within the 

program? 
_________ J. Is mitigation a consideration of the program? 
_________ K. Is there a comprehensive plan in place for developing 

resources? 
_________ L. Is initial funding available? 
_________ M. Is there a paid Program Director in place? 
_________ N. Are there adequate facilities (office, telephone, etc.)? 
 II. Management Oversight - Board of Directors 
_________ A. Is there a functioning Board of Directors in place with 

overall responsibility for the recovery program? 
_________ B. Does the Board have representation from the faith 

community? 
_________ C. Does the Board represent the diversity within the 

community at large? 
_________ D. Is there an attorney on the Board? 
_________ E. Is there a CPA on the Board, or one who is willing to 

serve as a consultant to the Board for financial oversight 
and accountability? 

_________ F. Is local government represented on the Board? 
_________ G. Do the Board members understand their 

responsibilities? 
_________ H. Has a mission statement been written and adopted? 
_________ I. Have written bylaws been adopted? 
_________ J. Are there any written policies and procedures for the 

program? 
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_________ K. Does the majority of the members attend and participate 
in all Board meetings? 

_________ L. Are official minutes taken that clearly reflect decision 
making at each Board meeting, and are they approved 
at subsequent meetings? 

_________ M. Do Board meetings include review of program and 
finances, as well as discussion of relevant issues facing 
the program? 

_________ N. Does the Board have a committee structure to deal with 
Finance, Program, Public Relations, and Resource 
Development? 

_________ O. Has a Program Director been hired? 
_________ P. Was the Board involved in hiring the Program Director? 
 III. The Planning Process 
_________ A. Are plans in place for identifying, in detail, the 

community’s unmet needs? 
_________ B. Have long term program goals and short term objectives 

been established? 
_________ C. Is there an evaluation process in place for reviewing 

with the Board of Directors progress against the goals 
and objectives? 

_________ D. Are plans kept up to date, and modified when needed? 
_________ E. Is some consideration being given to how to plan for the 

next disaster (mitigation)? 
_________ F. Has consideration been given to the pre-existing needs 

in the community and how the recovery program might 
serve as a catalyst for ongoing community 
development? 

 IV. Development of Resources 
_________ A. Has a preliminary budget been developed using FEMA 

registration data? 
_________ B. Is there a good understanding of what the total financial 

need will be? 
_________ C. Is there a public relations plan in place for effectively 

communicating the need to those who can help, and is 
there a plan for how to respond to inquiries from the 
community? 

_________ D. Is there a plan in place for developing financial 
resources? 

_________ E. Does the program have ready access to someone 
capable of writing grant proposals? 

_________ F. Has the program applied for and received 501(c)(3) 
status, or is there an alternate plan in place for handling 
money? 
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_________ G. Is there a plan in place for developing volunteer 

resources? 
_________ H. Is there a plan in place for managing volunteer 

resources (assignments, skills, housing, etc)? 
_________ I. Is there a plan in place for developing in kind resources? 
_________ J. Has a plan been developed for handling and storing in 

kind donations? 
_________ K. Is there a system in place for tracking and reporting 

donations? 
 V. Staffing 
_________ A. Is the program adequately staffed, given its scope of 

operation and financial resources? 
_________ B. Does the program make good use of volunteers? 
_________ C. Does each staff person have a clear job description, in 

writing, and are they maintained? 
_________ D. Are reporting responsibilities clearly spelled out for paid 

staff as well as for volunteers? 
_________ E. Is there a performance review system being followed for 

all paid staff? 
_________ F. Are personnel files being maintained, including tax 

withholding forms, proof of right to work, certifications, 
performance evaluations? 

 VI. Financial and Program Controls – Accountability 
_________ A. Does the Board of Directors take a proactive role in 

insuring that good financial and program controls are in 
place? 

_________ B. Financial Controls 
 1. In handling donations, does more than one person 

have the responsibility of receiving and recording 
the donations? 

_________ 2. Are receipts generated by someone other than the 
person who opens the mail? 

_________ 3. Are expenses approved by someone other than the 
person who signs the checks? 

_________ 4. Are monthly bank reconciliations done by someone 
other than the person who signs the checks? 

_________ 5. Are checks signed by more than one person? 
_________ 6. Are monthly financial reports being reviewed with 

the Board of Directors, clearly documenting 
revenue and expenses against budget along with 
an analysis of variances?  

_________ 7. Is a balance sheet produced at least once a year? 
_________ 8. Is there a written annual budget? 
_________ 9. Do Board members understand financial reports? 
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_________ 10. Do Board members and staff understand the 
budget making process? 

_________ 11. Do staff members receive financial reports to help 
them manage program budgets? 

_________ 12. Are the financial records audited by an 
independent person (CPA) or firm quarterly or 
annually, depending on the size of the program? 

_________ 13. Is there a policy about how long to retain financial 
documents? 

 C. Program Controls 
_________ 1. Does the Board of Directors review program 

progress against plan on a regular basis? 
_________ 2. Does reporting indicate measurable objectives with 

time lines for progress and completion? 
_________ 3. Does the information provided to the Board give 

evidence about program accomplishments? 
 



 Long-Term Recovery Administration 
 
 

 
Long-Term Recovery 
Instructor Guide, 2006     5-49 
 

 
Lesson Plan Instructor Notes 

Final Evaluation 

Explain that the final evaluation involves the key 
stakeholders in the recovery program. These include: 

♦ The Board of Directors and staff 

♦ Representatives of other agencies 

♦ The local religious community 

 
Show Slide 5-30.  
 
 
 
 
 
 
 
 
 
 
  

Explain that the final evaluation should include data 
showing how the recovery program did. This data 
should be viewed in relation to the targets set in the 
program plan. Be sure to include data on: 

♦ Number of homes rebuilt 

♦ Other recovery accomplishments 

♦ Resources (both money and donated goods) acquired 

♦ Resources utilized 

 
 

State that the evaluation should also look at: 

♦ What was done well 

♦ What might be done differently 

♦ What might be done to prepare for future disasters 

 

 

Show Slide 5-31. 
 
 
 
 
 
 
 
 
 
 
Review the Final Evaluation form 
in the Participant Guide and on the 
following pages in the Instructor 
Guide. 

Long-Term Recovery 5-30

Long-Term Recovery Administration

Final Evaluation

• Involve key 
stakeholders
– Board of Directors and 

staff

– Representatives from 
other agencies 

– Local religious 
community 

• Include data
– Number of homes 

rebuilt

– Other recovery 
accomplishments 

– Resources required

– Resources utilized

Long-Term Recovery 5-31

Long-Term Recovery Administration

Final Evaluation

• Ask:

– What things were done well?

– What things might be done differently in future 
disasters?

– What might be done to make us better 
prepared for future disasters?
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FINAL EVALUATION OF RELIEF & RECOVERY EFFORTS 

(Recommended one year following the disaster) 

Place: 
___________________________________________________________________________ 

Name of Recovery Program: 
________________________________________________________________ 

Disaster: ________________________________________________ Date:____________ 

Persons invited to participate: 

A. In a meeting 

♦ Chairpersons, directors, staff of recovery programs operating in area covered by the evaluation 

♦ Representatives of churches, state/territory council of churches (if applicable), ecumenical 
agencies, etc. 

♦ Organizing Agency’s Consultant (if applicable) 

B. Via mail or in a meeting in the case of a very big disaster 

♦ Organizations/agencies that provided training, financial resources, staff support, etc.   

♦ Major national organizing agencies 

♦ Representative of state and local government familiar with emergency program 

♦ Representative from other national/regional agencies familiar with emergency operation 

♦ Representative of Federal Emergency Management Agency (FEMA) familiar with emergency 
operation 

♦ Others as applicable 

 

1. When you brag about the response, what do you brag about? ________________________ 
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___________________________________________________________________________ 

___________________________________________________________________________ 

 

2. When you worried about the response, what did you worry about?  

___________________________________________________________________________ 

___________________________________________________________________________ 

 

3. How effective were the following organizations and agencies in helping the response? Rate on a 
scale of 1 (not effective) to 5 (extremely effective). The higher the number, the more helpful the 
organization. 

___ Federal Emergency Management Agency (FEMA) 

___ American Red Cross (ARC) 

___ Church World Service (CWS) 

___ Denominational Representatives (specify): ____________________________________ 

___ Local Government (specify): _______________________________________________ 

___ State Government (specify): ________________________________________________ 

___ Other (specify): __________________________________________________________ 

 

4. What advice would you give to these organizations? (Please specify name of organization.)  

___________________________________________________________________________ 

___________________________________________________________________________ 
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5. Statistical report: 

Funds Received        ____________________________ 

Value of In-Kind Donations   ____________________________ 

Staff & Overhead Expenses   ____________________________ 

Direct Assistance to Clients   ____________________________ 

Clients Served                        ____________________________ 

Volunteer Hours                    ____________________________ 

 

6. What are you doing to prepare for the next disaster in your community?  

________________________________________________________________________________
______________________________________________________________________ 

 

7. Have the religious leaders developed a disaster response plan? ___ Yes ___ No 
________________________________________________________________________________
______________________________________________________________________ 

 

8. What should you do to make disaster response more effective the next time?  

________________________________________________________________________________
______________________________________________________________________ 

 

9. What should you do to prepare for the next disaster?  

________________________________________________________________________________
______________________________________________________________________ 
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10. What issues should be worked on now?  

________________________________________________________________________________
______________________________________________________________________ 

 

11. How soon after the disaster did the religious community meet? 

___ Immediately ___ In a week ___ In a month 

 

12. How long after this first meeting did the faith-based recovery program begin? 

___ Immediately ___ In a week ___ In a month 

 

13. Rate the following on a scale of 1 (poor) to 5 (excellent): 

___ Quality of program 

___ Quality of board functioning 

___ Participation of all faith groups and churches in the community 

___ Cooperation of those who joined the response 

___ Fund raising relative to needs 

___ Acceptance of the recovery program by the community as a vital part of the overall response 

___ Integration of the recovery program response into long-term community development 

___ Overall auality of the recovery program  

___ Value of assistance provided by Church World Service consultant 

 

14. What was it like to respond to the disaster? 
___________________________________________________________________________ 
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___________________________________________________________________________ 

 

15. What story do you tell to describe what you did? 
___________________________________________________________________________ 

___________________________________________________________________________ 

 

16. What worked in your recovery? 
___________________________________________________________________________ 

___________________________________________________________________________ 

 

17. What frustrations did you encounter? 
___________________________________________________________________________ 

___________________________________________________________________________ 

 

18. What advice would you give to make it easier the next time? 
___________________________________________________________________________ 

___________________________________________________________________________ 

 

19. What are you going to do when the task is finished? 
___________________________________________________________________________ 

___________________________________________________________________________ 
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Lesson Plan Instructor Notes 

 

Summary and Transition 

 

 
5 minutes 

 
 

Transition to the next session by saying that, with an 
understanding of what it takes to administer a long-term 
recovery program, it is now time to look at providing the 
public with information on the program.  

 
 
Transition to Public Information. 

  
  
  
  
 
 Take a 10-15 minute break. 
 

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 
 


