Initial Team Leader Meeting
Date: ________/________/________      Person: ________________________
Team: __________________________________________________________
Provide an overview of the Crisis Management Team and your role as the Crisis Management Team Lead (note any comments or questions in the area below so you can address those in the remaining meetings with other team leaders)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Overview of the Team
What role does the area provide to the company on a day-to-day basis?:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What primary role would your area have in an incident or crisis situation?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Using the Team Overview worksheet (Tool 2), review your definition of the team and determine if it needs to be updated based on the response to the two previous questions.  If helpful, provide your initial team checklist from your research.  List the new definition:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What type of team:     Support Team            Business Unit Team

Assessment of team level:     Primary Team (engaged on almost any situation)
                                                  Secondary Team (engaged for large scale situations)

What disruptions, issues or situations have created issues for your area in the past?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
One way we practice what our team would do is have exercises.   What would be the best scenario you can think of for your team to contemplate in their role on the Crisis Management Team?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Where is your area located?   Are they just at corporate locations or disbursed in all regions?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
If a situation were to occur this evening, what is critical right now is that we have the key people (brainpower) on a call to make the assessment.  While we don’t have to develop a full team roster yet, having a primary team leader and backup are the key first steps to getting the team functional.

Team Leader: ____________________________________________________
· Work Phone: _______________________________________________
· Home Phone: _______________________________________________
· Cell Phone: ________________________________________________
· Home Email: _______________________________________________
· Work Email: ________________________________________________
· Nextel 2-way Number: ________________________________________
· Address: ___________________________________________________
Backup Team Leader: _____________________________________________
· Work Phone: _______________________________________________
· Home Phone: _______________________________________________
· Cell Phone: ________________________________________________
· Home Email: _______________________________________________
· Work Email: ________________________________________________
· Nextel 2-way Number: ________________________________________
· Address: ___________________________________________________
Tools and Resources for the Team:
· Provide an initial copy of the Crisis Management Team Wallet card (see Tool 1) – this should include, at a minimum:

· Crisis Management Team lead and backup

· Conference Call bridge number

· Agenda for the Initial Assessment Call

· Provide a copy of the team overview and a checklist (perhaps from a list you developed from researching in trade journals like Continuity Insights, the internet, etc.)

· Review the protocol that if they feel the need to bring the team together, to call the Crisis Management Team Leader or backup to engage the Crisis Management Team for an initial assessment meeting.

Next Steps:

· Crisis Management Team Meeting and Exercise on ____/____/____ from ______ am/pm to ________ am/pm.   Team leader and alternate preferred to come but at least one representative from your team.
· Updated wallet card with all team members and contact numbers.

· Developing a Crisis Management Team Overview document.

· Crisis Management Team Intranet page (optional, but a great tool).

Thank you for your time and your commitment to the Crisis Management Team process!!!
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