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KW CARES REGIONAL DIRECTOR OP/TL MCA ALC & CULTURE COMMITTEE 

 Contact RD when crisis is 
impending 
 

 Set up 24/7 crisis line 
 

 Arrange Crisis Leadership 
Conference Call 

 

 Email Regions with Crisis 
Line information for 
dissemination to MC 
leadership 

 

 By email inform all other 
regions of supplies needed 
and coordinate drop-off 
site 

 

 Connect region and market 
centers with experienced 
crisis advisors  

 

 Dispatch supplies to 
designated central Crisis 
Operations  location 

 

 Work with market centers 
and region on efforts to 
send help 

 Contact OP  or TL in all 
potentially impacted 
market centers and 
disseminate the Crisis Line 
number 
 

 Select a regional contact 
person to be main point for 
communication with KW 
Cares 

 

 Update KW Cares daily 
 

 Establish a central location 
for Crisis Operations 
 

 Maintain continuous 
contact with OP/TL in each 
affected MC 
 

 Determine what  supplies 
are needed  

 

 One or two individuals at 
Crisis Operations location 
will distribute and collect 
supply receipt to be turned 
in to KW Cares 

 

 Coordinate supply drop-off 
with KW Cares 

 

 Inform KW Cares when 
certain supplies are no 
longer needed 

 ALC and Culture Committee 
members call or text a 
portion of the associate 
roster each day until crisis 
has passed 
 

 Establish primary contact 
person to communicate 
names of those who need 
help to KW Cares 

 

 Update KW Cares and the 
RD daily 

 

 Inform associates to call the 
Crisis Line number if 
needed 

 

 Coordinate with RD about 
who is in need of 
generators and/or other 
supplies ensuring those 
with young children, elderly 
or ill family members 
receive generators first 

 

 Continually encourage 
associates in need to ask 
for help and send list of 
names and contact info for 
additional associates 
needing  financial and other 
assistance to KW Cares 

 Maintain list of vendors, banks, 
account numbers and insurance 
providers 

 

 Maintain digital photos of MC 
equipment and spaces 
 

 Maintain complete inventory of 
all MC equipment with date of 
purchase and cost 

 

 Backup TL, MCA and Front Desk 
computers 
 

 Move MCA computer and 
backed up files to safe area 
upon evacuation  
 

 Process all pending escrow 
check requests 

 

 Make all bank deposits  ASAP 
 

 Disconnect all computers, faxes, 
copiers, and printers and wrap 
in waterproof bags  

 

 Transport all necessary files, 
bank and check books in 
portable water & fire proof 
boxes to evacuation location 

 

 Transmit on time even if from a 
remote location 

 

 Return to MC as soon as threat 
has passed 

 Assist MCA with protecting all 
equipment in the MC 
 

 Divide associate roster so ALC 
and Culture Committees can 
contact assigned portion of 
associates daily by phone or 
text 

 

 Inform OP/TL of associates 
status and the names of those 
in need of assistance 
 

 When unable to locate 
associates by phone or text, 
physically knock on their doors, 
if safe, to determine their 
whereabouts and welfare 

 

 Encourage associates to ask for 
help if in need 

 

 Inform TL of individuals 
reluctant to ask for help 

 

 Determine associates’ family 
members needing  assistance 
and give names, status and 
contact info to TL 

 

 Maintain daily contact with all 
associates; send updates to TL 

 


