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DIRECTOR
GENERAL
MESSAGE

Our state sees more than its fair share
of disasters, from cyclones to floods to
bushfires. Almost every Queensland
community has faced some type of
natural disaster. I’ve seen first-hand
the difference our hard-working Ready
Reserves make during these difficult,
and often distressing, times.
These staff carry out a range of
important roles, including working on
the frontline at Community Recovery
hubs or in outreach teams helping
Queenslanders during their most
vulnerable moments.
We are very fortunate to have such hard-working people in our department and
across government, who are willing to leave their own homes and families to help
others during times of disaster.
I appreciate having new staff putting their hands up to be part of this important
team.
Thank you for joining the Ready Reserves and for committing to help people during
some of the most difficult times they will face.
The many Ready Reserves I have spoken to have described the work as challenging,
but very rewarding.
Enjoy your deployment and please stay safe and look out each other.

Clare O'Connor
DIRECTOR-GENERAL
DEPARTMENT OF COMMUNITIES,
HOUSING AND DIGITAL ECONOMY
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WHAT IS
COMMUNITY
RECOVERY

Disasters can take many forms
including floods, fires, cyclones and
outbreaks of disease. Before you are
deployed as a Community Recovery
Ready Reserve, it's important to
understand the roles of Queensland
Government departments following
a disaster.

RECOVERY

RESPONSE
The response phase of disaster
operations focuses on saving lives,
protecting property and making an
affected area safe. Response is
undertaken by a number of
organisations, including state
emergency service units, police, fire and
ambulance services, the defence force
and local government counter disaster
committees. Ready Reserve members do
not participate in response activities.
Community Recovery workers are not
sent into a disaster area until the
respondents say it is safe to commence
the recovery operation.

Human and Social Recovery,
informally known as Community
Recovery is a multi-agency
coordinated response. Department
of Communities, Housing and
Digital Economy (DCHDE) work with
the local government, state
government agencies and nongovernment partners to provide
advice, support and additional
resources to support the emotional,
social, physical well-being of
people. As a member of the Ready
Reserve, you will be responsible for
providing disaster specific
information, connecting people with
support services and taking
applications for financial assistance
grants.
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THE ROLE OF
A READY
RESERVE

Working with disaster-impacted communities
can be tough but it's also rewarding. Those
who have participated in the Ready Reserve
will tell you they've seen things they'll never
forget, made friendships they'll keep forever
and had experiences that have changed their
lives.
Being part of the Ready Reserve gives you the
opportunity to deliver much needed support
and assistance to people in need,
demonstrating compassion and understanding
in trying times. You will learn more about the
government's role in community recovery
while gaining new skills and experience.
With a diversity of opportunities available,
there’s something to suit everyone. You can
be deployed to the disaster-impacted area
where you work directly with community
members, or you can choose to work in
Brisbane behind the scenes in operational or
corporate support roles.
Wherever possible, Ready Reserve members
will be assigned roles in line with their skills
and experience however it's important to be
flexible. Every role is important for a
successful recovery response and
regardless of the position you have been
appointed, you'll be helping Queenslanders
and that's something you can feel really proud
about!
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WE'RE A
PASSIONATE
DEPARTMENT
FILLED WITH
PASSIONATE
INDIVIDUALS

Q1 SOCIAL MEDIA REPORT
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DEPLOYMENT
ROLES

OUTREACH WORKER
AND RECOVERY HUB
WORKER
Provide disaster specific advice
Referrals to other government
departments and NonGovernment Organisations
Complete financial assistance
applications
Verify disaster impact and damage
to support grant applicants

READY RESERVE ROLES
(BRISBANE AND
REGIONAL BASED)
Team Leaders and Managers (District and
State Recovery Event Management Teams)
Training delivery
Ready reserve management
Deployment, travel and accommodation
Grant Administration
Logistics
Business support and finance
Marketing and communication
Reporting, intelleigence and planning
Workforce support and wellbeing
COVID-19 Safe Officer
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SPEAK TO YOUR
AGENCY KEY
CONTACT TO FIND
OUT WHAT ROLES
ARE AVAILABLE
AND HOW TO
APPLY
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TRAINING AND
CAPABILITY

It is very important that you access the
training courses as soon as your
nomination is approved to learn all you
can about community recovery. It is also
essential that you refresh your
knowledge at the start of the event
season that commences in October –
April each year.
The training framework is based on a
tiered model of capability development
that begins with induction and offers
self-paced online learning courses
organised into 4 levels.

Training courses are completed in the
department's Learning Management
System, iLearn and you must be
registered as a Community Recovery
Ready Reserve member before you can
access the program. Once you have
registered and been approved, your
enrolment details to access iLearn will
be emailed to you. Your iLearn account
can be accessed from your workplace or
home at your convenience.
For details of the core training required
please visit qld.gov.au/readyreserve

You will be required to complete
specialised training courses if you are
part of the State and District Recovery
Event Management Teams. There are
also optional courses you can undertake.
For more information speak to your
Agency Key Contact.
Exercise & development

Management & leadership
Role specific
Core
Induction
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DISASTER
ACTIVATION
STAGES

To ensure Community Recovery is ready to respond to any activation request from local
government following a disaster, the following activities and actions are required at each
activation level.

1

ALERT

A heightened level of vigilance due
to the possibility of an event
requiring human-social recovery
activation. The situation is actively
monitored.
You will be sent an email if you
need to take any specific action at
this alert stage.

3

STAND UP

Resources are mobilised, personnel
are activated and operational
activities commence.
You will receive an email requesting
you log onto your profile page in the
RRMS to indicate your deployment
availability or otherwise and
confirm your deployment lead time.
Please respond promptly!

2

LEAN FORWARD

A heightened level of situational
awareness and a state of operational
readiness.
You may receive an email asking you
to confirm your deployment
availability and to confirm your
deployment lead time. Please
respond promptly, even if you can't
particpate!

4

STAND DOWN

Transitioning back to core business.
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A broadcast email will be sent to all
Ready Reserves and Agency Key
Contacts advising them that the
disaster impacted region has been
stood down and deployments have
ceased.

WHAT TO
PACK FOR
DEPLOYMENT
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You are being deployed into a disaster area. This guide may vary depending on the type of
disaster and your personal circumstances.

CLOTHING
Light, neat, comfortable clothing
sufficient for the period and location of
your deployment:
Full length slacks, trousers or jeans
(covered legs for mosquitoes)
In hot climate locations, knee-length
shorts can be worn
Long sleeved lightweight shirts or Tshirts
Underwear and socks
Jumper or jacket (e.g. anorak or spray
jacket)
Pyjamas suitable for use in a share
accommodation situation (could be a
hall with multiple staff members).

PERSONAL ITEMS
Reading glasses and sunglasses
Mobile phone and battery charger
(information will be provided on any
anticipated reception/coverage issues in
the disaster area)
Personal medication
Personal toiletries and earplugs
Personal safety kit (band-aids, antiseptic
cream etc)
Quick dry towel (hand towels may be
handy in hot and humid weather)
Fold-up umbrella
Small amount of cash unless advised
otherwise
Small amount of washing powder
Personal water bottle
Small snacks (e.g. muesli bars, chocolate)
Your Community Recovery name badge
which will be provided to your after your
first deployment.

DEPLOYMENT PACK

FOOTWEAR
Two pairs of closed in comfortable
footwear (in case one pair
becomes wet or muddy) eg joggers
No thongs or sandals to be worn
when you are working.

You will receive a satchel bag containing:
Sunscreen, hand sanitiser and insect
repellent in a resealable bag
Raincoat (poncho)
Pens and a notebook
Information sheets and timesheets
Your choice of a cap or broadbrimmed hat
Two Community Recovery polo shirts
Detailed deployment guide
COVID facemask & hand sanitiser.
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TRAVELLING
TO YOUR
LOCATION

WE WILL CALL YOU TO
CONFIRM YOUR
DEPLOYMENT AND
TRANSPORT
REQUIREMENTS
You will receive a telephone call to
confirm that you are available and
ready for deployment. The Mobilising
Team will discuss any transport
requirements when they contact you.
Wherever possible you must use
government funded transport
options, e.g. government vehicles,
train, bus, or air to travel to/from
your deployment location. You can
claim the costs of any eligible travel
expenses you incur. Keep your
receipts/tax invoices and attach
these to your claim form, however in
most cases the Mobilising Team will
organise your transportation along
with your flights and accommodation.

You will receive a deployment email
containing:
The period of your deployment
and your scheduled return date to
your usual workplace
Workforce support, wellbeing and
safety information
Community Recovery timesheet
and claim forms
This emails will be sent to both
your work and home email
addresses.
Please forward the email to your
line manager.
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TRANSPORT
OPTIONS
Car
Seek approval from the Mobilising Team to use a private vehicle
and ensure no other transport options are available. To claim
mileage allowance you must provide a copy of your
comprehensive insurance policy/third party plus an employee
indemnifying endorsement.*
*To claim mileage allowance you must provide a copy of your comprehensive insurance policy/ third part property damage insurance policy
showing that indemnity was in place (please contact your insurance company for an endorsement indemnifying your employer against
liabilities at law). If you are unable to obtain indemnity you may be eligible to claim fuel cost. Airport parking can only be claimed if no other
transport options are available and driving and parking for the duration is more cost effective than other means of transport.

Plane
Your flights will be booked for you and your confirmation
details will be sent to your email. You will require PHOTO
IDENTIFICATION to check in.

Taxi
A taxi can only be used for Community Recovery work when a
departmental vehicle or public transport including the airtrain is not available or there is a safety concern or it is not
cost effective.
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MEAL
BREAKS AND
ALLOWANCES
ALLOWANCE
On Community Recovery you will receive breakfast,
lunch and dinner or you may be entitled to a meal
allowance. All allowances must be approved and the
allowance is only provided when:
dietary requirements are unable to be met
a prepaid meal is missed due to operational
requirements
you are performing recovery work in your normal
workplace and meet the overtime requirements.

BREAKS
It’s important for your well-being that you have a 30
minute break every five hours and that you have a 10
hour break between shifts. If you have been unable
to have these breaks, you must seek approval from
your Team Leader before you can work.

MEAL OPTIONS
Be aware that you may need to contribute to
preparing team meals, or eat pre-packaged meals,
depending on the disaster impact and the meal
options that are available.

DIETARY REQUIREMENTS
Please ensure you have updated any dietary
requirements in your Ready Reserve Management
System profile. Please remember in a disaster it
may not always be possible to cater for dietary
requirements.
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STAYING
AWAY
OVERNIGHT

ACCOMMODATION

HOME DEPLOYMENTS

Community Recovery will book and
pay for your hotel room. Be aware
that you will often need to share a
hotel room with other Ready
Reserves.

Staff who are required to travel for
Community Recovery, but return to their
own home each night, may be eligible to
claim costs they incur including:

You may even be accommodated in a
community hall with multiple Ready
Reserves, or need to sleep on a camp
bed or in a tent. Please ensure you
pack appropriate clothing for these
conditions.

specific meal allowances
other private expenses (e.g. taxi, tolls,
parking) or
costs associated with driving a private
car (where this has been authorised)
please keep receipts.

FORMS TO COMPLETE
Before leaving the disaster location please
complete any relevant claim form:

DO NOT CHANGE ANY
BOOKING MADE ON YOUR
BEHALF OR CHARGE ANY
PRIVATE EXPENSES TO THE
ROOM.
ON CHECK OUT CONFIRM
THAT NO INELIGIBLE COSTS
HAVE BEEN BOOKED TO
YOUR ROOM - THIS IS
PARTICULARLY IMPORTANT
IF YOU HAVE BEEN SHARING
A ROOM.

Community Recovery Same Day
Travelling Expenses Form or Overnight
Travel Allowance Claim Form
Community Recovery Vendor Master
Data Maintenance Form (only once per
event)
Overtime Meal Allowance Form
You will need your bank account name,
BSB and account number to complete
the forms.

WHEN TO CLAIM ALLOWANCES
An incidental allowance of $17.30 per
night is paid to Ready Reserve for each
night away from home as per Domestic
Travelling and Relieving Expenses 9/11
A Hardship Allowance of $47.05 per night
will be paid in approved circumstances as
per Critical Incident Entitlements and
Conditions 6/16.
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WORKPLACE
HEALTH AND
SAFETY

KEY SAFETY TIPS
Pay attention to the well-being and
workplace health and safety
messages in your briefings
Follow all health and safety
instructions that are given
Ensure you use any personal
protective equipment you are issued
with
Seek appropriate first aid or medical
treatment where necessary
Report any illness or accidents to
your Team Leader/Manager.
View the Workplace Health and Safety
Factsheets on ForGov.

HAZARD AND INCIDENT REPORTING

Employee Assistance
Services offer free
confidential
counsellors at your
deployment location
and on your return to
work

Report if you have an
incident, injury or illness
to your Team Leader and
complete #Workplace
Injury, Illness and
Incident Report Form
(WIRF)
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If you have any
concerns relating to
safety, well-being
performance,
beahavior or
complaints email

Be alert and
report any
hazards to your
team leader.
#Hazard Report
Form
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COVID-19
SAFE
PRACTICES

KEY SAFETY TIPS
The COVID-19 virus remains a threat to the
community with the primary risks arising
through being in close proximity to an infected
person or physical contact with infected
surfaces.
Community Recovery’s highest priority is the
safety of its Ready Reserves and the safety of the
community.
To help ensure Community Recovery Hubs,
Outreach sites and work areas are COVID-19
safe the following COVID-19 safe practices have
been implemented:
A full suite of COVID-19 Safe Overlay policies,
practice and contact tracing procedures
enabling the safe conduct of Community
Recovery service delivery operations. These
arrangements enable service delivery model
to quickly adapt to any emerging changes to
Queensland Health’s COVID-19 directions
Community Recovery sites will have COVID19 safe cleaning arrangements in place, as
well as personal protective equipment
available, according to the threat level.
A new Ready Reserve role of COVID-19 Safe
Officer position has been established. The
COVID Safe Officer will support Managers
and Team Leaders to interpret site-specific
Standard Operating Procedures, mentor staff
and facilitate COVID-19 Safe compliance
COVID-19 Safe training will be available
online, in hardcopy, as part of arrivals and
site induction briefings.
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IMPORTANT HEALTH
TIPS
If you are unwell with COVID-19 like
symptoms:
DO NOT attend your Community
Recovery deployment
Advise your Team Leader
immediately
Seek medical attention and get
tested.
Remember that the best defences
against catching or spreading the virus
at this time are:
Observing the safe distance of 1.5m
Maintain a high level of personal
hygiene through effective
handwashing or sanitising
Maintaining a clean work
environment
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MOSQUITOES
FOLLOWING
FLOODS

Mosquitoes, midgies, sand flies
and black flies typically breed in
the days following floods.
Mosquitoes in particular may
carry Ross River, Dengue and
Barmah Forest viruses, which can
cause illness characterised by
fever, rash and joint pain. Insect
bites may also result in irritation
and sores that can become
infected. To protect against
these risks:

Always wear appropriate
clothing when you are in the
disaster area and apply an
insect repellent that contains
DEET during the day and the
evening

Take steps to ensure your
sleeping area is mosquito free
(e.g. use insecticide spray or
other available measures, e.g.
screens, mosquito nets)
Seek first aid assistance and
advice for insect bites or if you
become unwell.
Information on the Zika virus and
other mosquito borne illnesses
can be found on the Department
of Health website at
www.health.gov.au.
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CODE OF
CONDUCT
AND PRIVACY

While on deployment you are representing the Queensland Government as a public
official within the disaster impacted community and you are required to conduct
yourself in accordance with the Code of Conduct for the Queensland Public
Service. If it is found that you have engaged in inappropriate performance and/or
behaviour you may be sent home early and the matter will be followed up on your
return. Please familiarise yourself with the Queensland Public Service Code of
Conduct policy.
You may also need to deal with personal or confidential information, please
remember the importance of appropriate handling of confidential or private
information. Please familiarise yourself with the Queensland Privacy Principles.
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COMMUNITY
RECOVERY
TIMESHEET

You will be paid for your work in Community
Recovery, including any overtime entitlements,
through your normal departmental payroll
system in accordance with Critical Incident
Directive 06/16.
Community Recovery timesheets are legal
records
All overtime is paid directly from the
recordings on your signed Community
Recovery timesheet, no other claim form is
required
Ready Reserve members up to level and
including AO8(04) (or equivalent) are
entitled to payment for overtime worked
Full-time, part-time and casual staff should
receive any overtime entitlements within
four to six weeks of deployment
Part-time employees who work the days
that they are normally off duty will be paid
as if they were a full-time employee
working a standard week. You must
correctly record your employment status
as part-time on your Community Recovery
timesheet
Overtime is payable for all work done
before 6am or after 6pm Monday to Friday
and penalty rates on weekends and public
holidays.

TEAM LEADERS MUST
SIGN TIMESHEETS
EACH DAY
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Before leaving the
disaster area take a
copy of your
completed timesheet
and leave the signed
original in the
disaster area

CHECKLIST
Complete your timesheet accurately
each day
Write legibly and sign the bottom of
the timesheet
Record time in 15 minute intervals
Include your USUAL travel time from
home to work so excess travel time
payments can be calculated
Include your employment status,
salary class, payroll department,
payroll number and ordinary work
hours
Contact your Agency Key Contact for
advice on completing your
departmental timesheet and if
required leave applications
If sick leave is taken while on
deployment you must apply for it
using your normal departmental leave
process on your return and record it
in your CR timesheet
If you wish to be credited with TOIL
for additional hours worked instead of
paid overtime contact your Agency
Key Contact.

CRITICAL
INCIDENT
LEAVE
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A standard deployment period for Ready Reserve
members is nine days. Which includes a break of
two days fatigue leave following a continuous
period of five days working in Community
Recovery.
Fatigue Leave (critical incident/ special leave) is
inclusive of weekends and public holidays.
Fatigue Leave should be applied for at the end of
each deployment period. Contact your Agency
Key Contact for more details about Directive
5/17 Special Leave.
If deployed for a back to back rotation you may
requested to take your two Fatigue Leave days in
the disaster location. Ready Reserves who do
this are entitled to Meal and Incidental
Allowances.

Calendar
Travel
Day

Working
Day

Working
Day

Travel
Day

Working
Day

Working
Day

Working
Day

Fatigue
Leave

Fatigue
Leave

Return to
usual job

*Fatigue Leave (Critical Incident Leave) cannot be used at a
later date
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DEPLOYME APP AND
AGENCY KEY
CONTACT
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USE OF PRIVATE MOBILE PHONE
Use of a privately owned mobile phone is acceptable
for necessary work-related purposes. You must
provide an itemised phone account that clearly
identifies the work-related calls you made. Attach this
to the same day or overnight claims form and claim as
a private expense. You are NOT to record or receive
any personal information from a disaster affected
client on your personal mobile

DEPLOYMENT INFORMATION
Keep up to date with the latest information on
Tips on what to pack
Entitlements and conditions
Other useful resources
To access the latest deployment information please visit
qld.gov.au/readyreserve

Agency Key Contact
REMEMBER TO
EXPECT THE
UNEXPECTED
AND BE
FLEXIBLE!

An Agency Key Contact is a representative from your
Queensland Government Department who is
responsible for coordinating your department's Ready
Reserve workforce. They can assist you with
Community Recovery advice and questions.
To find out who your Agency Key Contact is and their
contact details, please access the ForGov website.
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RETURNING
HOME

Community Recovery work is extremely rewarding but
can also be emotionally draining and challenging. When
you're deployed you may face an unfamiliar environment
away from home, family and your normal workplace and
work very long hours in a pressured environment.
It’s not always easy returning to the workplace and
normal routines after an intense deployment experience
in a disaster area. Some tips to get back in the swing of
things:

Organise a morning tea to share your experiences
with your team who have been holding the fort in
your absence
Be aware of any signs of stress or behaviours that
are out of character for you
Contact your agency’s Employee Assistance
Provider (EAS) if needed. The EAS is a confidential
and voluntary short-term counselling service. For
more details contact your Agency Key Contact.
If you experience any of the following, professional help
is available through the Employee Assistance Service:
Your sleep is disturbed or you are experiencing
intrusive thoughts or images
You are overwhelmed by your emotions and have no
one to talk to
You are unable to do your work properly
You are experiencing difficulties in your relationships.
If you return home from your Community Recovery
Deployment and are suspected or confirmed of
contracting COVID-19, you are requested to immediately
contact your agency and comply with its COVID-19 safe
procedure and advise them that you have returned from a
Community Recovery deployment. Please ask your Agency
Key Contact to notify Community Recovery immediately.
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REWARD AND
RECOGNITION
AWARDS

To acknowledge and highlight the
important contributions the Ready
Reserve makes to Community
Recovery each year we host the
Community Recovery Ready Reserve
Reward and Recognition Awards
Ceremony.
Categories for Award nomination
include:
Quiet Achiever Award
Exceptional Services Award
Workplace Award
Minister's Award
Team Excellence Award, and
Adam Garnett Award.
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If you have been recently deployed
and have observed a Ready Reserve
display exceptional service to the
community, and would like to
nominate them for an award, please
visit our website to download a
nomination form.

