	Shelter Greeter

	Supervisor: Clerical Unit Leader

	Mission:
	To greet clients as they arrive/assemble, maintain order and calm in the queue, and direct clients in need of immediate medical attention to Triage/First Aid Station.

	Activation (Phase I & II)

	· Report to Clerical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignments from Clerical Unit Supervisor

· Set up Greeting area

· Identify additional supply needs and communicate to Clerical Unit Leader

· Review educational materials on health threat and medications to be dispensed or administered
· Familiarize self with EDS layout and personnel

	Operation (Phase III)

	· Greet clients as they arrive/assemble, and answer their initial questions
· Let clients know that all of their technical questions will be answered in the briefings and/or clinical screening process.
· Provide or direct assistance to persons with special needs (i.e., disability or language).

· Identify disruptive persons and notify security

· Direct clients to the appropriate first station in clinic flow

	Shift change or Deactivation (Phase IV)

	· Clean up Greeting area

· Pack and return unused supplies to Logistics Officer

· Assist in the clean-up of the Shelter
· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader

· Participate in recovery activities as directed by the Clerical Unit Leader

· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support
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	Shelter Orientation / Start

	Supervisor: Clerical Unit Leader

	Mission: 
	To inform incoming clients about the Shelter Operations process, provide necessary paperwork, and assist clientele in completing paperwork.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up orientation area

· Review educational materials on medications to be dispensed or administered
· Review key messages about the nature of the health threat
· Identify additional supply needs and communicate to Clerical Unit Leader

· Familiarize self with Shelter layout and personnel

	Operation (Phase III)

	· Distribute Sheltering registration forms 
· Instruct clients on how to complete forms

· Briefly review forms for legibility, accuracy, and completeness

· Notify Triage staff if clients appear unhealthy or distressed

· Notify Medical staff if clients appear to have special needs that have not been addressed

· Coordinate with Registration and shelter staff in the shelter to reduce congestion

· Direct clients to next station or area

	Shift change or Deactivation (Phase IV)

	· Clean up Orientation area

· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation to Clerical Unit Leader

· Participate in recovery activities as directed by the Clerical Unit Leader
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support
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	Shelter Registration

	Supervisor: Clerical Unit Leader

	Mission: 
	To assure collection of clear, complete, and accurate client information.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up Registration area

· Establish and maintain registration log and registration procedures

· Identify additional supply needs and communicate to Clerical Unit Leader

· Familiarize self with Shelter layout and personnel

	Operation (Phase III)

	· Review client paperwork for legibility and completeness

· Assist clients to correct errors or omissions in paperwork

· Notify Medical Staff if clients appear to have special needs that have not been addressed

· Direct clients to the appropriate area

	Shift change or Deactivation (Phase IV)

	· Clean up Registration area to prepare for the shift change
· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation to Clerical Unit Leader

· Participate in recovery activities as directed by the Clerical Unit Leader
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support
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	Shelter Medical Screener

	Supervisor: Clinical Unit Supervisor

	Mission: 
	To assess clients needing special assistance, identify clients with complex medical conditions, and fill out a shelter special needs form.

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Set up screening area

· Review screening forms
· Identify additional supply needs and communicate to Clinical Unit Supervisor

· Familiarize self with Shelter layout and personnel

· Review the shelter screening form


	Operation (Phase III)

	· Review shelter screening form
(1) Verify the medical needs of that client
(2) Verify that the form is legible, accurate, and complete

· Review key messages with client

· Provide fact sheets if available
· Answer client’s questions

· Ensure that the client has signed necessary special needs
· Sign and date the special needs form
· Refer clients with complex medical conditions or questions to Senior Screener

· Direct clients to appropriate area depending on whether they will be receiving medical care

	Shift change or Deactivation (Phase IV)

	· Clean up workstation

· Pack and return unused supplies to Logistics Officer

· Assist in the Clean-up of the Shelter if deactivating
· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor

· Participate in recovery activities as designated by the Clinical Unit Supervisor
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support
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	Medical Care Provider

	Supervisor: Clinical Unit Supervisor

	Mission:
	To dispense or administer appropriate medication according to existing protocols in the medical standing order(s).

	 Qualifications:
	Must be a licensed health care provider (e.g., RN, NP, PA, DVM, DDS, Pharm. D., or MD).

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignments from Clinical Unit Supervisor
· Review educational materials on medications to be dispensed or administered
· Review the medical standing order
· Set up medical station
· Identify additional supply needs and communicate to Clinical Unit Supervisor
· Review shelter layout and flow

	Operation (Phase III)

	· Ensure that clients understand why they are receiving the medication or Medical care
· Confirm that the client is not contraindicated for the medication/vaccine 
· Ensure that the client understands how to use the medication
· Confirm client’s informed consent

· Properly dispense or administer medication 
· Log the medication name and dose administered to each client on the appropriate form

· Sign and date client’s form

· Practice universal precautions

· Maintain medication logs

	Shift change or Deactivation (Phase IV)

	· Clean up service area

· Dispose of waste properly and in coordination with Logistics Officer

· Pack unused supplies and return to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor
· Participate in recovery activities as directed by the Clinical Unit Supervisor
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support
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	Shelter Discharge

	Supervisor: Clerical Unit Leader

	Mission:
	To assure that forms are accurate, complete, and legible.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader
· Set up Discharge area

· Identify additional supply needs and communicate to Clerical Unit Leader

· Review educational materials on health threat and medications to be dispensed or administered 
· Familiarize self with Shelter layout and personnel

	Operation (Phase III)

	· Ensure that all forms are accurate, complete, and legible

· Instruct clients to keep the informational materials and forms they have received

· Address any remaining questions from clients

	Shift change or Deactivation (Phase IV)

	· Clean up Discharge area

· Pack and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader

· Assist in clean-up of the Shelter if in deactivation phase
· Participate in recovery activities as directed by the Clerical Unit Leader
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support

	SHELTER MANAGER

	Supervisor: Incident Commander

	Mission:
	To manage the overall operations of the shelter

	Activation (Phase I & II)

	· Brief and organize staff. Assign staff to do the following:

· Put up Signs (outside and inside as appropriate)

· Prepare for arrival of local media

· Set up Registration Area.

· Work with Feeding to start preparing coffee, punch, etc.

· Set up Sleeping Area

· Call contact at Red Cross for update information. Discuss the following:

· Location of food supplies (vendor, grocery account, etc...)

· Phone numbers to use to Red Cross and to shelter

· Police and security coverage

· Arrangements for SPCA and portable kennels

· Weather conditions around shelter facility

· Coordinate recruitment of additional personnel. Encourage involvement of shelter Occupants.

· Establish a shelter log reporting system.



	Operation (Phase III)

	· Maintain regular (at least daily) communications with the shelter coordinator at

headquarters. 

· Provide Daily Report information to headquarters, discusses problems, supply needs, and plan for immediate future.

· Hold meetings with shelter occupants and with shelter workers. Communicate pertinent information in order to keep everyone adequately informed.

· In absence of chapter PR staff, greet and deal with media. Ensure family agrees to media involvement.

· As needed, oversee "shift assignments" for shelter workers.

· Consult with Incident Command regarding plan for closing the shelter.

· Monitor the facility, including feeding and sleeping areas, rest rooms, and exterior and

· registration area and ensure that occupants' needs and health standards are being met.

· Update all contact information regularly (shelter workers, headquarters contacts, Disaster Health Services contacts, etc.).



	Shift change or Deactivation (Phase IV)

	· Discuss plans to close shelter with contact at headquarters and with shelter occupants.

· Discuss the following points prior to announcing closing.

· Individual family relocation

· Immediate needs of each family noting those who may further assistance.
· Borrowed, misplaced or broken equipment
· Cleaning of facility

· Remove signs

· Submit all paperwork, including Shelter Registration Forms and names, of shelter workers, Purchase log to Incident commander.
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support



	FOOD SERVICES SUPERVISOR

	Supervisor: Shelter Manager

	Mission:
	Supervise on-site food preparation and service for shelter residents and workers. Advise Logistics supervisor or Shelter Manager of food and supplies that are needed. Prepare and monitor the food service staff work schedule. Keep accurate records of food and supplies received and expended. If requested, record the hours of personnel.



	Activation (Phase I & II)

	· Discuss the following with your shelter manager:

· Meal Schedules

· Menus

· Procedures for obtaining food and supplies

· Establish a beverage and snack canteen service as soon as possible.

· Determine when the first meal will be needed

· Quickly inventory facility's food and supplies, i.e., paper towels, plastic and paper utensils, coffee, etc. Keep list in order for Red Cross to restock upon closure of shelter.

· Plan menus based on several considerations: availability of food, convenience of procurement, age of clients, cultural, health condition of shelter occupants, cost, etc.

· Locate dining area near the serving area. Arrange to have tables and chairs set up to accommodate the maximum number of persons expected to be served.

· Constantly evaluate staffing needs in order for meal service to function in a timely, efficient manner. If more food helpers are needed, talk with the Shelter Manager.

· Consider the following food service staffing positions:

· Kitchen and Logistics Supervisor, Cook and Helpers, Food Preparation Workers,

· Dish Washers and Clean-Up Crew.



	Operation (Phase III)

	· Establish a work schedule and, as necessary, assign shifts

· Ensure that your staff are assigned to and briefed on their specific duties.

· Keep your menus simple.

· Ensure that there is enough food for everyone, that food is not wasted, and that families are not taking more food that they actually need.

· Ensure that all food is eaten in the Food Service area and is not taken out into other areas of the facility.

· Be open to comments from the shelter occupants.

· Preferably, serve food in accordance with the weather conditions: If it's hot, serve cold or chilled food, etc.

· Keep records of all food and supplies obtained; keep receipts of all expenses incurred. Record any breakage of the facilities equipment.

· Ensure that food areas are kept clean and sanitary.

· Keep the shelter manager informed as to the status of your food operation, report problems or needs, etc.



	Shift change or Deactivation (Phase IV)

	· Determine when the last meal will be served.

· Discuss with the shelter manager how excess food and supplies will be handled.

· Ensure that the kitchen and food service area is clean and restored to pre-disaster status.
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support



	DORMITORY SUPERVISOR

	Supervisor: Shelter Manager

	Mission:
	Dormitory management includes setting up sleeping areas in dormitory style, assigning sleeping areas, and coordination with the Logistics staff or Shelter Managers for cots, blankets, comfort kits -- if appropriate and if available.

	Activation (Phase I & II)

	· When designating space within the dormitory/sleeping area; consider allocating separate space for families with small children, the elderly and those with special needs.

· Consider any unique specifics due to the particular incident, i.e., in hurricanes, consider that shelter residents may be placed into confined areas of less than 10 square feet per person until the storm is over.

· Ensure that planning includes access to and movement within the building for persons with disabilities.

· Discuss with the Logistics worker or the Shelter Manager the procurement of cots and blankets.



	Operation (Phase III)

	· Give consideration to any personal items shelter occupants may bring into the shelter with them. Communicate to them that those items are their responsibility.

· Monitor the area to safeguard the area from firearms, alcohol, and non-prescription drugs, tobacco, etc.

· Ensure that Red Cross Identification is posted all around the Dormitory/Sleeping area.

· Post signs informing residents of the schedule for lights out and quiet hours.

· Arrange for very dim lighting to be on during sleeping times.

· Coordinate with fire and security teams to ensure that patrols circulate throughout the shelter during quiet hours.

· Control all equipment, using standard inventory techniques. In some situations, it might be necessary for families to sign on their "Shelter Registration Form" that they have been issued (number of) blankets and cots.

· Communicate that the shelter occupants are expected to volunteer to help keep the dormitory are clean.


	Shift change or Deactivation (Phase IV)

	· Close the dormitory only after all equipment is properly disposed of, and the area is cleaned and returned to pre-disaster condition.
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support


	STAFF RECRUITMENT AND PLACEMENT  SUPERVISOR

	Supervisor: Shelter Manager

	Mission:
	In consultation with the shelter manager and other supervisors, list the tasks to be performed, specific skills needed, and hours required daily for each function within the shelter. 

	Activation (Phase I & II)

	· Prepare a daily schedule for each function that includes the list of tasks to be performed, number of staff needed, and schedule of times for tasks to be performed. 

· Secure a work space that is easily accessible, with space for incoming staff to sign in, be interviewed, and be given orientation.



	Operation (Phase III)

	· Survey the existing shelter population for people with the type of skills and abilities needed as a possible source of shelter workers.

· Keep a daily record of all volunteers working in the shelter; indicate those that were also shelter occupants. Include the name, address/zip, and phone numbers and days/hours worked.

· Discuss with staffing supervisor at headquarters the information needed each day.

· Provide the shelter manager with daily statistics.



	Shift change or Deactivation (Phase IV)

	· Upon closure of shelter, discuss with staffing supervisor at headquarters the names and availability of any workers who can still volunteer to help in the relief operation.

· Ensure the names and addresses of all individuals who worked in the shelter are submitted to the appropriate office for recognition.

· Ensure that all paid and volunteer staff records are forwarded to the appropriate office.
· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support



	LOGISTICS 



	Supervisor: Shelter Manager

	Mission:
	In consultation with the shelter manager and other supervisors, list the tasks to be performed, specific skills needed, and hours required daily for each function within the shelter. 

	Activation (Phase I & II)

	· Conduct quick inspection of the facility looking for hazard areas noting general condition of areas to be used for shelter.

· Inventory and establish security for facility’s supplies and equipment.

· Prepare the building for operation.

· Signage for building on inside and outside.

· Assist with arrangement of areas for registration, health services, dormitory/sleeping, cafeteria, child care, client services and recreation, staff rest room, shelter manager's office, and storage area for supplies.
· Discuss the following with Shelter Manager:

· Building security

· Financial authority for special situations

· Shower/bathing facilities, if applicable

· Extra restrooms/toilet facilities



	Operation (Phase III)

	· Conduct routine security rounds. (These rounds should include a perimeter walk (conditions permitting) and interior walks, which cover all areas of the facility.)

· Conduct safety inspections, including the following areas: Kitchens, Food Preparation Areas, Storage Areas, Serving Lines/Areas, Eating Areas,

· Restrooms, Entrances and Exits, Sleeping Areas, Health Services Areas

· Take steps to resolve any facility or supply problems identified. Coordinate efforts with other functions.

· Consult with the feeding supervisor about food sanitation arrangements.

· Discuss with contact any need for extra garbage and trash disposal and pick up.

· Order necessary supplies and equipment to ensure proper sanitation and personal hygiene.



	Shift change or Deactivation (Phase IV)

	· Return all borrowed or rented equipment to owners.

· Arrange for cleaning the facility and having it returned to the pre-disaster condition to the extent possible.

· Return any supplies and equipment to the chapter or central storage facility.

· Submit a list of items returned to your supervisor.

· Remove all IDs inside and around the facility.

· Conduct a final inspection of the building. Notify your contact at Red Cross headquarters if there is any follow-up indicated or needed, i.e., dirty carpet.




