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I. When Anticipating the need to open a shelter
a. Review shelter facility agreement
b. Contact Shelter Manager or VOAD under MOU/Local Emergency Operations Plan
II. Prior to opening the shelter
a. Conduct walk-through of facility with Manager and building representative
b. Inform local government officials of possibility of shelter opening
c. Inform Law enforcement (and other response organizations) 
d. Contact Pet Shelter team according to pre-arranged plans
e. Prepare Public Information announcement in coordination with Public Affairs Officer (if available)
f. Assure shelter space is adequate for the anticipated number of people
III. When Shelter Manager reports the shelter is open
a. Assure that transporting of supplies and equipment is operational
b.  Inform State EOC via WebEOC or call to SDO phone line
c. Keep local Government officials informed as necessary
d. Report shelter Data (number of people, meals, special issues) to SEOC
e. Assure the PIO process continues to send and collect information
IV. Anticipate the Closing of the Shelter
a. Inform shelter residents of anticipated closing time/date
b.  Account for all items placed in shelter for operations
c. Inform SEOC of closing
V. After closing, conduct building inspection and review with owner
a. Make note of all deficiencies
b. Make plan for repair/replacement of damaged items in accordance with agreement
c. Return all supplies and equipment to storage

