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Shelter Job Descriptions/Functions

Introduction:  The following is a list of job descriptions and function for general shelter operations under the mass care component.  This information was gathered from a myriad of resources including actual experiences from staff, The American Red Cross, and several state emergency operations plans.  It’s intended to use as a potential guideline for others to understand the different functions within a shelter.  To fully understand the total scope of this guide, it is recommended that volunteers and staff receive shelter training.

Notation:

B-before the event
D-during the event
A-after the event
      

[bookmark: _Toc406158345]Shelter Manager
The Shelter Manager will coordinate with the primary county contact as stated in the county emergency operations plan and is responsible for providing supervision and administrative support for actions within the shelter. This person ensures that the needs of shelter occupants are being met. They supervise a work unit composed of service associates by assuming accountability for the assigned workers within the activity as well as being able to answer common questions on a day-to-day basis. 
	Timeline
	Actions

	B
	· When a potential hazard warrants opening a shelter, the Shelter Manager will make initial contact with the facility representative and make initial plans to open the facility.

	B
	· The Shelter Manager will ensure that a Facility Agreement/MOU  is in place meeting ADA requirements in accordance with municipality policies. 

	B
	· The Shelter Manager will maintain initial contact with the Emergency manager (or designated contact person) and/or organizational headquarters.

	B/D
	· Survey shelter with facilities contact and record any damaged areas or areas of concern.

	B/D
	· The Shelter Manager will work with partners to ensure that Functional Needs Supports Services are provided to children and adults who may require any special needs while being sheltered (this will include the layout of adequate space to accommodate their needs).

	B/D
	· Develop a briefing plan and review with shelter volunteers:

	
	· Registration

	· 
	· Shelter identifications 

	· 
	· Shelter log reporting process

	· 
	· Keep track of shelterees through NSS (Web EOC)

	B
	· Shelter rules and management (posting of signs and applicable materials)

	· 
	· Including daily cleaning and sanitation

	B
	· Shelter rules

	B
	· Disaster health and mental health

	B
	· Staff recruitment and placement

	B
	· Client services (if applicable)

	B
	· Disaster Welfare

	B
	· Logistics

	· 
	· Keep track of any requests and expenses

	B
	· Transportation coordinator

	B
	· Material support

	B
	· Security

	B
	· Pets Coordinator liaison

	B
	· Communications (including PIO)

	· 
	· Maintain regular communications with shelterees, KDEM, and other organizations as needed

	B
	· Activities coordinator

	B
	· Food service manager/coordinator (including snacks)

	B
	· Necessary forms

	· 
	· Shelter registration

	· 
	· Medical/Mental health history

	· 
	· Welfare inquiry

	· 
	· Accidents/injuries

	· 
	· Sign in/sign out (tracking)

	· 
	· Activity logs (sit-reps)

	· 
	· Guests

	· 
	· Supplies

	· 
	· Request for supplies and equipment

	· 
	· Outside request (i.e. plumber, electrician, etc.)

	B
	· Project staffing and special projects coordinator (72 hours)

	B
	· Initial start up supplies and equipment

	
	· Toiletries items

	
	· Food condiments

	
	· Additional bedding/cots

	
	· Cleaning supplies

	
	· Sanitation

	
	· Food items (including water and ice)

	
	· Health service items

	
	· Forms

	
	· Office supplies

	B/D
	· Coordinate recruitment of additional shelter volunteers as needed (including shelter volunteers)

	D
	· Detail feeding outline

	B/D
	· Meals

	
	· Times

	
	· Portions and any special needs

	
	· Snacks

	
	· Condiments

	B/D
	· Establish shift schedules for all staff and volunteers

	B/D
	· Conduct daily staff meetings regarding updates on the disaster, transportation, communication issues, and other items of importance

	B/D
	· Develop on-going plan in the event the shelter were to remain open for more than a 72 hour period of time.

	D
	· Routinely inspect the premises for damages and safety concerns   

	B
	· Develop plan on how to address displaced children and housing of special needs persons.

	· i.e. Sex Offenders

	· Displaced Children

	· Special needs

	D
	· Meet regularly to meet with shelterees and staff to address any potential issues.

	D
	· Develop action plans with time lines to address concerns.

	D
	· Work with clientele, and feeding supervisor/coordinator, to ensure menus are being planned and reflect the needs of the shelterees.



Closing
	Timeline
	Shelter Closing 

	B/D
	· Work with partners on the development of closing procedures 

	D
	· Work to address placement of remaining families or individuals

	B/D
	· Work with organization policies or community leaders on how address remaining food supplies

	B/D
	· Work with staff to:

	
	· Complete inventory of materials and supplies to make sure all items are accounted for and returned to their proper owner(s)

	
	· Keep track of all recipes of any  expenditures incurred during the sheltering operations

	
	· Arrange for the cleaning of the facility

	
	· Return any supplies and equipment

	
	· Submit any pending bills to logistics

	A
	· Remove all shelter materials from the facility

	A
	· Prepare a thank you list to all volunteers and support personnel and businesses

	A
	· Develop a summary report on the shelter operations including opening, facility issues, operations, general relations, problems and successes.  

	A
	· Conduct after action debrief with all pertinent shelter personnel
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Registration staff are responsible for ensuring that all residents are registered and provided with some form of identification.  Workers may ensure that all occupants are evaluated by disaster health and disaster mental health upon the intake process during large-scale events.  The registration team will also work to make sure that occupants have the opportunity to log on to a Disaster Welfare site that would give family members and friends a means regarding their well being. 
	Timeline
	Actions

	B
	· Verify that the reception area is suitable for intake of shelterees and that tables, chairs and the appropriate materials, forms and supplies are in place prior to the intake process.

	B
	· It is preferable that one selected area is designated for intake and exits to ensure accurate records are being kept for those entering and exiting the shelter facility.

	B
	· Provide chairs for those occupants that are unable to stand for a long period of time awaiting registration.

	B
	· Post signs outside the shelter facility directing occupants where the registration process will take place.

	B
	· Post signs making sure that each function of the registration process is clearly understood including and rules and regulations (i.e. no weapons, alcohol, smoking, etc.)

	B/D
	· The Registration Supervisor will be responsible for assigning shifts towards the registration process. 

	D
	· All guests will be responsible for signing in while visiting the shelter

	· Only those approved by the Shelter Manager/designee will be allowed entrance to the shelter for the safety of the occupants.

	· All official visitors and media will be escorted to the Shelter Manager or Public Information staff if available.

	D
	· Screen occupants to ensure those needing immediate medial/mental health needs are met.

	D
	· It is important that registrants reporting missing family member(s) are referred to Disaster Mental Health and the information regarding lost family members are passed on the authorities dealing with the family reunification process. 

	D
	· The Shelter Manager will be responsible for inputting data in NSS and Web EOC regarding the daily shelter census.

	B/D
	· Brief all registration workers are briefed on proper registration procedures (including tracking the whereabouts of those leaving and returning back to the shelter).

	D/A
	· Ensure that all records are maintained, signs are removed, tables and chairs are placed in their proper storage area and the shelter area is cleaned and secured. 
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The Feeding Supervisor will be responsible for the oversight and safety regarding on-site food preparation for shelter occupants and staff.  The Feeding supervisor will work with the Logistics Support Manager to ensure that proper supplies are obtained to ensure proper food preparation and handling.  All food service staff will work to provide meals and snacks are provided to the shelter occupants and accurate records are kept regarding the costs and number of meals served.  The Food Supervisor will work with occupants regarding any special dietary needs.  Food service personnel will follow local and state guidelines regarding the preparation and sanitation needs regarding food service.
	Timeline
	Actions

	B/D
	· The Food Service Supervisor will work with the Shelter Manager to best determine how the residents of the shelter and their workers will be feed and what the best location to provide that service is.  Suggestions may include:

	
	· Fast food facilities or restaurants

	
	· Organizations with kitchen facilities that will accommodate the entire needs of the residents and staff

	
	· School Cafeterias  

	
	· Church facilities

	
	· Catering facilities and organizations  

	B
	· Implement a snack beverage area as soon as possible that would accommodate incoming residents

	B/D
	· Work on implementing a meal schedule taking into consideration any special needs

	B
	· Work with the Logistics Support Manager to set up accounts/resources to order food and water

	B
	· Prior to opening the facility identify food storage, food preparation and dining areas.

	B
	· Estimate staffing needs for food preparation or delivery

	B/D
	· Establish a work and duty schedule for food preparation 

	B/D
	· Consider the following once the kitchen is established and clients start coming to the shelter:

	
	· Try not to duplicate menus for at least a week if possible

	
	· Keep menus simple

	
	· Observe purchasing procedures 

	
	· Try and purchase ready-made items if staffing is low to conserve on time and expense

	
	· Try and plan menus around the equipment that is available 

	
	· Get opinions from residents on the quality and quantity of meals

	
	· Try and plan meals according to the outside climate (i.e. hot or chilled foods)

	
	· Try and plan for the recommended calories per person/per day.  

	
	· Try and provide nutritious snacks if available

	
	· Determine how many servings per day then add 10% for additional clientele, seconds, and additional staff.

	D
	· Keep a record of all food supplies obtained/received

	D/A
	· Ensure that all invoices are promptly paid

	D
	· Make sure that re-stocking is based on current need only.

	D
	· Keep all food preparation and serving areas clean and sanitized.

	D
	· Provide the Shelter Manager with daily statics of number of meals and snacks served  

	D
	· Have the Food Service Supervisor perform daily staff meets to update staff on any changes or issues

	D
	· Have the Food Service Supervisor attend daily staff meetings with the Shelter Manager to provide daily serving numbers, issues, or concerns.



Closing
	
	Losing

	D
	· Coordinate with Shelter Manager to determine when the last meal(s) will be served

	B/D
	· Try and strive for a goal in which you are left with little, to no, supplies (pre-plan for final meals with current supplies as the operations tasks to wind down)

	D
	· Thoroughly clean all preparation and serving areas

	A
	· Conduct debriefing with workers 

	A
	· Turn over all records to the Shelter Manager

	A
	· Prepare and submit a narrative report to the Shelter Manager
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This process includes the setting up of sleeping areas, assigning of beds and rooms, and coordination of cots, blankets, sheets, pillows, comfort kits and other items.  
	Timeline
	Actions

	B
	· Prior to the opening of the shelter determine space for individuals, families, small children and special needs

	B
	· Determine occupancy loads

	B
	· Determine separate space for workers away from the shelterees

	B
	· Make sure access is ADA complaint and that there is suitable room between cots (minimum standard at 40’ per person)

	B
	· Work with Materials Manager to make sure that there is enough cots and bedding that would accommodate the shelter needs.  

	
	· Develop resources where to draw for additional supplies

	B
	· Make sure that there is a check-in/check-out list of supplies for each occupant

	B
	· Coordinate with Law Enforcement or Security to ensure that the internal/external environment is patrolled and safe

	D
	· Make sure the dorm area is kept clean on a daily basis.

	A
	· Upon closing, make sure that all items are returned, cots are cleaned and stowed away, and area is cleaned and return to the pre-occupied condition.  
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Making sure that the proper information is clearly disseminated and posted will help reduce any confusion among workers and shelterees and keep everyone informed of any changes or additional news.
	Timeline
	Actions

	B
	· Post shelter directions so they are clearly visible from the road.  May also want to post signs clearing showing designated parking areas and shelter entrance.

	B
	· Post signs at entrances that clearly explain rules and anything procedural that needs to occur during the shelter registration process.

	
	· No weapons, alcohol or tobacco products

	
	· Dorm rules

	· 
	· Lights outs 

	· 
	· Consideration of others

	· 
	· Handling of other person(s) items

	· 
	· Stealing, etc.

	B
	· Make sure that each area is clearly signed within the shelter registration process (i.e. Registration, Disaster Health, Disaster Mental Health, Room/Cot assignment, etc.) 

	B
	· Make sure that all the registration and shelter staff are aware of what is posted and how to any questions or concerns regarding the postings.

	B
	· Work with the PIO to make sure that directions and other pertinent information is given regarding the shelter.

	B
	· Develop a bulletin board in which information can be posted and shared concerning the disaster.

	B
	· If possible have a TV/radio in which the occupants can obtain up to date information

	D
	· Meet with Shelter staff daily to keep them up to date on current events

	B/D/A
	· Work to dispel any rumors




Closing
	Timeline
	Actions

	A
	· Upon closing make sure to return any borrowed items (TV, Radio’s, signs, etc.)

	A
	· Also remove any signage make sure not to damage the interior or exterior of the facility.
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During a disaster event it is important that health services are provided to staff and occupants in the shelter regarding general health and safety issues (for long-term events).
	Timeline
	Actions

	B/D
	· Have the Health Coordinator/Supervisor determine staffing needs and care during the duration of the shelter.

	B
	· The Health Coordinator will also have in place a written procedure of how to deal with critical issues regarding emergencies and how to deal with the situation.

	B
	· Make sure that to proper forms are available during the registration process and also forms and documentation, needed to address injuries and emergency care.

	B/D
	· Work with staff to ensure that proper procedures are followed in dealing with isolation and precautionary procedures. 

	B
	· Make sure that care is provided for infants, children, elderly and persons with special needs or disabilities.

	B
	· Arrange for access to a physician as needed.

	B/D
	· Work with the food manager to provide any special dietary needs.

	D
	· Assess the number of injuries including ages and types of injuries

	D
	· Try and prevent pre-existing health issue from getting worse or spreading

	B
	· Establish relations with other health care organizations/providers including Health Departments

	D/A
	· Try and do follow-ups on care that has been or from referrals by health care organizations/providers

	B
	· Arrearage for inspections by public health officials, including food storage and preparation areas, rest rooms, and health care areas.

	D
	· Do daily inspections to ensure that all areas are follow sanitary guidelines as set forth by health officials

	D
	· Maintain appropriate health records

	B/D
	· Obtain necessary waivers from public health officials

	D
	· Maintain open communications with Disaster mental Health to ensure all health concerns are being met.   



Closing
	B
	· Coordinate with the County Health Department to transfer all medical records.  

	D/A
	· Coordinate with the Materials support Manager to return equipment and supplies

	A
	· Make sure to thoroughly clean the treatment areas and return it back to pre-occupancy status
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Assist shelterees as they cope with the current/post disaster issues and its impact. 
	Timeline
	Actions

	B
	· Have the Disaster Mental Health Care Coordinator/Supervisor determine staffing needs and care during the duration of the shelter.

	B
	· Have the Disaster Mental Health Care Coordinator/Supervisor develop an initial impact plan in determining the needs of the shelterees and staff.

	B
	· Establish roles and responsibilities with the Shelter Management Team

	D
	· Participate in daily staff briefings.  Report any issues or concerns to the Shelter Manager

	B
	· Establish guidelines to address critical mental health issues (i.e. secluded areas, emergency medical care, etc.)

	D
	· Keep log of daily interventions

	D
	· Make appropriate referrals to mental health facilities or physicians

	D
	· Request additional mental staff as warranted

	B
	· Plan for any known/unknown potential mental health risks or issues

	B
	· Coordinate with mental health agencies in implementing activities or making referrals

	D
	· Ensure follow-ups as needed
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In order to try and fill the void of additional services not covered by the immediate sheltering you may establish an area for helping agencies to provide client services if not operating from a multi-agency resource center.  
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The Material/Logistics Support workers will assist the Shelter Manager, and their team, in the coordination of obtaining food, water, supplies and equipment and making sure the facility and equipment maintain good functioning order.  Material Support will also work in the returning of items after the shelter closes.
	Timeline
	Actions

	B
	· The Material Support/Logistics Lead will work with the Shelter Manager to conduct the pre-shelter survey by assessing the general condition of the facility, noting pre-existing damages, and addressing safety concerns.  The Lead will also work on establish security and supplies and equipment.

	B
	· An inventory, and condition, will be done of all equipment and supplies that are currently in the facility will be used in the operation of the shelter.

	B
	· Determine local establishments willing to work with the disaster in either providing donated items or willing to bill for food and merchandise.

	B
	· Establish spending guidelines and procedures with the Shelter Manager (in coordination with designated county point of contact). 

	D
	· Order additional supplies as need.  Be cautious not to over order items that cannot be returned.

	B
	· Arrange for 24 hour security inside/outside the shelter facility (in most cases this would be law enforcement).  If private security is to be used check with city/county polices to ensure that licensure requirements have been established. 

	B
	· Establish procedures for controlling traffic, deliveries, and parking.

	B
	· Ensure that there are adequate functioning bathroom and shower facilities.

	B
	· Establish sanitation needs for sheltering and kitchen facilities.

	B
	· Work on establishing transportation for shelterees and possibly staff.

	D
	· Conduct routine security/safety rounds immediately addressing critical issues with the Shelter Manager.

	B/D
	· Work with the Feeding Supervisor to make food arrangements.

	B
	· Work with the Disaster Health/Mental Health Supervisors to ensure they have the proper equipment and supplies (including all necessary forms).

	D
	· Arrange for regular cleaning, and cleaning supplies, of the shelter and kitchen facility.

	B
	· Make arrangements for laundry facilities   (for long-term events).



Closing
	A
	· Return all rented and borrowed equipment.

	B/D/A
	· Re-inventory all supplies and equipment used to ensure that it is in the same working condition prior to shelter use.

	A
	· Arrange for cleaning of the facility to pre-occupancy status .

	D/A
	· Forward all final commitments for payment to established system.

	B/D/A
	· Consult with the Shelter Manager and assist in the release of volunteers and staff.

	A
	· Conduct a final inspection with the Shelter Manager and Facility Representative.  Note issues that need to be addressed.

	A
	· Develop and after action report that will be used in the final debrief, citing issues that still need to be addressed.
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When dealing with persons with disabilities who seek sheltering it is important to work with them as individually to assess their needs and determine the best way to meet their needs.  
	Timeline
	Actions

	B
	· Work with organizations who deal with persons with disabilities in the developing a disaster plan which addresses the needs of those individuals while they are being sheltered. 

	D
	· Identify the disability during the registration process or through the Kansas Vulnerable Needs Registry.

	B
	· Make sure that there are wheelchairs and temporary ramps to assist those who have difficulties walking.

	B
	· Seek entrances that can accommodate wheelchairs and mobility units (like garages or delivery doors).

	B
	· Portable toiletries and showers that are ADA compliant may be needed to address persons with disabilities.

	B
	· Make sure persons with disabilities have equal access to items such as food, water, phone, etc.

	B/D
	· It might be necessary to work with NGO Organizations and Agencies to provide possible hotel accommodations if the shelter is not adequate to accommodate their needs.

	B/D
	· Be prepared to provide assistance to those shelterees who are visually and hearing impaired.

	B
	· It may be necessary to assign special areas close to bathroom and shower facilities.

	B
	· May be necessary to post information in large print and offer to read aloud to them.

	B
	· Prior to setting up the shelter it may be necessary to obtain materials from agencies who deal with hearing impaired individuals on what they might expect in a disaster shelter situation.

	B
	· Make available tablets and pens/pencils in order for those who hearing impaired to communicate.

	B
	· Make sure that televisions that are equipped with closed captions is enabled.

	B
	· Seek additional assistance from ADA guidelines and subject matter experts in meeting their needs.
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It is not the role of any staff at the shelter to actively seek out media attention or give press releases regarding the shelter or events surrounding the disaster.  All media communication should be coordinated through the designated public information officer.


