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Introduction

This Question and Answer guide will help with the aspects of emergency sheltering for persons and pets during a disaster.  The role of an emergency shelter is to provide temporary shelter to those needing to seek immediate relief.  It is the responsibility of the Emergency Manager’s in each county throughout the state of Kansas to provide mass care relief and sheltering, which can only be accomplished by establishing, and coordinating, with partners in your community.  It is our hope that this guide well help to set a foundation in each community in which trained personnel, along with volunteers will be part of your planning team and will help with your sheltering needs when called upon.  
Questions pertaining to sheltering persons during a disaster

Q- How do I assemble a collaborative mass care planning team?  Ask yourself, who in your community are instilled to make decisions that will have an impact on setting up shelters (person and pet)?
A- Your planning team should consist of those who are empowered to make decisions and be able to open and support your shelter facility.  Examples maybe representative from the following:

1. American Red Cross

2. City/County Pet Control

3. City/County Environmental

4. City/County Development Supporters

5. City/County EMS

6. County Mental Health

7. County Public Health

8. Kansas Department of Social and Rehabilitation Services
9. Community Organizations Active in Disasters

10. The Salvation Army

11. Ministerial Alliance

12. Transportation (Bus company) 
Q- What do I look for in selecting a shelter site?
A- There are several factors when selecting a shelter site location.  You have to remember that a “one-size-fits-all” approach is not applicable when selecting a general shelter.  Before selecting shelter sites take into consideration the following:

· Transportation routes and safe access to shelter locations.  Make sure that when you select an adequate shelter site that you don’t put evacuees, or shelter staff volunteers, in harm’s way while they are trying to gain access to the shelter site.   

· Ensure that your shelter has adequate parking and is accessible to meet the demands of evacuees.  Ensure proper entrances and exits and follow ADA compliancy. Refer to the 
FEMA Guidance on Planning for Integration of Functional Needs Support Services in General Shelter Population Shelter, November 2010, http://www.fema.gov/pdf/about/odic/fnss_guidance.pdf (March 2012).
· Ensure that all exits are proper marked and procedures are in place in case of a fire or other disasters.  

· Does the shelter facility have adequate space that accommodates the number of evacuees that you intend to shelter?  Also, consider bathroom, shower, kitchen, storage, staff housing, and grounded electrical outlets, transfer hook-ups for generators, just to name a few.  

Q- How do I ensure the safety of the shelterees and staff?

A- Work with your local law enforcement agencies to see if they would be able to provide security to the interior/exterior of the shelter.  If they are overwhelmed and cannot provide shelter assistance, work with professional (licensed) security companies that can provide these services (follow city/county codes regarding security companies).
· Check-in/checkout of shelter residents to track whereabouts in case of emergencies or welfare inquires.

· Proper signage of rules and regulations providing proper direction for safety and general welfare.
· Private secure areas for nursing mothers.

· Separated play/activity areas for children.
Q- What are some other basic needs needed in an emergency shelter?
A- Other than providing a safe environment for evacuees, you will need food and water.  This concept can be complicated by the scope of the disaster along with a myriad of other issues including the number of people you need to feed, the length of time, transportation of goods and supplies, the risk of proper sanitation and septic control, etc.  Other elements to consider might be:

· Accessibility to porta-potties and sinks.  Also consider the locations, delivery and servicing.

· Establishing Memorandums of Understanding to deal with regular sanitation needs and supplies (cleaning solutions, trash can liners, etc.)

· Adequate numbers of waste collection bins, dumpsters and waste receptacles.
· Regular cleaning of the living and food area sites, including exterior areas, to avoid rodents and pests.

· Plans for functional needs populations (i.e. infant formula and food, and special dietary and ethnic foods, etc.).
· Plans regarding spoilage and over/under menu planning.     
Q- What can you do to prevent, and control, the spread of illnesses within the shelter?
A- The need exists to be prepared to deal with the possibility of illnesses’ and other potential medical issues within the shelter.  Controlling such problems, on the early onset, is critical to the spread of diseases and other potential problems.  Working closely with your local health department and medical care facilities can help resolve these issues.  Some things to consider are:

· The need for good hand washing among food service workers, staff, and shelter residents.
· Proper storage of food, formula and cleaning supplies.

· Changing areas for infants and proper disposal of diapers.

· Daily cleaning of toys, tables, bathrooms and other areas where diseases can spread.

· Proper receptacle containers for the disposal of sanitary products, insulin needles and syringes, etc.

Q- How do I deal with pets and service animals?

A- As a general rule shelters generally do not allow pets unless they are service animals with residents with special needs.  Therefore you must set plans to deals with pet sheltering and service animals within your shelter facility.  Contact with your local shelter facilities, veterinarians, County Animal Response and State Animal Response Teams are great resources in the developments of your pet sheltering plans.

· Evacuees who have service animals will be responsible for the care and upkeep of their animal.  Service animal owners will work with CART, SART or Shelter personnel to obtain pet food, water and food dishes, etc.  

· Accommodations should be made to keep service animals away from evacuees who are allergic, or have phobias, to animals.

· Pet shelters should be established within close proximity as possible to general population and special needs shelters.
· Pet shelter facilities should have a designated areas for disruptive animals identified.

Q- How do I deal with medical and mental health services in a general shelter?
A- As a general rule shelters only deal with minor emergencies.  Shelters that are managed with the organizations such as the American Red Cross have resources to bring in licensed nurses and mental health counselors.  At the very least shelter staff should be trained in CPR and basic first aid.  Here some other thoughts for planning:
· Have memorandums of agreements (MOU’s) with Public Health Departments and Mental Health agencies to provide trained licensed personnel that can respond to the shelter to help with medical and emotional relief during check-in of shelterees.  Trained personnel can also be on-call throughout the life of the shelter to deal with issues.

· Work with Paramedics, EMT’s, and Medical Reserve Corps to help with medical needs within the shelter(s).

· Make sure all shelter personnel are trained to look for possible signs of medical/emotional emergencies where shelterees need immediate care.  Direct personnel to report any suspicions to licensed medical personnel or immediately call 911.
Q- Is there a need to set up Special Needs Shelters?
A- There may be issues where a special needs shelter needs to be in place to serve citizens who need dependent care.  Some things to consider would be to:

· Co-locate shelter the special needs populations within a part of the general population shelter.  Work with the medical/mental health community to establish guidelines in providing the proper care.

· Provide support to stand alone shelters.

· Organizations such as the American Red Cross and Salvation Army already have guidelines in place to serve persons with special and functional needs. 
Q- Is there anything special I need to pay attention to regarding children’s needs?
A- There may be numerous children in a shelter.  Because children’s needs vary due to age and abilities it is important to do some pre-planning to deal with these issues.  Work with child care organizations in your community to come up with some ideas and suggestions.  Some things to consider would be: 
· Identifying resources for formula (various types) and diapers (assorted sizes), powders, creams, etc.  

· Designed staff to oversee youth activities.

· Specific site selected with-in the shelter to deal with youth.

· Toys, games, movies, books to keep children/youth pre-occupied.

·  Make sure to keep toys and play areas wiped down and clean to prevent illness from developing and spreading.
Q- Is there any special training that I should receive?

A- Suggested training includes completing the following courses available from the FEMA Emergency Management Institute: 
· IS 197.SP: Special Needs Planning Considerations 

· IS 700: National Incident Management System

· IS-806: ESF #6: Mass Care, Emergency Assistance, Housing, and Human Services
And/Or courses offered through Voluntary Organizations Active in Disaster.
Questions pertaining to sheltering pets during a disaster

Q- Are counties required to provide sheltering to pets during a disaster?

A- Yes, in 2006, the federal government enacted the PETS Act is Pets Evacuation and Transportation Standards Act of 2006. This legislation amends the Robert T. Stafford Disaster Relief and Emergency Assistance Act.
The amendments specified in the PETS Act are intended to ensure that state and local emergency preparedness operational planning addresses the needs of individuals with household pets and service animals following a major disaster or emergency. 

Q- Why is it important to include animals in a disaster plan?

A- Animal health and safety during and following a disaster directly impacts human health and safety.  It has long been recognized that humans often fail to evacuate their homes during a disaster if they are not allowed, or unprepared to take their animals with them.  Those people that do evacuate without their animals often put their own health and safety at risk, and the health and safety of first responders at risk, by crossing police lines to sneak back in to rescue their animals.  Including animals in disaster plans helps to ensure that their human owners have a safe, reliable place to evacuate with their animals. 

Q- What is the federal definition of “pets”?
A-

1.  Household Pet. A domesticated animal, such as a dog, cat, bird, rabbit, rodent, or turtle that is traditionally kept in the home for pleasure rather than for commercial purposes, can travel in commercial carriers, and be housed in temporary facilities. Household pets do not include reptiles (except turtles), amphibians, fish, insects/arachnids, farm animals (including horses), and animals kept for racing purposes.

2. Service Animal. Any guide dog, signal dog, or other animal individually trained to provide assistance to an individual with a disability including, but not limited to, guiding individuals with impaired vision, alerting individuals with impaired hearing to intruders or sounds, providing minimal protection or rescue work, pulling a wheelchair, or fetching dropped items.

3. Congregate Household Pet Shelters. Any private or public facility that provides refuge to rescued household pets and the household pets of shelterees in response to a declared major disaster or emergency.

    FEMA Disaster Assistance Policy 9523.19

Q-   What sheltering activities may be eligible for reimbursement following a major disaster or emergency declaration?

A-  Eligible Category B congregate pet sheltering costs may include, but are not limited to, the reasonable costs for: 

i. Facilities. 

1. Minor modifications to buildings used for congregate household pet sheltering, if necessary to provide increased capacity for the accommodation of shelterees' household pets.

2. Facility lease or rent.

3. Increase in utility costs, such as power, water, and telephone.

4. Generator lease and operation (but not purchase).

5. Shelter safety and security.

6. Shelter management.

7. Shelter and crate/cage cleaning.

ii. Supplies and Commodities. Eligible items are those needed for, and used directly on, the declared disaster, and are reasonable in both cost and need. Examples include: 

1. Food, water, and bowls.

2. Crates/Cages.

3. Pet transport carriers.

4. Animal cleaning tables and supplies.

5. Medication for animal decontamination and parasite control to ensure that the animal is not a health threat to humans or other animals.

iii. Eligible Labor. If the regular employees of an eligible applicant perform duties in direct support of congregate pet sheltering operations, any overtime pay related to such duties is eligible for reimbursement. However, the straight-time pay of these employees is not eligible. Regular-time and overtime for contract labor, including mutual aid agreements, specifically hired to provide additional support required as a result of the disaster or emergency is also eligible for reimbursement.

iv. Equipment. The use of applicant-owned or leased equipment (such as buses, trucks, or other vehicles) to provide eligible pet evacuation or sheltering support may be reimbursed according to 44 CFR §206.228(1)(a) (does not include operator labor). The cost of leasing equipment may also be an eligible expense for reimbursement.

v. Emergency Veterinary Services. For the purposes of screening the health of household pets and service animals, and assessing and treating minor illnesses and injuries, congregate pet shelters may be staffed with emergency veterinary teams. The following costs related to the provision of emergency veterinary services in a congregate pet sheltering environment are eligible for reimbursement: 

1. Veterinary diagnosis, triage, treatment, and stabilization.

2. Provision of first aid, including materials (bandages, etc.).

3. Medicine.

4. Supervision of paid and volunteer veterinary staff.

5. Vaccinations administered to protect the health and safety of congregate shelter and supporting emergency workers including but not limited to tetanus and hepatitis.

6. Vaccinations administered to protect the health and safety of congregate shelter pets for transmissible or contagious diseases including but not limited to bordetella/kennel cough.

vi. Transportation. Transportation of evacuees' household pets and service animals to congregate shelters from pre-established pickup locations is an eligible expense when the means of transportation used is the most cost-effective available.

vii. Shelter Safety and Security. Additional reimbursable safety and security services may be provided at congregate pet shelters, based upon need.

viii. Cleaning and Restoration. The costs (to the Applicant) to clean, maintain, and restore a facility to pre-congregate pet shelter condition are eligible.

ix. Removal and Disposal of Animal Carcasses. The costs (to the Applicant) to remove and dispose of animal carcasses in a safe and timely manner and in compliance with applicable laws and regulations are eligible.

x. Cataloging/Tracking System for Pets. The reasonable costs (to the Applicant) for tracking animals at congregate pet shelters for the purposes of reuniting them with their owners are eligible.

    FEMA Disaster Assistance Policy 9523.19

Q- Is there any special training required for pet shelter staff and volunteers?
A-   It is a good idea to develop an MOU with a trained animal response organization or create an animal response team within your county that will specialize in this area. Other training available or suggested includes: 
· Federal Emergency Management Agency (FEMA) Independent Study (IS) 100: Introduction to Incident Command System

· http://training.fema.gov/EMIWeb/IS/IS100A.asp

· FEMA IS 200: ICS for Single Resources and Initial Action Incidents

· http://training.fema.gov/EMIWeb/IS/IS200A.asp\

· FEMA IS 700: Introduction to NIMS

· http://training.fema.gov/EMIWeb/IS/is700a.asp

· An Animal First Aid course

· American Red Cross or equivalent course.

· Human First Aid. CPR is recommended.

· American Red Cross or equivalent course.

· A Psychological First Aid course

· National Child Traumatic Stress Network: Psychological First Aid Online

http://nctsn.org/nccts/nav.do?pid=typ_nd

OR

· American Red Cross Psychological First Aid or an equivalent course
Kansas State Animal Response Team Credentialed Positions, 2010

March 8, 2012

Shelter Operations Check List
The shelter checklist is designed to keep emergency management personnel aware of items of importance regarding the pre-planning and implementation of shelter operations.
Shelter Staging
	
	Monitor hotels/motels regarding capacity during the event

Contact Shelter Manager or MOU  partner to inform them of potential shelter needs. 

Monitor transportation routes in relationship to potential shelter locations.
Ensure that potential shelters are suitable to sustain sheltering (i.e. utilities and/or external electrical power).

Have Shelter Manager/Coordinator inform shelter team (if county operates shelter) of potential shelter opening.
Work with local officials to disseminate correct information regarding sheltering and mass care operations.
Contact transportation companies regarding potential usage of mass transition in transporting evacuees to shelter sites.  




Shelter Opening Checklist

	
	Make sure that a walk through is conducted prior to opening to ensure working utilities, current damage, safety issues, exit/entrance locations, fire extinguishers, frayed or exposed wiring,  potential carbon monoxide hazard, overloaded power outlets, etc.  Document any potential problems or damages.  Ensure that the shelter is 100% safe prior to its opening.

Make sure proper signage is in place identifying the location as a shelter and any rules or directions you may want your shelterees to follow. 

Post any pertinent rules or directions for shelter occupants:

· Designated smoking/non-smoking areas

· Where food and beverages are permitted

· Regulations of noise and other distractions

· Phone usage

· Sign in/out

· Drug and alcohol usage

· Theft

· Weapons

· Pets

· Valuable possessions

Make sure that the shelter registration (table and forms) are in place. 

Ensure that cots, blankets, and other items are in place in compliance with recommended ADA guidelines.
Make allotments for families, service animals, or persons with functional needs.
Ensure that all shelter positions are filled
· Registration 

· Feeding 

· Dormitory management

· Information/Communications

· Disaster Health and Mental Health 

· Staff recruitment and placement (volunteers)
· Material support
Work with public information to ensure they convey correct information regarding person/pet sheltering information.
Ensure that the shelter opening and daily population information in documented in the National Shelter System and WebEOC

Establish daily routines:
· Meal times

· TV times

· Showering schedules

· Light out schedule

· Activities (children and youth)

· Informational updates

· Staff meetings

If service animals are allowed in the shelter ensure:

· Animal disposal locations and disposal sites and procedures

· Animal feeding

· Isolation of animal food preparation from human feeding areas
· Cleaning supplies for animal owners in case of accidents
Food Management
Coordinate with health department to ensure safe food service operations.
Only accept food prepared from approved known sources (be cautious of accepting food from sources where the potential of where sanitary conditions may be in question).
Ensure proper hand washings and cleaning on all food surfaces.
Ensure that food preparers wear the appropriate items (gloves, mask, hair net, etc).
Make sure that meals are cooked and stored at appropriate temperatures.
Check to ensure that all meals and formulas are within proper usage dates.
Check all food and serving areas for pests or rodents.
Prepare daily menu’s taking into consideration special dietary needs for those with special/functional needs.
Ensure proper storage of food items.
Ensure that all cooking utensils are cleaned and sanitized.
Work with the Kansas Department of Health and Environment to ensure that sanitary conditions and safety are in place.

Waste Management
Secure cleaning services for porta-potties, sinks, showers, etc.
Obtain proper cleaning supplies and materials. 

Ensure that hazardous and bio-hazardous materials are disposed of properly.

Ensure daily cleaning in bathrooms, food preparation and serving sites, living areas, food storage areas, etc. 
Report any areas of concerns to the Shelter Manager or supervisor.
Use special precautions when dealing with blood born pathogens and solid waste materials (conduct shelter training to shelter staff).



Exerts taken from American Red Cross Shelter Operations ARC3068-11 September 2005
Checklist in dealing with shelter operations for pets

Pet Shelter Staging
	
	Monitor hotels and motels that accept pets.
Contact Pet Shelter Manager or MOU partner to inform them aware of potential pet shelter needs. 

Monitor transportation routes in relationship to potential pet shelter location.
Ensure that potential pet shelter location is suitable to sustain pet sheltering (i.e. utilities and/or external electrical power).

Work with local officials to disseminate correct information regarding pet sheltering operations and give animal owners directions on how to evacuate with their pets.




Shelter Opening Checklist

	
	Make sure that a walk through is conducted prior to opening to ensure working utilities, current damage, safety issues, exit/entrance locations, fire extinguishers, frayed or exposed wiring,  potential carbon monoxide hazard, overloaded power outlets, etc.  Document any potential problems or damages.  Ensure that the shelter is 100% safe prior to its opening.

Make sure proper signage is in place identifying the location as a pet shelter and any rules or directions you may want your shelterees to follow. 

Post any pertinent rules or directions for pet shelter management:

· Pet owner information posted on kennels 
· Pictures of pets with owners

· Post information on pets that may have behavioral or medical issues 

Make sure that the pet shelter registration (table and forms) are in place. 

Work with local veterinarians or KS SART to maintain successful shelter operations and support.
Ensure that cots, blankets, and other items are in place.
Ensure that all shelter positions are filled
Animal Response Team Leader

1) Animal Response Public Information Officer (if available)

2) Animal Response Liaison Officer (if available)

3) Animal Response Safety Officer

4) Animal Response Operations Chief

(a) Shelter Manager

1. Placement Manager

a. Intake Manager (registration)

b. Reclaim Manager

(b) Search and Collections Manager

            5) Veterinarian and Veterinary technician/assistant
Work with the media to ensure they convey correct information regarding pet sheltering information.

Make sure that that the PIO for each pet shelter location can convey pertinent information to the Operations Manager or Emergency Manager.

Ensure that the pet shelter opening and daily population information in documented in the National Shelter System (NSS) and WebEOC

Establish daily routines:

· Pet feeding times
· Veterinary Medical Examinations

· Staff meetings

Waste Management

Obtain proper cleaning supplies and materials.
Secure proper cleaning for kennels, bowls, floors, etc.

Ensure that label directions are followed on all cleaning/de-odorizing agents (supervise to ensure that this is being conducted). 

Ensure that hazardous and bio-hazardous materials are disposed of properly.

Ensure daily cleaning in bathrooms, food preparation and serving sites pet/person  living areas, food storage areas, etc. 

Report any areas of concerns to the Shelter Manager or supervisor.
Use special precautions when dealing with blood borne pathogens and solid waste materials (conduct shelter training to shelter staff).



Disposal of Diseased Animals (Center for Disease Control and Prevention Emergency Preparedness Guide)

	
	Consult with subject matter experts to ensure appropriate actions.



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
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


Registration

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. 


Feeding 

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


Sleeping Area Management

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.  


Resident Information
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.


Disaster Health

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


Disaster Mental Health

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


Client Services

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.  

Material Support/Logistics

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.


Assisting Persons with Disabilities

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.


Public Information
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.
RESOURCES AND LINKS:
· FEMA Acronyms Abbreviations &Terms http://www.fema.gov/pdf/plan/prepare/faatlist07_09.pdf
· FEMA Evacuee Support Concept of Operations Template http://www.iafc.org/files/mtlAid_evacuee_support_conops.pdf
· Guidance on Planning for Integration of Functional Needs Support Services in General Population Shelters  http://www.fema.gov/pdf/about/odic/fnss_guidance.pdf
· ADA Toolkit for state and local governments http://www.ada.gov/pcatoolkit/abouttoolkit.htm
· Humane Society of the United States 

http://www.humanesociety.org/
· Code3 Associates

http://www.code3associates.org/
· FEMA Eligible Costs Related to Pet Evacuations and Sheltering

http://www.fema.gov/government/grant/pa/9523_19.shtm
· Kansas State Animal Response Team (Veterinary Medical Reserve Corps)

http://kssart.org/
· CPG 101  Developing and Maintaining Emergency Operations Plans

http://www.fema.gov/pdf/about/divisions/npd/CPG_101_V2.pdf
· FEMA Evacuee Support Concept of Operations Template http://www.iafc.org/files/mtlAid_evacuee_support_conops.pdf
· Guidance on Planning for Integration of Functional Needs Support Services in General Population Shelters  http://www.fema.gov/pdf/about/odic/fnss_guidance.pdf
· FEMA EMERGENCY SUPPORT FUNCTION ANNEXES http://www.fema.gov/pdf/emergency/nrf/nrf-esf-intro.pdf
REFERENCES:

American Red Cross Shelter Operations ARC3068-11 September 2005

Mass Care Functional Annex Development Toolkit, Colorado Department of Emergency Management, November 2008
A Public Health Guide for Emergency in Missouri for Shelter Coordinators and Staff, Missouri Department of Emergency Management, April 2008.
Emergency Support Function #6 Mass Care Annex, FEMA, January 2003 
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