Shelter
Fundamentals



+ American
i/ Red Cross
: Sheltering Cycle - Course

Sheltering
Cycle

1: Planning and
preparedness

A

6: After action J 2: Opening J

review the shelter

3: Organizing theil
shelter

5: Closing |
the shelter

]

‘4: Operating the

shelter

Course Purpose: To prepare you to assist in the opening,
organizing, operating and closing of a Red Cross shelter.
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Activity

2. What one item would you want to
bring from home if you were
sheltering with the Red Cross?

3. What do you hope to learn today?
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Upon completion of this course, you will be able to:

Describe the tasks of a shelter worker throughout the opening, organizing,
operating and closing phases of a shelter operation.

Recall the tasks on the shelter checklists.

Describe how to complete the appropriate registration forms and make
referrals for additional services, as needed.

Explain how to set up a welcoming reception and registration area.

Identify internal and external locations for posting signs that clearly
communicate shelter information.

Explain how to set up and monitor a dormitory environment that ensures
resident safety and comfort.

Explain how to set up food distribution areas and monitor consumption to
ensure that residents’ dietary needs are met.

Describe the importance of information sharing in a shelter environment
and identify multiple communication strategies.

Explain the steps required to return a shelter to its pre-disaster condition.
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Mission Statement Our Commitment

Our commitment as shelter
workers is to take care of the
sheltering needs of people
affected by disaster. We are
committed to providing shelter
on an interim basis while our
clients arrange for their
recovery or until they are able
to return home. We
demonstrate this commitment in
our sheltering philosophy.

The American Red Cross
prevents and alleviates human

suffering in the face of
emergencies by mobilizing the
_—

power of volunteers and the
= generosity of donors.
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Sheltering Philosophy
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» Shelters must be places of comfort and
safety.

» Shelters must be readily accessible to
affected individuals.

» All shelter workers must be strong advocates
for their clients.

» Clients must remain proactive participants in
their recovery.

« Shelters must provide a safe and secure
environment that accommodates the

.\*adestrange needs iNQli=cos
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Shelter Manager

Assistant Shelter
Manager

Shift Supervisor

Shift Supervisor
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Opening and Organizing a Shelt
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Job Induction

During a Job Induction you can expect to:

» Discuss your skills and strengths
Set expectations

Exchange contact information
Learn about the work site
Establish a work schedule
Review your work assignment

Important: A job induction is provided for
all new staff, ask for a job induction it one is gy
not provided! E
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For every job, always:
* Look for pre-existing damage

« Ask about available equipment
» Take inventory of all facility products

» Consider accessibility

I '|.I;II;I:I|;II;I|I IIIlllllllll

Organizational Tips

13
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Setting up Registration

Activity

Working in your group,

Draw a layout of the registration area in the blow-up
of the main lobby on the floor plan (page 8).

Use the Opening/Organizing Checklist—
Registration: Physical Setup to help you make
decisions

(page 9).
Be prepared to share the reasons for your
decisions.
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Shelter Types

Evacuation Shelter.
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Activity
1. Review the following:

o Shelter Registration Form (page 19)
 Initial Intake and Assessment Tool (pages 20-21)
e Operating Checklist-Registration (page 22).

2. With your partner, identify their purpose.
3. Describe what is contained on the forms.

4. List any additional comments or notes of interest.

Timeframe: 5 minutes
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Registration Handout
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Registration Challenges
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e Long lines
e Running out of forms
» Clients who are injured, hungry or needing medication

- - — -
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Tips for working in registration:

» Make sure the registration table is always staffed.
« Keep paperwork secure.
* Provide snacks and drinks in the registration area.

31
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What If a visitor made this request?

. “I'm working on a project with Joey M. | want to take him
to the library. He’s here, right?”

. “I have a package for Jenn P. Can you give this to her?”

. “I'm worried about my dad; he suffers from Alzheimer’s.
We haven’t heard from him since he left his house
yesterday. He might be here. Can you help me find
him?”

How should you respond?
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What If this situation happened?

4. A Springfield police officer wants to see the shelter
records and walk around to see if a suspect in a murder
Investigation is in the shelter.

5. A state senator arrives and walks toward the dormitory.

6. Areporter with her crew signs in and starts to walk
towards the dormitory.

What would you do?
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Offers of Assistance

« Money should not be accepted at the
shelter because it can’t be secured.

. * If people would like to donate:

o Provide a donation envelope from the
shelter supply kit

o Provide the website, toll-free number,
and text message instructions

3
y

DONATIONS
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Visitor Review
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When dealing with visitors:

 Be courteous and kind, but firm.

* Ensure that people sign in and out of
the shelter as required.

 Have visitors meet with the shelter
manager when necessatry.

 Never release confidential information
or identities of residents.

d

] DONATIONS

« Know the procedure for handling all
types of donations.

37
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‘ ~Activity

In your group, answer the following questions for
your assigned area:
What rules or routines do | need to know?
What are the tasks involved?
What will make me successful?

Refer to the appropriate checklist for your group:

* Providing Information (page 28)
 Dormitory (page 29)
 Feeding (page 30)

3. Record your information on newsprint.

Timeframe: 7 minutes
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Effective Communication




Shelter Meetings
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; Types of Information

General shelter information, such as meal times, lights
out, etc.

Status of the disaster
Information about the disaster relief operation

Community resources, including government, non-profit,
and faith-based

Daily schedule
Safety concerns and issues

Recreational activities

Opportunities for clients to act as shelter resident helpers
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Operating the Dormitory
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Talking to Residents
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« Offer encouragement.

» Uncover concerns or unmet needs .

» Make referrals to caseworkers.

e =,

.y o
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Taking Inventory

General Inventory Guidelines:

e It Is Important to have an initial inventory of
everything in the shelter, including non-food items.

e Food items are counted when they are put out.

 Each individual canteen item counts as a snack:
water or coffee counts as one snack, unless served

with a meal.
« Everyone should look for inventory issues.
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The Closing Process

Communicating the shelter closing
to residents

Taking inventory

Finalizing and securing records
Cleaning equipment

Restocking and returning supplies
Returning the shelter to pre-disaster
condition

50



American

> Red Cross Closing Tasks

Closing Checklist

e Cleaning

General * Reporting and Inventory

e Reporting

Registration . Supplies

Providing e Supplies
Information e Residents

Dormitory » Cots

 Residents

Feeding » Supplies and Equipment
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RESOURCE RECORD {Form &455)
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Resource Record-Form 645

Soliclied? | [Yes | No Purchase  Donation

*Nwiw. Behbed fiekls pryuir slsmanss
DOMNORVESNDOR INFORMATION

Company Mame
Address
Address 2

Ciry

Acknowledgement Name

Salutation Tiile

Addcress

City State Lip

Statiii Dates:
Pending Accepted Recerved
Withdrawn Referred

CONTACT INFORMATION
Contaci Name

Salutabon

Tutle

Telephone

Cell Phone

Fax
Emal Address

Product Service Description

Danoe Tntent

Value pi-l Upit: % Total Value: §

z
<]
£
=
3]
=
a

Please break down the product into the lowest commen unif type
Quantity Unit Type Case LiEa Cnb [lrkg/ [Clother

Value Basis: | |Apprassal | Donor | Retsl | [Wholesale | |Other
Transportatien Offered By [(Denor [ Camrier
Ifa Loan: [ \Remsal | Facility *Note: Compilete the Loan section below if the offer is accepred

[IRed Cross [INA [iOther

ARC Representative

Umsohieted | | Call-in || Walk-m

LI pRo [ NHQ ] Agency Referral

ORIGIN

Source | | Chapter Name

Primary End User: (LOS or Activity)
Recipient Xame
Recipent Phone
Drstmibutyon Plan

Newd-by Date
Tule
Impact | |Budget Reducmg | Service Enhancing

Ship-to Location Address

Drop Trailer Required? | Yes (# of days
Procurement Contact Notified

) [ Refnperatsd Traler Neadad No

Diate Notifisd

Carmer Contact Phioms

Transporiation Paid By: | Donor | Red Cross | Camer Name
Traalers ETA:

Loan Comtact Name

Phone Number

Expected Return Date

Actual Retum Date
Quantity_ Unit Type: | Hour [ [Day [IWeek [ IMonth | |Other

Return Transportatson

= ity By i

camaid b Hosayrel A
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o A Shelter Log

DR # 855-12 DR Name Springfield Flood Shelter Name/Location James Madison HS, Springfield

Date & Nome Log E_ntry Follow-Up
Time (Use additional lines as needed) Action

Client X attempted to bring “collectible” pistol into shelter. Registrar
10/26/11 e , . ) ) o [*| Required
2:00 PM Aramis Skinner, Shelter Mgr. |informed client pistol could not be brought into shelter despite its value.

’ . L , - 7] Completed
Client put pistol in trunk of car. Need to ensure it's not brought in shelter

Fight broke out between two residents after dinner tonight. Law .
10/27/11 . . : _ —|["] Required
600 PM Joe Washington, dormitory | enforcement called in and EMS, due to injuries. The two are no longer in

) . . . . Completed
shelter, but their family and friends remain.

Lunch was 2 hrs. late. | reached out to FF/MN at HQ. It should be fixed

Required
bimgompiel Alice White, Feeding lead tomorrow. We started by serving cold sandwiches. LI Req

12:30PM [*] Completed

Chinese speaking clients registered. Sent request to SH/MN at HQ.

Required
10/28/1 I C_rystal M:ene_zes, 5:30 PM, translator arrived to assist. Worked on plan for scheduling I Req
4:30 PM night supervisor [X Completed
translation services, See updated resource list.

[ ] Required
["] Completed
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Sheltering Philosophy
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» Shelters must be places of comfort and
safety.

» Shelters must be readily accessible to
affected individuals.

» All shelter workers must be strong
advocates for their clients.

« Clients must remain proactive participants in
their recovery.

« Shelters must provide a safe and secure
environment that accommodates the !
broadest range of needs in our communities.

55
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Activity

Sheltering Philosophy
Shelters must be places of comfort and safety.

Shelters must be readily accessible to affected

individuals. Identify three ways
All shelter workers must be strong advocates you can help fulfill the

for their clients. Sheltering Philosophy

Clients must remain proactive participants in in your assigned role.
their recovery.

Shelters must provide a safe and secure Timeframe: 5 minutes
environment that accommodates the broadest
range of needs in our communities.
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