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I.	Introduction

The goal of this plan is to provide sufficient services to prevent extreme exposure or death of homeless or at-risk persons which may be caused by exposure to severe weather conditions.

A severe weather shelter is opened for the homeless and/or at-risk population when extreme weather threatens the life safety of the person(s).  Any facility chosen to be a Severe Weather Shelter must comply with the American with Disabilities Act for Emergency Shelters.  Most church buildings and/or public facilities will meet these minimum requirements.  

Kitsap County Department of Emergency Management will be the certifying agent for all potential shelters. All organizations volunteering their facility for a shelter will enter into a Memorandum of Understanding with KCDEM to protect the facility according to RCW 38.52.


II.	Concept of Operations

1.	Activation – Criteria – KCDEM will be the authorized agency that activates this plan.  Activation is not a spontaneous function.  Activation requires a site and volunteers to staff the site.  

Any one of the three criteria needs to be met to open a shelter.

A.	Temperatures are expected to be at or below 32 degrees sustained for one or more successive days, and/or; 
B.	Snow accumulation is expected to exceed 1 inch or more in depth, for more than two days and/or;
C.	Two or more successive days of 1.0 inch or more of rainfall is anticipated.

           
2.	Hours of Operation - Shelter hours of operation:

A.	Shelters will be opened from 6:00 p.m. to 8:00 am.  Shelters will not accept new guests after 9:00 p.m. unless requested by law enforcement.

B.	Shelter sites will be posted at 211, Salvation Army, Food banks, community churches and Kitsap Community Resources.  Shelter sites may rotate and are not opened automatically.  The posters will determine:

	1.  Shelter is open and
	2.  Location of shelter

3.	Shelter Organization

Within one facility, space should be arranged to accommodate (whenever possible):

A. A family shelter consisting of women with children and a male spouse/significant other 
B. Men with children 
C. Men only 
D. Women only

. 

For teens – (males and females under the age of 24), whenever possible, will use the Oasis Coffee Shop as their shelter if needed.

4.	Shelter Management

Shelters will be managed at minimum by a two-person volunteer (large shelters 4 person preferred) team from community churches and/or partner organizations throughout Kitsap County.  Volunteers, whenever possible, will be trained in advanced by their sponsoring organizations volunteer coordinator.  Topics of training will include:

1. Homeless issues
2. Managing the shelter
3. Fire extinguisher use
4. Shelter security
5. First Aid/CPR

All shelter volunteers will be registered as Emergency Workers with Kitsap County Department of Emergency Management RCW.38.52/WAC 118.04 as soon as possible.

III.	Roles and Responsibilities (before, during and after)

1. Activation – Kitsap County Department of Emergency Management

 KCDEM will be responsible for activation of the plan and the notification of severe weather to the Shelter Coordinator (KCDEM staff).  KCDEM staff will also maintain and update this plan on an annual (or more often as needed) basis.

A. KCDEM receives weather on a continual basis from a private weather service.  This service provides weather reports every 12 hours Monday through Friday and during severe weather periods, more often if needed.  KCDEM will utilize this private weather service to determine the need to open severe weather shelters.  If the conditions do not change:

1. Activate Shelter Coordinator (KCDEM staff member) – Monday through Friday.

2. KCDEM through the Shelter Coordinator will notify 211 of the upcoming weather conditions and the need to open shelters and project how many days the shelters may need to stay open, location of shelter and point of contact for the shelter.

3. KDCEM will contact 211 of any weather changes during the projected period.  

4. KDCEM will confirm weather reports daily as needed to the 211 system.

2.	Activation – Shelter Coordinator (KCDEM Staff)	

The role of the Shelter Coordinator is to provide coordination between all partner organizations, KCDEM, 911, volunteer coordinators and shelters and serves as point contact for the Plan. 

A. Upon notification from KCDEM Operations that severe weather is anticipated and/or predicted, activate the Severe Weather Shelter Plan (between 0800 and 0830).

B.	Notify 211 of the activation and potential duration if known.  Request 211 notify all partner organizations of the activation.
	(Done no later than 0900).

C.	Notify Shelter Points of Contact of plan activation.

C.	Notify volunteers who are on stand-by of activation and request shelter staffing.  Once staffing confirmed, notify shelter that staffing is complete and shelter can open.

D. Notify 211 and shelter POC that shelters are staffed and ready to open (1230)

E. Alert media/response partners of activation.

3. Activation – 211 System

211 will be the central hub for notification of all Shelter Plan Partners and will be responsible for notifying all partners of shelter opening and location.  211 personnel will also be responsible for adding any additional partners to the notification list and maintaining an updated list.

A. Once 211 receives notification of plan activation from KCDEM, 211 will contact the Partners (see attached list) 0900-0930)

B.	After all notification is completed; 211will report back to Shelter Coordinator at KCDEM notification is complete.

C.	Once notified by KCDEM Shelter Coordinator that shelters will open, alerts food banks, animal rescue and/or any organization providing support service to the homeless of plan activation.

4.	Activation – Kitsap Community Resources (KCR)

KCR will be responsible for recruiting non-governmental organizations to host the Severe Weather Shelter. Working in partnership with KCDEM and the requirements identified in the American with Disabilities Act for Emergency Shelters,   Final selection of the site will be done by KCDEM but KCR will work ministerial associations and other organizations that could site a shelter.  

Once notified of plan activation KCR will coordinate with the “assigned shelter” and prepare to deliver (if not done so already) shelter box before shelter opening.

A. Once shelter is opened, will coordinate all supplies needed to maintain shelter for required days.

B.	Will coordinate any and all donated goods on behalf of the shelter.

	C.	Will notify KCDEM Shelter Coordinator the shelter is ready.

	D.	Will meet first shift volunteers (if needed) to orient to facility, review 	
Opening/closing procedures and handoff “shelter manager box” to lead volunteer.

5.	Activation – Church/Agency Volunteer Coordinators

Each organization will be assigned to a specific shelter for the entire period a shelter may be open.  Shelter volunteer coordinators will act as “shelter managers” and as recruiters for their organization. 

A. Volunteer Coordinators must secure sufficient volunteers to staff their assigned shelter and/or work with KCDEM staffing roster to fill any gaps.

B. Each volunteer coordinator will be trained in the use of the Volunteer Handbook and as needed key life safety skills (fire extinguisher training) so they in turn can train their volunteers.  Volunteer Coordinators hosting the shelter site will act as “shelter managers”.  Key volunteers from the site will be in charge of opening and closing of the shelter.  This key volunteer will work closely with KCR for establishing shelter.  They will give the “first shift” instructions on the site, the safety features etc.


IV	Shelter Management

Shelters cannot open without volunteers!  All shelter volunteers must confirm they are available through KCDEM.  KCDEM will establish a monthly shelter roster of volunteers who are available to staff shelter. Shelters will open at 6:00 p.m. and receive guests until 9:00 p.m. All shelters will close at 7:00 a.m. (Exception: In extreme weather events local law enforcement may request through 211/Crisis Line of need to place homeless in shelters found on the streets or Harrison Medical Center may also coordinate placement of cleared patients for the shelter).

A. Shifts – There will be two/three established shifts in each shelter as determined by the Volunteer Coordinator whose organization is assigned a specific shelter.  The recommended shifts are:  Opening– 5:00 p.m. to 10:00 p.m. Overnight – 10:00 p.m. to 3:00 a.m. and Closing – 5:00 a.m. to 8:00 a.m.

B. The first shift will prepare the shelter for opening.  This includes:

1. Establishing registration, security and storage area (guest belongings) as needed
2. Establishing smoking area (outside until 9:00 p.m.)
3. Put on pot of coffee and hot water

C. The second shift (overnight) will provide the needed security watches to assure all shelter guests are safe.

D.	The third shift (closing) will be responsible for closing the shelter and assuring all return to Salvation Army for breakfast. 

1. Provide overnight security by doing walkabouts of facility
2.   Assuring no smoking is taking place in shelter
3.  That guest is warm and comfortable as possible.
4. Assure there is no alcohol or drugs in shelter.
5. Return belongings to guest upon leaving.
6. Clean up bathrooms, eating areas, if appropriate.  Guest can also help out.

V. Volunteer Management

It is recommended that all volunteers managing a severe weather shelter be given the Volunteer Handbook and be trained in the following areas before being assigned to the shelter (if possible): 

1. Homeless issues
2.  Managing the shelter
3. Fire extinguisher use
4. First Aid/CPR

All volunteers working in the severe weather shelters will be registered as Emergency Workers with KCDEM.  Each volunteer will be given identification and be trained whenever possible by either the Shelter Coordinator and/or the Volunteer Coordinators from the Coalition.  Ongoing training will be provided by KCDEM throughout the year.  It is highly recommended that each volunteer coordinator become trained in the above areas and provide at a minimum areas 1-3.

Shelter volunteers will be asked in each October to sign up for “weeks” at a time from November 1st through February 29th to assist in staffing a shelter.  (See attached monthly calendar sample).  If severe weather occurs after February 29th, an emergency all-call will be put out by KCDEM for volunteer to assist in managing the shelter.

KCDEM and American Red Cross will provide at no cost First Aid and CPR to all registered volunteers.



Attachment 1

Shelter Coordinator Notification List


211
Church/Agency Volunteers Coordinators

	Name of Organization	Contact Number of Volunteer Coordinator

	1.
	2.
	3.
	4.
	5.
	6. Etc


Shelters

	Name				    Point of Contact		     Contact phone

	


911 
Kitsap Transit - 
Media (only notified when assured shelters can be opened)

Attachment 2

211 Notification List 


Kitsap Community Resources		Terry Schroeder		473-2028
Kitsap Community Resources		Jim Stovers			473-2047
Salvation Army				Major Jim Baker
Kitsap Humane Society			Dana Lerma
Bremerton Ministerial Assoc.		Sally Santana

	Food Banks

	Bremerton Foodline
	Central Kitsap Food Bank
	Fishline
	Helpline House
	Who is Poulsbo?


ATTACHMENT 3

SHELTER FORMS


Attachment 3-1 Shelter Log

Attachment 3-2 Volunteer Operation Sheet – First Shift

Attachment 3-3 Volunteer Operation Sheet – Second Shift

Attachment 3-4 Volunteer Operation Sheet – Third Shift

Attachment 3-5 Shift Report

Attachment 3-6 Information for all Shifts
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Date: _____ / ______ / _______        Shelter Site: _________________
)
 (
Once your personal property bag has been sealed, it may not be opened until you checkout of the shelter 
Smoking is permitted only in designated areas
You will refrain from using alcohol or drugs while a guest on this property
You will respect the rights of all others using this facility
You will remain in the areas designated by Shelter Volunteers
You understand that if you leave this shelter, you will not be allowed to return until your next reservation date
If you are asked to leave this property, you will do so promptly
By signing out on this log, you agree that all personal property has been returned to you
)


Attachment 3-2

VOLUNTEER OPERATIONS SHEET

FIRST SHIFT



1. FIRST SHIFT volunteers (5:00 p.m. to midnight) arrive at site at 5:00 pm. 

2. Pick up from: _______________________________or

3. The church/shelter org. coordinator will be opening the shelter 

4. Check bins to ensure all materials needed are available, i.e. black plastic bags, masking tape and black markers, mats, blankets, cleaning supplies, coffee and supplies, granola bars, etc. (see Volunteer Manual). 

5. Put on the coffee and whenever possible a pot of hot water. 

6. As the guests come in, one volunteer will log them into the shelter. The second will have them place all their belongings (except medication, pillow, book, stuffed animal) into a large black plastic bag. It will be taped shut with the guest’s name written on the tape. 

7. Direct the guest to their side of the floor. A volunteer will escort guests from the opposite side of the floor to the bathroom facilities and back.

8. Issue blankets and pillow (if available). Issue whatever food/snack items are available. 

9. Once a guest leaves the building, other than to smoke, they cannot return. This is for your safety and that of other guests.

10. Prior to 9:00 p.m. (when shelter doors should be closed) please escort anyone outside who wants to smoke in the designated smoking area.

11. Turn over paperwork and keys to SECOND SHIFT.





ATTACHMENT 3-3

SECOND SHIFT (assuming there is no third shift)


12. Wake up guests at 6:30 a.m. for an 8:00 a.m. departure.

13. If a weekday, inform guests that the Salvation Army serves breakfast	from 8:00 a.m. to 8:45 a.m. It is located on the corner of Pacific Ave. and 	Warren Ave.

14. See Volunteer Handbook for cleaning procedures. Make sure coffee pot is rinsed out and returned to its bin, along with all other supplies/materials.

15. Complete paperwork.

16. As each guest departs, they are to sign off out on the Shelter Guest Log /Agreement form. Notate whether or not they left with their bag of belongings If they are returning for a second night, all belongings must leave with the guest. There should not be any bags remaining at the close of the shift.

17. Be sure to check the smoking area to assure we do not leave a mess for the building residents.

18. Call Continuum of Care Coordinator Terry Schroeder, (360) 473-2028 for info on how to turn in paperwork on first business day available.

19. No later than 7:30 a.m., lock doors and contact Terry (above) for instructions on how to return keys.




ATTACHMENT 3-4

THIRD SHIFT

The third shift (closing) will be responsible for closing the shelter and assuring all return to Salvation Army for breakfast. (Assuming they would like to attend) 



	1.	Provide overnight security by doing walkabouts of facility
2.   	Assuring no smoking is taking place in shelter
3.  	That guest is warm and comfortable as possible.
4.	Assure there is no alcohol or drugs in shelter.
	5.	Return belongings to guest upon leaving.
6.	Clean bathrooms, eating areas etc if appropriate, guest can help with clean up.

Attachment 3-5

Shift Report

Date___________ 

Volunteer(s) name_____________ 

PLEASE CIRCLE WHICH SHIFT: FIRST-------SECOND--------THIRD 

1. Did all volunteers arrive? ________________________________________________________________ ________________________________________________________________

2. Is there a message for the scheduler? ________________________________________________________ ______________________________________________________________
________________________________________________________________ 

3. How many guests attended the shelter? ________________________________________________________ ______________________________________________________________
_______________________________________________________________ 

4. Was there any cash used? For what was it used? __________________________________________________________ ____________________________________________________________________________________________________ 

5. Did you leave a note for needed supplies? YES / NO 

6. Did anything unusual happen? _______________________________________________________________ _____________________________________________________________________________________________________________________________ 

7. Questions/Suggestions: _______________________________________________________________________________________________________________________________ ________________________________________________________________




ATTACHMENT 3-6

INFORMATION FOR ALL SHIFTS 


SHELTER ENTRANCE: always one person at the table; during check-in and check-out times: two people at the door. 

CHECK-IN: Have guests read and sign agreement. Direct to sleeping and eating areas. 

NO LATE ARRIVALS- all shelters doors close at 9:00 p.m. (unless escorted by law enforcement).

DESIGNATED AREAS: where guests are allowed prior to opening 

TELEPHONE NUMBERS: your volunteer coordinator, 9-1-1, facility point of contact, other emergency numbers. 

CELL PHONES: If you have a cell phone please bring it with you. If your family needs to reach you in an emergency this is the best way. If your need to call for help in an emergency situation, this would be the quickest. 

NAME TAGS: should be worn by volunteers, first name only. 

LOCKING OF DOORS: will be locked at 9:00pm 

SMOKING: in designated areas only up until 9:00 p.m. 

GUEST PERSONAL BELONGINGS: All belongings except medication, pillow, book, stuffed animal will be stored in a sealed black bag and put in the storage area. NO belongings shall be left at the shelter. 

WATER SHUT OFF: in case of an emergency: 

FIRE EXTINGUISHERS: Look and know where these are located. 


CLEAN UP (make sure you have the custodian closet key) 

BATHROOMS: counter, sink, toilet and color, restock paper items 

KITCHEN: wipe down and clear the kitchen counters and sinks using 1 TBS bleach to a bucket of water. Check the fridge and discard as needed. Put garbage outside in dumpster. 

PUT AWAY 
Registration table, blankets, tarps, and mats in the designated storage area. 

PERIMETER CHECK: Walk around the outside of the building with a plastic sack to check for garbage. 

COMPLETE SHIFT REPORT 

SWS GUEST LOG: complete and leave in office on desk 

DOORS must all be locked: Kitchen and front door 

LIGHTS should all be turned off 13 

What do you do if…… 
Overall, the shelter guests are respectful and grateful to have a warm place to stay for the night and few emergencies should arise. If you do encounter a difficult situation, the overall safety of all of the guests and volunteers needs to be considered. Please consult with the other volunteers before taking any action on your own. 
Call 911 if: 
A guest is out-of-control and aggressively intoxicated. The police will come to the shelter and take the guest to Detox. 
A guest is acting in a sexually inappropriate manner. 
A guest becomes violent. 
Funds for emergency needs: 
Please do not give any money to guests. Please refer guests to appropriate agencies. 
Shelter for families with fathers: 
If children and a father arrive at the shelter, we will accommodate the family in at separate shelter site (whenever possible). If children and a mom and dad arrive, the mother and children stay at the women’s shelter and the father may need to go to the men’s shelter. 
If a shelter volunteer needs to leave: 
We encourage volunteers to only leave in an emergency and after notifying other volunteers to replace them. Remember, there must always be two volunteers on duty per shift to keep the shelter open. 
Media: 
We respect the privacy and confidentiality of all of our guests. Please do not allow the media access to the shelter unless they have made previous arrangements. If the media arrives unannounced, please ask them to call Terry Schroeder to schedule an interview. 
Privacy/confidentiality of guests: 
If someone calls or stops by and asks if a certain person is a guest, please respond: “I’m not at liberty to answer. If you will give me your name and phone number, I will have her/him contact you if they are here.” 
If a guest is not willing to give you their real name, that is ok. Some people, especially fleeing domestic violence, may not feel safe giving you their name. 
Cell Phones: 
If you have a cell phone, please bring it to the shelter for emergency and 2-1-1- contact calls 14 
Shelter Supplies 
There are many supplies needed for the shelter to operate and provide for our guests. 
These are donated by churches and members of the community. 
Paper Products Foods 
Toilet paper coffee/tea/cocoa 
Kleenex cup/soup 
oatmeal/raisins/brown sugar Fruits 
Paper towels granola bars 
Sandwich makings 
Clerical Dining Supplies Name tags 
Duct tape napkins 
Seine twine paper towels 
Large felt pens paper plates 
Scotch tape Paper coffee cups 
Safety pins Plastic table cloths 
Large manila envelopes 
BUS PASSES (when available) SHOWER PASSES (when available) 
Cleaning Products/Supplies Overnight 
Lysol wipes Blankets (not quits) 
Scouring powder magazines/books 
Bleach videos 
Kitchen garbage bags playing cards 
Garbage bags 
Personal Products (when available) bus schedules 
Wash cloths city maps 
Liquid hand soap small tarps 
Socks/gloves/underwear 
Bar hand soap 
Shampoo 
Toothbrushes and paste 
Band-Aids 

Women’s hygiene items 


Attachment 5
Volunteer Handbook
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