Time Line
Red Cross Shelter Team Training Session

Plan A: Training Itinerary
4 Groups 8:00 AM 9:00 AM 10:00 AM 11:00 AM Noon 1:00 PM
Set Up Shelter Areas 8:00-8:45
Participants arrive/sign-in 8:30-9:00

Welcome/Training Overview
(20 Min) Form 4 Groups 9:00-9:20

1st Training Session: Open
Shelter Tasks (40 Min) 9:20-10:00

Training Team 1: Station 1 9:20-10:00

Training Team 2: Station 2 9:20-10:00

Food Service Team 9:20-10:00
[Sheiter Manager Team '9:20-10:00

2nd Training Session:
Operate Shelter Tasks (40
Min) 10:00-10:40

Training Team 1: Station 2 10:00-10:40

Training Team 2: Station 1 10:00-10:40

Food Service Team 10:00-10:40
r Manager Team

10:00-10:40

Shelter simulation exercise:

Operate Shelter Tasks (40

Min) 11:10-12:30

Training Team 1: Station 2 11:10-12:30

Training Team 2: Station 1 11:10-12:30

Food Service Team 11:10-12:30

Shelter Manager Team 11:10-12:30

Lunch All Groups 12:30-1:30

Clean-up 1:00-1:30
Participants sign-out/depart 1:00-1:30




Open

Shelter Task Areas: 4 | Training | Shelter Operate

Groups Area Tasks Shelter Tasks
Registration 1 21-286 31-37
Health 1 1-5 1-19
Mental Health 1 1.0-2.0 1.0-10.0
Dormitory 1 1.0-4.1 1.0-4.0
Shelter Operations 2 General/6/7 | Generall6/7
Information 2 1.0-55 6.0-105
Staff Recruitment 2 10-82 1.0-83
Logistics 2 1-11 1-10
Communications 2 1.0-3.2 1.0-64
Food Service 1.0-16.0 1.0-10.0
Shelter Manager 1.0-121 1.0-10.0
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Time Line

Red Cross Shelter Team Training Session

[Plan B: Training Itinerary 3
Groups

8:00 AM

1o:unm| 11:mm| Noon | 1:00 PM

Set Up Shelter Areas

8:00-8:45

Participants arrive/sign-in

£:30-9:00

Welcome/Training Overview (20 Min)
Form 5 Groups

9:00-9:20

1st Training Session: Open Shelter
Tasks (40 Min)

9:20-10:00

Training Team 1: Station 1

9:20-10:00

Training Team 2: Station 2

9:20-10:00

Training Team 3: Station 3

9:20-10:00

Food Service Team

£:20-10:00

Shete gt Team

9:20-10:00

2nd Training Session: Operate Shelter
Tasks (40 Min)

10:00-10:40

Training Team 1: Station 2

10:00-10:40

[Training Team 2: Station 3

10:00-10:40

Training Team 3: Station 1

10:00-10:40

10:00-10:40

Shelter lati

10:00-10:40

Shelter Tasks (40 Min) 11:10-12:30

{Training Team 1: Station 2 11:10-12:30

Training Team 2: Station 3 11:10-12:30

Training Team tation 1 11:10-12:30

Food Service Team 11:10-12:30
11:10-12:30

Lunch All Groups 12:30-1:30

Clean-up

1:00-1:30

|Participants sign-out/depart

| 1:00-1:30 |

[Shelter Task Areas: 5 Training pen Shel

Groups Area Tasks Tasks
Registration 1 21-28 3.1-3.7
Dormitory 1 1.0-4.1 1.0-4.0
Shelter Operations 2 General/6/7 General/6/7
Staff Recruitment 2 1.0-82 10-83
Health 3 1-5 1-18
Mental Health 3 1.0-2.0 1.0-10.0
Communications 2 1.0-3.2 10-64
Information 2 1.0-55 6.0-10.5
Logistics 2 1-11 1-10
Food Service 1.0-16.0 1.0-10.0
‘Shelter Manager 10-12.1 1.0-10.0




Plan B: Training Itinerary
6 Groups

8:00 AM

9:00 AM

10:00 AM

11:00 AM

1:00 PM

Time Line
Red Cross Shelter Team Training Session
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Area

Open Shelter
Tasks

Operate
Shelter Tasks

Set Up Shelter Areas
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Welcome/Training Overview (20
Min) Form & Groups
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1st Training Session: Open Shelter
Tasks (40 Min)

9:20-10:00]

Training Team 1: Station 1

9:20-10:00)

Training Team 2: Station 2

9:20-10:00)
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9:20-10:00)
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9:20-10:00)

Food Service Team

9:20-10:00

9:20-10:00]

Shelter Mgr Team

2nd Training Session: Operate
Shelter Tasks (40 Min)

10:00-10:40

Training Team 1: Station 2

10:00-10:40

Training Team 2: Station 3

10:00-10:40

Training Team 3: Station 4

10:00-10:40

(Training Team 4: Station 1

10:00-10:40

Food Service Team

10:00-10:40

10:00-10:40

Shelter simulation exercise: Operate|

Shelter Tasks (40 Min}

11:10-12:30

Training Team 1: Station 2

11:10-12:30

(Training Team 2: Station 3
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11:10-12:30
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Reqi ion 1

21-26

31-37

Dormitory 1

1.0-4.1

1.0-4.0

Shelter
Operations 2

General/8/7
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Health 3

1-5
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Mental Health 3

1.0-20

1.0-100
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10-32

10-64

Information 4

10-55

6.0-105

Logistics 4

1-11

1-10

Food Service

1.0-16.0

1.0-10.0

10-121

1.0-10.0
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Time Line
Red Cross Shelter Team Training Session

Open Operate
Training Shelter Shelter
Shelter Task Areas: 4 Groups Area Tasks Tasks
Registration 1 2.1-28 3.1-37
Health 1 1-5 1-19
Mental Health 1 1.0-2.0 1.0-10.0
Dormitory 1 1.0-4.1 1.0-4.0
Shelter Operations g General/6/7 | General/6/7
Information 2 1.0-55 6.0-10.5
Staff Recruitment 2 1.0-8.2 1.0-83
Logistics 2 1-11 1-10
Communications 2 1.0-3.2 1.0-6.4
Food Service 1.0-16.0 1.0-10.0
Shelter Manager 1.0-12.1 1.0 -10.0




Time Line
Red Cross Shelter Team Training Session

Plan B: Training Itinerary
5 Groups 8:00 AM 9:00 AM 10:00 AM 11:00 AM Noon 1:00 PM

Set Up Shelter Areas 8:00-8:45
Participants arrive/sign-in 8:30-9:00

Welcome/Training Overview
(20 Min) Form 5 Groups 9:00-9:20

1st Training Session: Open
Shelter Tasks (40 Min) 9:20-10:00

Training Team 1: Station 1 9:20-10:00

Training Team 2: Station 2 9:20-10:00

Training Team 3: Station 3 9:20-10:00

Food Service Team 9:20-10:00

Shelter Mgr Team 9:20-10:00
Operate Shelter Tasks (40
Min) 10:00-10:40

Training Team 1: Station 2 10:00-10:40

Training Team 2: Station 3 10:00-10:40

Training Team 3: Station 1 10:00-10:40

Food Service Team 10:00-10:40

Shelter Manager Team 10:00-10:40

Shelter simulation exercise:
Operate Shelter Tasks (40
Min) 11.10-12:30

Training Team 1: Station 2 11:10-12:30

Training Team 2: Station 3 11:10-12:30

Training Team 3: Station 1 11:10-12:30

Food Service Team 11:10-12:30

Shelter Manager Team 11:10-12:30

Lunch All Groups 12:30-1:30

Clean-up 1:00-1:30
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Time Line
Red Cross Shelter Team Training Session

Open

Shelter Task Areas: 5 Shelter Operate

Groups Training Area Tasks Shelter Tasks
Registration i 21-286 3.1-37
Dormitory 1 1.0-4.1 1.0-4.0
Shelter Operations 2 Generall6/7 | General/&/7
Staff Recruitment 2 1.0-8.2 1.0-83
Health 3 1-5 1-19
Mental Health 3 1.0-2.0 1.0-10.0
Communications 2 1.0-3.2 1.0-6.4
Information 2 1.0-55 6.0-10.5
Logistics 2 1-11 1-10
Food Service 1.0-16.0 1.0-10.0
Shelter Manager 1.0-121 1.0-10.0




Time Line
Red Cross Shelter Team Training Session

Plan C: Training Itinerary
6 Groups

8:00 AM

9:00 AM

10:00 AM

11:00 AM

Noon 1:00 PM

Set Up Shelter Areas

8:00-8:45

Participants arrive/sign-in

8:30-9:00

Welcome/Training Overview
(20 Min) Form 6 Groups

9:00-9:20

1st Training Session: Open
Shelter Tasks (40 Min)

9:20-10:00

Training Team 1: Station 1

9:20-10:00

Training Team 2: Station 2

9:20-10:00

Training Team 3: Station 3

9:20-10:00

Training Team 4: Station 4

9:20-10:00

Food Service Team

9:20-10:00

Shelter Mgr Team

9:20-10:00

Shelter Tasks (40 Min)

2nd Training Session: Operate

10:00-10:40

Training Team 1: Station 2

10:00-10:40

Training Team 2: Station 3

10:00-10:40

Training Team 3: Station 4

10:00-10:40

Training Team 4: Station 1

10:00-10:40

Food Service Team

10:00-10:40

Shelter simulation exercise:

Operate Shelter Tasks (40 Min)

10:00-10:40

11:10-12:30

Training Team 1: Station 2

11:10-12:30

Training Team 2: Station 3

11:10-12:30

Training Team 3: Station 4

11:10-12:30

Training Team 4: Station 1

11:10-12:30

Food Service Team

11:10-12:30

Shelter Manager Team

11:10-12:30

Lunch All Groups

Clean-up

12:30-1:30

1:00-1:30

|Participants sign-out/depart

| [T:00-1:30]




Time Line
Red Cross Shelter Team Training Session

Open Operate
Training Shelter Shelter
Shelter Task Areas: 6 Groups Area Tasks Tasks
Registration 1 21-28 31-37
Dormitory 1 1.0-4.1 1.04.0
Shelter Operations 2 General/6/7 | General/6/7
Staff Recruitment 2 1.0-8.2 1.0-8.3
Health 3 1-5 1-19
Mental Health 3 1.0-2.0 1.0-10.0
Communications 4 1.0-3.2 1.0-64
Information 4 1.0-5.5 6.0-10.5
Logistics 4 1-11 1-10
Food Service 1.0-16.0 1.0-10.0
Shelter Manager 1.0-121 | 1.0-10.0

10



Registration Tasks

Open Shelter

Operate Shelter

Close Shelter

Resident Services

Communication with Operations
Center

Break Down

2.1 |As community members arrive, 3.1 File copy of Registration in Purple 4.1 Pull all copies of Resident Registration
have them complete registration Binder Alphabetically, Other from Purple Binder and Turn into
forms copies go to Operations Center Operations Center, along with final

"Registration Report”

2.2 |Review registration forms with 3.2 Assigned person will complete 4.2 Carefully pull shelter signs down and

resident. Registration Report for Operations store back in the registration storeage
Center bin.

2.3 |Give resident a copy of "Shelter 33 Communicate with Shelter 4.3 Return registration supply bin and
Resident Information" & Copy of Operations via phone when Registration Manual to Operations
their Registration Form census is at 40. Maximum shelter Center for storage.

capacity is 50.

2.4 |Direct residents with special 34 Make sure residents sign-out on . 4.4 Place table and chairs back in the
medical issues or medication As reidents sign-out, erase original locations.
needs to the nurses in the information for staying over-night if
Nursery, and residents who are the resident does not plan on
especially anxious to MH coming back.

Services.

2.5 |Assigned person completes 35 Resident Roster information will 4.5 Prepare a narrative report on the
Resident Roster form from delineate the first 50 who shelter operation and submit to your
completed registration forms registered and plan on staying the Red Cross shelter supervisor.
recording who is planning on night for cots. Resident who gets Include: Shelter location, dates of
staying the night. ** Complete a cot can put their personal effects operation, summary of services
Resident Roster form in pencil. on the cot(s) they choose in the provided, problems and

Parish Hall. recommendations.

2.6 |As residents sign-out, pull 3.6 "Registration Report" is turned into
Registration's copy of Resident Operations Center at least hourly
Registration Form from purple initiatly and 2 hours before each
binder and place in back pocket meal thereafter, or as requested
of binder. Also record their time by Operations Center Volunteers.
out on the Resident Roster, and Operations uses this form to
erase their desire to stay communicate with Red Cross and
overnight if that is case. all other Shelter areas.

3.7 Turn in Registration forms for

those who have signed out (NOT
RETURNING) into Operations
Center every time you turn in
"Registration Report".




Open Shelter

Task #

Task

General

When mass care facilities are established by the Red
Cross, Disaster Health Services (DHS) is responsible
for providing quality health services and for seeing that
applicable public health standards (state, county, or
municipal) are met.

General

Disaster Health Services paid and volunteer staff
working in Red Cross shelters strive to meet the health
needs of clients and workers.

General

Disaster Health Services workers do this in part by
acting as advisors to the shelter manager and the
feeding supervisor on general health and safety issues.

RED CROSS NOTES

1.0

Disaster Health Services is also responsible for
obtaining necessary waivers from the public health
officials when compliance with official regulations is not
realistic under the circunstances.

2.0

When a nursing home or hospital evacutaes to a Red
Cross shelter, provide separate space to accommodate
its people, supplies and equipment. The responsibility
for the care of the patients rests with the staff of ther
institution. The Disaster Health Services coordinator will
serve as a liaison between the shelter and the
institution's staff. The staff of those institutions must
continue to be present and provide the usual care that
they give to their clients.

3.0

When the shelter population has many medical cases
or many people with spcial problems requiring more
than the usual gare that the DHS personnel can
provide. DHS in consultation with Administration should
contact local public health authorities and inform them
that public health intervention is needed, or request that
they establish a temporary infirmary.

4.0

The Red Cross cannot operate a facility during a
disaster that would require licensure during non-
disaster times. It is important to keep in mind that
the health of the community is the responsibility of
the local public health authority, not the Red Cross.

5.0

The responsibility for providing medical and nursing
care rests solely with the local public health department.







Operate Shelter

Task #

Task

General

Think and plan from now to 48 hours out

1.0

Determine the health needs of all shelter occupants and
arrange to meet those needs. This work includes:

14

Assessing and referring the seriously ill and injured for
health care.

R,

Treating minor illnesses and injuries.

1.3

Looking for unreported health problems of shelter
occupants and taking necessary action to care for these
problems.

1.4

Assisting with arrangements for lost prescriptions.

3.0

Be aware of any persons who have a communicable
disease, isolate them from the rest of the shelter
occupants as needed, and report noticable trends in
illness to the local health department.

3.1

Work with registration staff to enlist their help in
referring people who may have health problems to DHS.

4.0

Maintain regular communications with the shelter
manger and shift leader

5.0

Arrange for health care for infants, the elderly, or
persons with disabilities.




6.0

Arrange for medical coverage by a physician, as
needed.

7.0

Determine any needs for special dietsd (including
formula and baby food for infants) and ensure that these
needs are communicated to the feeding supervisor.

8.0

Assess the number and type of injuries and the age of
the population affected, and plan preventive
interventions.

9.0

Prevent pre-existing health problems from getting
worse.

10.0

Establish contact with local health-cares agencies,
including the Health Department.

11.0

Refer persons to the Family Service or Disaster Mental
Health Services function or community resources as
necessary.

12.0

Establish communication with other health care
providers.

13.0

Follow up on care that has been provided and on
referals that have been made to ensure that needs have
been met.

14.0

In coordination with the shelter manager and feeding
supervisor, arrange for inspections of the shelter by
public health officials, including:

14.1

inspections of food service areas

14.2

inspections of rest rooms

14.3

inspections of health care areas

15.0

Ensure that conditions are sanitary in the shelter. Keep
the shelter manager advised about these conditions.

16.0

Work with the shelter manager or other administrators
(shelter logistics) to ensure the security of all medical
supplies and eqguipment.

17.0

Provide 24-hour medical coverage for the shelter
occupants.

18.0

Maintain appropriate Disaster Health Services records.

19.0

Maintain open communication with Disaster Mental
Health Services to ensure that common health and
mental concerns are being addressed in a collaborative
manner.




Close Shelter

Task # Task

1.0|Transfer medical records as instructed by the
shelter manager and DHS technical supervisor.

2.0|Follow shelter logistics procedures regarding
supplies and equipment.

3.0|Prepare thank-you list of other voluntary
organizations, vendors, and staff to be thanked
or recognized.

4.0|Forward all volunteer staff lists to shelter
operations for recognition and chapter capacity
building.

5.0(Prepare a narrative report on the shelter operation
and submit to shelter operations / your Red Cross
shelter supervisor. Include:

6.0|Prepare a narrative report on the shelter operation

and submit to your Red Cross shelter supervisor.
Include: Shelter location, dates of operation,
summary of services provided, problems and







Open Shelter
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