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A. Introduction

The following guide is written for personnel involved in community and Region 4A care and shelter operations. This document is primarily intended for use during the preparedness phase to help guide care and shelter planning. It provides all the planning information and guidelines that are relevant for local government’s consideration before opening disaster shelters. 
Once shelters are put into operation, the best resource is the American Red Cross Shelter Operations Management Toolkit, which provides specifics on managing shelter operations. This document is available online at:

( http://www.fema.gov/pdf/emergency/disasterhousing/dspg-MC-ShelteringHandbook.pdf
B. Situation and Assumptions

PURPOSE

To purpose of this plan is to define the sheltering duties and responsibilities in the event of a natural or man-made disaster, with the goal of protecting the population from the effects of a disaster, or impending disaster, by directing the public to available shelters, performing necessary support tasks during the shelter stay, and releasing the shelter occupants when the situation warrants.

SITUATION
1. The Town could be subjected to the effects of a disaster requiring the sheltering of a significant number of people for an undetermined period of time.

2. If such a disaster occurs, shelter will be provided in pre-determined locations selected  in coordination with the Massachusetts Department of Public Health (MDPH), American Red Cross (ARC), and Medical Reserve Corps (MRC). Sites will be prepared and arranged by the local chapter of American Red Cross.

3. Need for activation of shelters will be determined by the Town and MDPH, and will be dependent on the magnitude of the disaster. The ARC has both the expertise and experience in operating public  shelters.

4. Special needs for the elderly, handicapped, institutionalized, and those with language barriers have been identified by the Town, and will be provided for as pertinent  to this Town’s special populations in residence at time of said emergency.

ASSUMPTIONS
1. Necessary shelter operations volunteers to complement ARC staff will be recruited through the MRC.

2. If necessary, the ARC will coordinate with the MRC and MDPH for additional support available from local government  agencies.

3. Designated Town shelters will NOT normally be stocked. The ARC will obtain supplies through local sources when possible.

C. Concept of Operations

ORGANIZATION

· All parties will utilize the Incident Command System (ICS). ICS is a standardized, on-scene, and all-hazard management concept. 

· The Town’s INSERT POSITION will be the liaison between the Town and the Red Cross Shelter Coordinator.

· Members of the Red Cross and MRC volunteers, recruited from state agencies or the local populace, will constitute each individual shelter organization.

· The Red Cross, MRC, and the Town’s INSERT POSITION will jointly coordinate designation of the shelters as part of this plan.

· The Town’s INSERT POSITION will coordinate outside shelter assistance requested from Town Departments and/or agencies. (Police, Sheriff, Fire, Electric etc.)

NOTIFICATION

· The Town’s INSERT POSITION will notify the Medical Reserve Corps and Red Cross Shelter Service of the need for shelter services.

· Internal MRC and Red Cross notifications will follow organizational procedures.

· The Town’s INSERT POSITION will be consulted prior to release of shelter occupants. Public safety will be a major concern in order to ensure that any remaining hazards have been identified and that shelter occupants have received adequate information for their personal protection.

COMMUNICATION

· Communication among the Town, MRC, Red Cross, and other entities will take place primarily via cellular and landline telephone. Radios or messengers may be used as alternatives when necessary or appropriate. 

· Specific contacts are provided in the Contact Information section.

EMERGENCY OPERATIONS CENTER

· Consistent with ICS, emergency operations will be managed by the Incident Commander and support staff/agencies from a central Emergency Operations Center (EOC). 

· A representative from the Red Cross and the MRC may report to the EOC when necessary to assist in the coordination of shelter operations.

· Situational or status mapping may be utilized at the EOC to indicate the location of shelters and available spaces, etc.

· A log of incoming and outgoing messages concerning shelter operations will be maintained at the EOC by the Documentation Officer.

· Coordination with other emergency services will be accomplished through the Town’s INSERT POSITION.

D. Roles & Responsibilities

INCIDENT COMMAND STRUCTURE

During an incident, the Incident Command System (ICS) and National Incident Management System (NIMS) concepts will be used to designate roles and responsibilities, and to organize available personnel. Section 1 of the INSERT NAME OF TOWN All Hazards Public Health Emergency Operations Plan further defines the individuals or agencies who will fulfill the various ICS functions.
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TOWN HEALTH DEPARTMENT AND BOARD OF HEALTH

Massachusetts law sets the responsibility for emergency care and shelter at the local level. Local government will provide or contract with recognized community organizations, such as the American Red Cross and Medical Reserve Corps, to make emergency or temporary shelter available for people made homeless by a natural disaster or other emergency. The Massachusetts’ State Emergency Plan puts local government at the first level of response for meeting the disaster needs of people in its jurisdiction. People seeking care and shelter immediately after a disaster will look first to local government for assistance. Therefore, the Town, through the Health Department or Board of Health, will:

· Designate a Town Care and Shelter Coordinator
This person will coordinate care and shelter planning and operations for the Town.

· Develop a Statement of Understanding with the American Red Cross
The statement of understanding helps to solidify the mutual working partnership between the town and the Red Cross. The Red Cross has a standard agreement for this purpose. 

· Identify and Survey Shelter Facilities
Work with the American Red Cross, school districts and other government agencies to compile an up-to-date list of pre-disaster designated shelters. 

· Ensure that Agreements are in Place
It is helpful to have statements of understanding with designated shelter sites to clarify terms of use. Work with the Red Cross to develop applicable agreements. 

· Train Staff to Operate Disaster Shelters
Work with the Red Cross to provide shelter training to town employees who will staff (and especially manage) disaster shelters.
· Provide Care and Shelter Services
Responsibility for care and shelter belongs to local government. While the hands-on management of this task is typically delegated to the Red Cross, towns will need to initially open and run shelters following a large or countywide disaster. Shelters may need an epidemiologist, for which the Town may need to request help from MDPH or the MRC. 
· Coordinate with the Red Cross and MRC
The Town Health Director, whether serving as Incident Commander, or functioning in another ICS role, will coordinate the request and allocation of resources from assisting organizations such as the Red Cross and MRC.

· Provide Public Information and Security Services
Assistance in security, inside and outside, will be coordinated with the Town Police Department, while public information concerning shelters will be coordinated through the Town INSERT POSITION. 

MEDICAL RESERVE CORPS

The Medical Reserve Corps’s mission is to improve the health and safety of communities by organizing and utilizing public health, medical and other volunteers. Through local units, the MRC can provide teams of specialized volunteer professionals to assist in an emergency. Specifically, the MRC will:

· Prepare Local Units for Deployment
In the event of a nearby public health emergency, the Town will issue notifications and requests for resources and support as necessary.

· Deploy Units to Local Public Health Emergency Sites
In accordance with Town or State requests, local units will be called upon to provide specialized skills relating to setting up, staffing, operating, and eventually deactivating shelters.

· Provide Specialized Expertise and Assistance
Specific assistance may be required for sheltering for special needs residents or animals. MRC units may be able to provide and appropriately direct volunteers with relevant expertise, such as epidemiologists.
AMERICAN RED CROSS

The American Red Cross, as mandated by Federal Law 36-ISC-3 and reaffirmed in Public Law 93-288 (Federal Disaster Relief Act of 1974), provides disaster relief in peacetime. The American Red Cross is a partner with local government in helping to fulfill government’s legal responsibility of providing care and shelter for its citizens in a disaster. The major care and shelter responsibilities of the Red Cross include:

· Provide No-Cost Shelter Training to Members of the Town
The Red Cross provides a 3-hour simulated Care and Shelter Operations Training class.

· Engage in Cooperative Care and Shelter Planning
The Red Cross will meet regularly with representatives of the town to engage in care and shelter planning and preparedness activities.
· During an Emergency, Provide Services
Be the sole provider of lodging, food, and clothing to disaster victims or persons in emergency mass care facilities. Provide food for disaster workers if normal commercial feeding facilities are not available. Provide registration and inquiry service (missing persons, etc.). 
The partnership requires that local government and the American Red Cross work

cooperatively during the preparedness phase to clarify roles and responsibilities (as outlined below). The Town may also work in cooperation with other volunteer disaster assistance organizations to provide disaster relief. However, in a major disaster where there is widespread damage, the national resources of the Red Cross may not fully mobilize until five days after the event. Until such time that the Red Cross arrives on the scene, local government will manage, coordinate, and run all shelter operations. Additional information on the Red Cross’ role in shelter operations is available in the American Red Cross’ Shelter Operations Management Toolkit.
MASSACHUSETTS DEPARTMENT OF PUBLIC HEALTH

The Massachusetts Department of Public Health (MDPH) oversees health issues and related policy across the state. MDPH responsibilities include:

· Facilitating Local Coordination
Through regional coordinators, MDPH encourages and helps towns work together on plans and resources, including those relating to sheltering.

· Providing State Direction and Expertise
In the event of a public health emergency, MDPH provides direction and guidance from the State of Massachusetts, and can serve as a liaison to other state agencies or to the federal government when necessary. MDPH may be able to provide resources requested by the town, such as an epidemiologist for shelters.
MASSACHUSETTS EMERGENCY MANAGEMENT AGENCY

The Massachusetts Emergency Management Agency (MEMA) maintains and operates the state Emergency Operations Center (EOC), monitoring emergencies statewide 24 hours a day, 7 days a week. The state EOC serves as the command and control center for the Commonwealth during an emergency. It manages and coordinates emergency response efforts and requests for aid from local jurisdictions. In relation to INSERT NAME OF TOWN public health emergencies requiring sheltering, MEMA will:

· Be Prepared to Receive Aid Requests from INSERT NAME OF TOWN
The Town will notify MEMA of emergencies requiring state aid or assistance, including requirements specifically relating to sheltering (though actual requests for sheltering support may be sent directly to the Red Cross and MRC).

· Help Coordinate Shelter Operations Between Organizations
If sheltering is required, multiple organizations, such as the Red Cross, MRC, Town of INSERT NAME OF TOWN, and others may become involved. MEMA can help coordinate activities to ensure speedy and effective operations.
E. Contact Information

This sections contains basic local, regional, state, federal, and organizational contact information that may be needed in the event of an incident requiring sheltering operations. 
For additional contact information, please refer to Section 2, Tab A of the Town of INSERT NAME OF TOWN All Hazards Public Health Emergency Operations Plan.
LOCAL

	Contact:
	Name:
	Phone:

	Town Administrator
	
	

	Health Department Director
	
	

	Board of Health Chair
	
	

	Local MRC Unit
	
	

	[INSERT ADDITIONAL KEY LOCAL CONTACTS IN NEW ROWS]
	
	


REGIONAL (4A)

	Contact:
	Name:
	Phone:

	Medical Reserve Corps Coordinator
	Liisa Jackson
	508-625-1141

	MDPH Coordinator
	Archana Joshi
	781-828-1310


STATE

	Contact:
	Phone:

	Massachusetts Emergency Management Agency (MEMA)
	508-820-2000

	Massachusetts Department of Public Health
	617-624-6000


FEDERAL

	Contact:
	Phone:

	Centers for Disease Control
	770-488-7100

	Federal Emergency Management Agency
	202-646-2500

	Department of Homeland Security
	202-282-8000


ORGANIZATIONS

	Contact:
	Phone:

	Salvation Army (Canteen Services)
	617-542-5420

	American Red Cross Berkshire County Chapter, Pittsfield
	413-442-1506 

	American Red Cross Cape Cod Chapter, Hyannis
	508-775-1540 

	American Red Cross Central MA Chapter, Worcester
	508-595-3700 

	American Red Cross Greater Beverly Chapter, Beverly
	978-922-2224 

	American Red Cross Hampshire County Chapter, Northampton
	413-584-8887 

	American Red Cross Massachusetts Bay Chapter, Boston
	617- 274-5200 

	American Red Cross Merrimack Valley Chapter, Merrimack Valley
	978-372-6871 

	American Red Cross North Central MA Chapter, Leominster
	978-537-3339 

	American Red Cross Pioneer Valley Chapter, Springfield
	413-737-4306 

	[INSERT ADDITIONAL NON-PROFIT ORGANIZATION CONTACTS IN NEW ROWS]
	


F. Shelters and Resources

This section provides detailed information on designated shelters, including their locations and capabilities. Resources to support the shelters, such as schools, hospitals, lodging, food/water/supply sources, animal shelters, and more are also provided. 
For additional local resources, please refer to Section 2, Tab A of the Town of INSERT NAME OF TOWN All Hazards Public Health Emergency Operations Plan.
DESIGNATED TOWN SHELTERS

	INSERT SHELTER A NAME

	Description:
	INSERT

	Address:
	Contact:
	Phone:
	Capacity:

	INSERT
	INSERT
	INSERT
	INSERT


	INSERT SHELTER B NAME

	Description:
	INSERT

	Address:
	Contact:
	Phone:
	Capacity:

	INSERT
	INSERT
	INSERT
	INSERT


[To add additional shelters, copy one of the above tables and paste it into this space.]
ADDITIONAL NEARBY SHELTERS

	Name:
	Contact:
	Address:
	Phone:

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


SCHOOLS

	Name:
	Contact:
	Address:
	Phone:

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


HOSPITALS

	Name:
	Contact:
	Address:
	Phone:

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


LODGING

	Name:
	Contact:
	Address:
	Phone:

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


WATER, FOOD AND OTHER SUPPLIES

	Name:
	Contact:
	Address:
	Phone:

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


FOOD SERVICE

* Insert local or regional support agencies such as church kitchens, etc.
	Name:
	Contact:
	Address:
	Phone:

	Salvation Army
	Canteen Service
	33 Myrtle Street, Waltham
	781-894-0413

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


ANIMAL SHELTERS

	Name:
	Contact:
	Address:
	Phone:

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


TRANSPORTATION

* Insert local or regional support agencies that may be needed to supply transportation assistance such as Council on Aging, schools, etc.
	Name:
	Contact:
	Address:
	Phone:

	MBTA
	Main Number
	Regional
	617-222-3200

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


OTHER FACILITIES

	Name:
	Contact:
	Address:
	Phone:

	[INSERT ADDITIONAL SITES IN NEW ROWS]
	INSERT
	INSERT
	INSERT


G. References

LOCAL

· Town of INSERT NAME OF TOWN Public Health Emergency Operations Plan 
· Town of INSERT NAME OF TOWN Public Health Continuity of Operations Plan
· Town of INSERT NAME OF TOWN Public Health Emergency Dispensing Site Plan
· Town of INSERT NAME OF TOWN Comprehensive Emergency Management Plan
[Insert additional local references as needed]
STATE

· FACT SHEET: How Emergencies are Handled in Massachusetts, Massachusetts Department of Public Health
FEDERAL

· U.S. Public Law 4, 58th Congress, January 5, 1905

· U.S. Public Law 93-288, Disaster Relief Act of 1974

· Statement of Understanding - FEMA and National Red Cross, January 22, 1982

OTHER
· American Red Cross Shelter Operations Management Toolkit
(http://www.fema.gov/pdf/emergency/disasterhousing/dspg-MC-ShelteringHandbook.pdf) 

H. Checklists

The following checklists include some of the most important planning and response considerations that should be attended to. In general, the importance and applicability of these considerations will depend on the anticipated duration of an incident requiring sheltering. For this reason, it may be helpful to address both “short-term” and “long-term” contingencies in plans and procedures related to these and other considerations.
Pre-Emergency (Before) Considerations
	(
	EMERGENCY DISPENSING SITES
Public health emergencies may require both sheltering and mass prophylaxis. If the same facility is designated as both a potential shelter and an emergency dispensing site, it must be large enough to handle both functions simultaneously and separately. 

	(
	COMMUNICATIONS
Building walls can substantially weaken cellular telephone signals. If shelter activation and operations plans rely on cellular communication, an on-site test of signal reception should be performed. 

	(
	PETS/ANIMALS
Residents may be unwilling to move to shelters if it requires parting with pets. Plans must be developed for caring for animals and their families.

	(
	SPECIAL NEEDS RESIDENTS
Residents with disabilities may not have the ability to move to a shelter, or even understand sheltering instructions. Residents with language difficulties may also require special attention. A plan or procedure should be developed for reaching out to these groups.

	(
	SPECIAL POPULATIONS
Colleges, nursing homes, prisons, hospitals are examples of facilities that may house a large number of a atypical residents who may still sheltering services and information. Plans or procedures should be developed for contacting and addressing these groups.

	(
	TRANSPORTATION
Some residents may not have the means to get to a shelter. Residents without a car or access to public transportation will need special assistance. A plan to transport such residents should be developed.

	(
	SANITATION/INFECTION
Shelters increase the risk of disease transmission, making sanitation and infection control a critical priority. A plan should be developed to ensure adequate supplies, personnel, and procedures are in place to mitigate against this threat. 

	(
	TRAINING/EXERCISES
To ensure key personnel and agencies understand the sheltering plans and procedures that are in place, staff should be appropriately trained. Exercises will further establish the Town’s readiness. The Red Cross and MRC can be contacted for support and involvement.


Trans-Emergency (During) Considerations

	(
	NOTIFICATION
Notifications and aid requests to state agencies and volunteer organizations should be made as soon as feasible. 

	(
	DURATION
If possible, a determination should be made as to whether the sheltering requirements will be short-term (<2 days) or long-term (>2 days), as this will affect planning for supply, sanitation, and other needs.

	(
	SECURITY/SAFETY
The Town Police Department should be called in to provide security inside and outside shelters. The police may also be needed to manage traffic on nearby roadways. Safety at the shelter must be made a priority (fire extinguishers, rules on noise and weapons, etc.)  

	(
	PUBLIC INFORMATION
Information on location and availability of shelters must be communicated to the public in a clear and timely manner, using appropriate channels (radio/TV/in-person/PA/reverse 911)

	(
	SPECIAL POPULATIONS CONSIDERATIONS
Plans and procedures developed to handle animals/pets, special needs residents, residents without transportation, and special populations should be implemented.


Post-Emergency (After) Considerations
	(
	RELEASE
Residents should be safely released from shelters in an orderly way. Staged releases across multiple shelters may ease congestion and chaos. 

	(
	RESTORATION AND CLEANUP
Standing stocks of shelter supplies should be replenished, and the site should be returned to pre-emergency condition.

	(
	AFTER-ACTION ASSESSMENT
Based on lessons learned from the incident, a written or verbal assessment of desirable physical shelter or shelter planning improvements should be made and acted upon.


I. Position Descriptions

The following position descriptions cover the basic and essential staffing needs of a shelter. Depending on the size of the shelter and extent and duration of its use, a number of additional positions will be necessary. Position descriptions provided in this section include:

· Shelter Manager

· Shift Supervisor

· Registrar

The American Red Cross Shelter Operations Management Toolkit offers additional position descriptions to meet such needs. It is available at:

http://www.fema.gov/pdf/emergency/disasterhousing/dspg-MC-ShelteringHandbook.pdf. 
Position: Shelter Manager
Activity: Sheltering 

Possible Work Site(s): Shelter Site(s) 

Job Summary
The Shelter Manager 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. 

Major Tasks 

· Establish contact with facility representatives and activate the building when ready. 

· Ensure the general condition of the facility has been assessed and any pre-existing damage is noted. 

· Establish and maintain contact with supervisory unit. 

· Project staffing and other support requirements for the next 48 hours. 

· Coordinate recruitment of additional personnel. Encourage the involvement of shelter residents as workers. 

· Organize and brief staff. Ensure that all positions are staffed. 

· Ensure local affiliated and non-affiliated workers are used to the fullest extent by providing support, training, evaluation and inclusion with the visiting workforce. 

· Evaluate and provide for appropriate developmental/mentoring opportunities for assigned staff. 

· Complete work performance evaluations for all staff in work unit, as appropriate. Obtain technical review from the appropriate reviewer. 

· Order start-up supplies and equipment and request any support needed through Department of Health, MRC or other designated representative. 

· Assess feeding options and discuss recommended solution with Incident Commander and Logistics Chief. 

· Direct Administration Chief to establish a shelter log. 
· Ensure proper shelter identification both inside and outside of the shelter.  
· Ensure Department of Health Services has staff at shelter. 

· Develop a schedule for feeding, lights out, shelter rules and information board for all residents to view. 

· Promote and environment that eliminates discrimination, harassment or favoritism of any sort and adheres to the zero tolerance policy. 

· Resolve staff conflicts and/or recognize when a conflict must be referred to a higher level. 

· Model appropriate behavior and treat all workers with respect and dignity at all times. 

· Organize and facilitate staff meetings as appropriate. 

· Seek guidance from supervisor as necessary and appropriate. 

· Maintain a professional appearance and attitude. 

· Follow and implement requests and direction received from supervisor. 

· Support and implement decisions made by disaster operations management. 

· Monitor and support the quality of service delivery and morale of the workforce in order to achieve the mission statement of disaster services. 

· Ensure clear and concise communication flow between the Incident Commander and the workforce. 

Specific Qualifications 
· Good analytical skills and strong communication (written and verbal) skills including effective listening skills. 

· Strong leadership in a team environment. 

· Ability to manage multiple priorities and tasks simultaneously. 

· Adapt to change, negotiate compromise and tolerate ambiguity. 

· Organize work activities, delegate work and directly supervise a diverse work unit, including volunteers and employees. 

· Ability to objectively evaluate and appropriately document workers’ performance. 

· Competently use computer resources to support work unit. 

· Ability to professionally interface and negotiate with external organizations and internal colleagues. 

· Strong team building skills. 

· Ability to conduct staff meetings and delegate tasks. 

· Ability to manage multiple priorities and tasks simultaneously. 

· Ability to promote, develop and maintain productive and amicable working relationships with diverse individuals and groups, including peers and supervisors. 

· Sensitivity in human interactions to diversity and inclusiveness. 

· Must be flexible and adaptable in various situations and work settings, including weather conditions, cultures and geographic areas for extended periods of time. 

Life Experience Examples 
· Customer Service Supervisor.

· Hotel Supervisor. 

· College Dormitory Supervisor. 

Physical Requirements 
· Ability to sit or stand for long periods of time. 

· Ability to adapt to long, irregular hours and frequent schedule changes. 

Position: Shift Supervisor (ICS – Operations Chief)
Activity: Sheltering 

Possible Work Site(s): Shelter Site
Job Summary
The shift supervisor oversees the shelter staff and guides their work in the absence of or as the designee of the shelter manager. The shift supervisor ensures that the needs of clients are met in the shelter setting. 

Major Tasks 
· Supervise shelter staff; conduct staff meetings. 
· Work with other groups such as the MRC, American Red Cross and the overall Incident Commander in order to ensure smooth operations. 

· Maintain contact with supervisory unit or relief operation headquarters. 

· Ensure that major events are recorded in shelter log. 

· Ensure that feeding operations are running smoothly by interacting with feeding personnel (supervisor, if appropriate). 

· Ensure that proper shelter identification is posted inside and outside shelter. 

Specific Qualifications 
· Ability to handle multiple demands at once. 

· Ability to supervise diverse staff. 

· Ability to work independently in order to resolve issues. 

· Must have strong team building skills. 

· Ability to delegate tasks and conduct staff meetings. 

Life Experience Examples 
· Supervisor in residential facility, university housing. 

Physical Requirements 
· Ability to stand and/or sit for long periods. 

· Ability to get around shelter sites. 

Position: Registrar (ICS – Administration Chief)
Activity: Sheltering 

Possible Work Site(s): Shelter Site
Job Summary
The Registrar is responsible for ensuring that all clients entering or leaving the shelter go through the registration process. 

Major Tasks 
· Create registration area, allowing enough space for a waiting area. 

· Send copy of Registration Log to Incident Commander 

· Maintain log for those residents entering and leaving the shelter. 

· Maintain shelter census and report information to the shelter manager at appropriate intervals. 

· Recruit shelter residents to assist with registration if needed. 

· Refer persons with illness or injury or those with special medication or diets to Health Services. 

· Interact with clients to determine needs and refer appropriately. 

· Seek guidance from supervisor as necessary and appropriate. 

· Maintain a professional appearance and attitude. 

· Follow and implement requests and direction received from supervisor. 

· Exhibit good stress reduction skills. Strive to encourage an environment for the unit that minimizes the stress level as much as possible under the disaster conditions. 

Specific Qualifications 
· Ability to organize processes in the midst of chaos or uncertainty. 

· Ability to gather information from individuals in difficult circumstances. 

· Ability to read; communicates effectively verbally and writes legibly. 

· Ability to manage multiple priorities and tasks simultaneously. 

· Proficiency using computers. 

· Ability to promote, develop and maintain productive and amicable working relationships with diverse individuals and groups, including peers and supervisors. 

· Sensitivity in human interactions to diversity and inclusiveness. 

· Must be flexible and adaptable in various situations and work settings, including weather conditions, cultures and geographic areas for extended periods of time. 

Life Experience Examples 
· College registrar. 

· Administrative assistant. 

· Event Planner. 

Physical Requirements 
· Ability to sit or stand for long periods of time. 

· Ability to adapt to long, irregular hours and frequent schedule changes. 
Logistics Section Chief: INSERT





Safety Officer: INSERT





Branch Support: INSERT





Administration Section Chief: INSERT





Public Info / Liaison Officer: INSERT








Documentation Officer: INSERT NAME/POSITION





Planning Section Chief: INSERT





Operations Section Chief: INSERT





Incident Commander: INSERT





NOTE: 


This diagram should be prepared by the Health Director in conjunction with the Town Manager, Fire Chief, Police Chief, and other key personnel.


This diagram addresses only the sheltering aspect of an incident.


By agreement, positions may be directly filled by local ARC or MRC representatives.
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