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MASS CARE AND SHELTER HANDBOOK

Introduction

This handbook provides direction in establishing a standard shelter operation in
the City of Santa Monica. Mass Care includes sheltering, mass feeding, bulk distribution
of necessities, providing disaster welfare information, household pet care and
sheltering, medical and health support, and transportation. In Mass Care, there will be
a need to accommodate the general population which to a varying degree will have
proportions of children and adults with medical needs, disabilities, and access and
functional needs. Accommodations for all populations will need to be considered and
integrated into every aspect of planning, preparedness and response.

Before, during and after an incident, different agencies and departments in the
City of Santa Monica will assume roles to support mass care operations. The City of
Santa Monica’s responsibilities in mass care include preparedness, as well as, response.

The City will constantly maintain a working relationship with the American Red
Cross of Santa Monica, engaging the chapter in preparedness planning for the City. The
City also identifies and surveys potential shelter facilities and ensures updated
agreements with these facilities. Along with securing possible shelter facilities, the City
trains its staff to operate these facilities. The American Red Cross provides shelter
training, as well.
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ROLES

Roles of Agencies and Organizations Supporting Mass Care

City Agencies
The extent of city resources is widespread.

e Santa Monica Office of Emergency Management (OEM)
o OEM is responsible for organizing and directing
preparedness efforts.
o OEM also staffs key positions in the Emergency Operations
Center (EOC) during major events, and works with public,
private, and nonprofit agencies to coordinate assistance
and disaster relief following large-scale incidents.
o All logistical needs will be accessed through the EOC.
e Santa Monica Fire Department
o Provide support to ensure fire safety in emergency
shelters.
o Coordinate with the Emergency Medical Services (EMS)
Agency to assign assets to larger emergency shelters,
whenever possible.
e Santa Monica Police Department
o The police department’s role does not change, even in a
major catastrophic emergency. The department remains
responsible for the protection of life and property.
o Requests for police department resources should be
routed through the EOC.
o The Police Department will be tasked with providing
security in all shelters.
e Santa Monica Animal Control Services
o The department of Animal Control Services is responsible
for caring for household pets and livestock brought to the
shelters by the affected population.
e Santa Monica Community Recreation
o Inthe event of a disaster, the agency makes its parks and
facilities available to relief and disaster agencies for uses
of evacuation centers or mass care shelters.
o Ina widespread disaster, Community Recreation personnel
may be used to assist staff from the relief agencies.
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Santa Monica Human Services Division
o Ina widespread disaster, Human Services personnel may
be used to assist staff from the relief agencies.
o Human Services personnel may be tasked with identifying
and accommodating those with access and functional
needs.

Partnering Agencies
Partnering agencies may also be relevant for supporting local government’s mass care

response.

Office of Emergency Management

Santa Monica — Malibu Unified School District
o As per the standing Memorandum of Understanding
(MOU) with the American Red Cross, SMMUSD is prepared
to assist in matters related to the use of its schools in
providing mass care.
American Red Cross of Santa Monica
o The American Red Cross is the lead care and shelter
provider under the National Incident Management System
(NIMS).
Emergency Medical Services Agency
o Inthe event that local EMS is taxed, we rely on county
EMS agencies for support.
Los Angeles County Department of Mental Health
o The county Department of Mental Health can support
mental health needs in a shelter with resources including
personnel and material.
Los Angeles County Department of Public Health
o The county Department of Public Health can support
public health needs in a shelter with resources including
personnel and material.

City of Santa Monica



RESOURCES

Resources Supporting Mass Care

City Resources
City resources will be readily accessible upon request. To access any of these, requests

should go through the EOC.

e Hospitals
o Saint John’s Health Center
Address: 2121 Santa Monica Blvd.
Santa Monica, CA 90404-2091

Telephone: (310) 829-5511

Website: www.newstjohns.org
o Santa Monica UCLA Medical Center and Orthopaedic
Address: 1225 15" Street

Santa Monica, CA 90404
Telephone: (310) 319-4029
Website: http://www.uclahealth.org

o Venice Family Clinic
Address: 604 Rose Avenue
Venice, CA 90291
Telephone: (310) 392-8630
Website: www.venicefamilyclinic.org

e Community Resources
o Salvation Army Santa Monica Corps
Address: 1533 4" Street
Santa Monica, CA 90401
Telephone: (310) 451-1358
Website: www.salvationarmy.org
- Through its various local organizations, and with
the assistance of divisional headquarters, the
Salvation Army Southern California Division serves
Los Angeles County, including Santa Monica.
- The Salvation Army provides the following services
to individuals and families:

Office of Emergency Management
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= Mass care feeding (including mobile kitchen
units)

= Sheltering

= Clothing Distribution

= Counseling

= Assistance in home cleanup for seniors and
people with access and functional needs

o WISE and Healthy Aging

Address: 1527 4" Street, 2™ Floor
Santa Monica, CA 90401

Telephone: (310) 394-9871

Website: www.wiseandhealthyaging.org

o Westside Food Bank

Address: 1710 22" Street

Santa Monica, CA 90404
Telephone: (310) 828-6016
Website: www.westsidefoodbankca.org

o Meals on Wheels West

Address: 1823-A Michigan Avenue
Santa Monica, CA 90404

Telephone: (310) 394-5133

Website: www.mealsonwheelswest.org

o Ocean Park Community Center (OPCC)

Address: 1453 16™ Street
Santa Monica, CA 90404-2715
Telephone: (310) 264-6646

Website: WWwWw.opcc.net

o Neighborhood Organizations

Office of Emergency Management
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Ocean Park Association (OPA)

Wilmont, Wilshire/Montana Neighborhood
Borderline Neighborhood Group

Pico Neighborhood Association

Friends of Sunset Park

North of Montana Association (NOMA)
Northeast Neighbors
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SHELTER OPERATIONS

Reception

e Reception personnel will register and track people entering a shelter and
permanently leaving a shelter.
e Forms are provided to accurately keep track of all records.

Sheltering

Shelter Sites

e Primary and secondary shelter sites — In opening disaster shelters, local
jurisdictions should differentiate between primary and secondary shelter

sites.

o Primary shelter sites — They can handle a large number of
the affected population in shelters, and are accessible for
access and functional needs. Primary sites receive priority
status when there is a need to open disaster shelters, thus
a significant pool of primary sites is preferred.

o Secondary shelter sites — Secondary sites do not meet all
criteria, yet they may be advantageous for neighborhood-
based sheltering and, with some modifications, can fully
accommodate people with access and functional needs.

e Other types of potential shelter sites
o Non-Traditional

Office of Emergency Management
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Mega-shelters — These shelters are large, non-
traditional facilities and are often generally used
for public assembly.

Open-space shelter sites — An open-space shelter is
an open-land area where the displaced population
may congregate to receive services to meet
immediate needs and have space for emergency
sheltering.

Faith-based Organizations — These organizations
will aid the community in the event of a disaster by
providing family sponsored sheltering with




congregation members, as well as the
organizations’ facilities.

o Staff shelter sites — These shelters are for response
personnel and family members.

o First responder mobilization centers — These staging and
sheltering sites are primarily used by personnel from law
enforcement, fire service, public works, military, and/or
out-of-state support.

o Household pet shelters — Separate household pet shelters
should be placed near the public shelters if possible.
Appropriate supplies and trained staff should be provided.
The layout of this shelter should be designed to meet the
needs of the household pet population.

Establish Shelter Organization Support Structure

Public Information
MANAGEMENT Safety
Liaison
OPERATIONS PLANNING LOGISTICS FINANCE
- Registration - Information - Food Services -Financial Records
- Medical Services - Situation Analysis - Personnel & - Workers Comp
- Mental Health - Action Planning Volunteers - Timekeeping

- Recreation

- Child Care

- Access and
Functional Needs
- Animal Services
- Security

- Documentation
- Demobilization
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- Support Services
- Equipment and
Supplies

- Communication
- Computers and
Audio/Visual

- Facilities

- Sanitation

- Transportation

- Donations

- Vendor Contracts
- Purchase Orders




Shelter Floor Plan Option

Entrance
Health Services
Medical Observation
Medical Sick Area
. Reception/
Child Play Area Computer Registration Area
Station

Recreation Area

Television Area

Client Services

Client Dormitory Space

Feeding Area

Supply Area

Staff Break Area

Shelter Management
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Shelter Support Locations

Each of the following locations supports an emergency shelter in operation. Though it
will be difficult to identify the shelter layout up front, ensuring there is enough space for
all resources and discussing auxiliary rooms to house the following activities is
important, especially for larger shelters.

e Client Dormitory Space: Any enclosed large room or open area with firm ground
not otherwise committed to disaster activities that could be used to shelter
clients in a dormitory setting. Anticipate metal cots on a mat or tarp to protect
the floor.

o Staff Break Area: A space separate from client dormitory areas where staff can
go to take a break during the shift.

e Health Services Area: A location within or near the shelter where Disaster Health
Services can setup a DHS station. The space should be private enough to conduct
client interviews and exams.

e Maedical Observation Area: A location within or near the Health Services area to
allow for a long term direct observation of one or more clients, as well as enough
space for additional cots.

e Medical Sick Area: Clients who have been treated by DHS and who have been
identified as having an infectious illness should be reasonably isolated from the
rest of the general population.

e Supply Area: Some supplies can be stored in or near the feeding area, but a
separate location for storing additional cots, blankets, snacks, water, beverages,
and shelf stable meals is ideal.

e Reception/Registration Area: Many small shelters can simply have registration
in an entryway to a dormitory. Larger shelters may need a specific area for
Registration, such as a lobby.

e Shelter Manager’s Office/Desk: Small shelters may only require a single desk,
medium shelters need an office or private room, and larger shelters need a
Manager’s office and shelter leadership conference table.

e Feeding Area: The ideal feeding space should include enough space to setup a
feeding line, a single location where snacks and beverages will be at all times,
and a location separate from the dormitory where clients can sit and eat. It may
be helpful to discuss with the facility partner whether tables, cooking facilities,
or supplies would be available for borrowing or pay back.

e Recreation Area: Clients will need a place other than the dormitory for games,
television, and outdoor recreation, including an outdoor smoking area

e Child Play Area: Child play area should be at or near the Recreation area for
clients to observe their children and should ideally provide enough space for at
least half of the children in the shelter.

e Client Services Interview Area: The room should have enough space to interview
approximately 5% of the sheltered clients at any given time.

Office of Emergency Management 10
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Operations

Prior to Opening the Shelter
e Have the building inspected — Ensure a building inspector clears the
facility for use as shelter.
e Establish communications — Establish communications between the city’s
EOC and the shelter or agency providing direction to the shelter.
e Request resources — Request necessary resources from the Logistics
Section of the EOC.

Opening the Shelter
e Coordinate operations and logistical needs with the EOC.
e Coordinate to receive resources and supplies.
e Document operations — Keep records on all activities and expenses
incurred by shelter operations.

Shelter Demobilization

Shelters should remain open until multiple shelters are consolidated, and the affected
population is moved closer to evacuated areas and can return to their homes or other
arrangements for housing are made.

Administrative Records

e The shelter management should keep accurate administrative records,
including personnel and time; tracking of food, supplies, and repairs; and
other expenses incurred by the emergency shelter operation. Review of
FEMA reimbursement policies and requirements should be made and
supported appropriately.

e Discussions should occur during planning phases to identify what types of
administrative records will need to be shared through EOCs. Also, Non-
Governmental Organizations (NGO) may have protocols that need to be
considered.

e The Care and Shelter Branch in the EOC will collect after-action reports
from all shelters.

e Mass care personnel must plan for a method of tracking and registering
each person initially entering and permanently leaving a shelter,
including dates of arrival and departure. Additionally, provide a sign-
in/sign-out process for shelter residents, as they leave and return during
the day (Example forms are available in the back).

Medical and Health Support
Healthcare issues will arise in shelter facilities; therefore, support for access to adequate
healthcare services is important. Appropriate EMS representatives will be staffed at the

Office of Emergency Management 11
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shelter at all times. It is also necessary to maintain records on all health incidents and
related actions taken.

Safety and Security

Maintaining security for shelter clients is a critical component of shelter operations. The
Santa Monica Police Department remains responsible for the protection of life and
property. The Department will be tasked with providing security in all shelters.
Requests for Police Department resources should be routed through the EOC.

Access and Functional Needs (See page 15 for additionaly AFN information)
e Seniors and people with disabilities
e People who are medically fragile or dependent
e Limited English language proficiency
e Unaccompanied minors
e Unaccompanied adults requiring care

Environmental Health Services

The quality of life in any shelter environment with large numbers of people living in
close quarters will be affected. Shelter planning should consider the environmental
factors that may affect the overall health of shelter residents. This includes issues like
the condition of the facility, food safety, sanitation, drinking water, and sleeping areas.

Spiritual Care

Develop a process for accepting qualified and appropriate staff for support of spiritual
care in shelters. The process should include criteria for appropriate staff credentials,
management of this function, and accessing support, when needed.

Transportation

During the period in which the shelter is in operation, some people will require
transportation to the shelter, as well as door-to-door transportation from the shelter to
non-emergency medical and other appointments. In addition, people with access and
functional needs may need paratransit assistance.

Communications to Shelter Residents in a Shelter Environment

Shelter personnel must plan for the collection, communication, and distribution of mass
care information. This includes providing information to shelter residents about the
disaster and about available relief services available, as well as information to support
reunification (See Disaster Welfare Information page 13).

Social and Personal Needs for Shelter Residents

Given a significant disaster event, the affected population will begin to work toward
recovery while in the shelter. Shelter personnel should plan to coordinate with external
agencies and services via the Operations Section of the EOC to help meet the personal
needs of the shelter residents.

Office of Emergency Management 12
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Mass Feeding

Reporting Needs

Report initial feeding needs to the Logistics section of EOC. Mass care personnel are
responsible for reporting to the EOC a daily count of the number of meals prepared and
distributed, number of fixed and mobile feeding sites/routes, and the projected number
of meals required. In addition, uncooked food product quantity consumption rates and
resupply requests should be considered and coordinated with onsite logistics planning
efforts for future meal plans.

Local Stockpiles

Community Based Organizations, schools, business, hospitals, non-profits, non-disaster
feeding programs, and Faith Based Organizations have existing stockpiles of food, water,
and medical supplies that could be used for a distribution program, whether managed
directly or by the independent organization. An assessment of available resources will
help to identify the key resources needed in affected areas and the identification of the
most-needed items.

An assessment of available community programs will also help to identify which areas
and demographics have the greatest need or are underserved during non-disaster
times. These same areas will likely have the greatest demand when a Bulk Distribution
plan is activated.

Local retailers and wholesalers may have additional stock locally maintained that could
also be available for distribution. If there are disruptions to infrastructure, plans should
be in place to coordinate the procurement of these resources through the Logistics
Section of the EOC.

Disaster Welfare Information

Information Services/ Public Information

® |t is critical to provide updated information on the current disaster to
shelter residents. Computers and televisions need to be accessible and
visible for shelter population to stay updated on the impact of the
disaster and reunification.

® There are numerous systems available to assist in the connection of
separated family members, such as the Red Cross Safe and Well web site
(www.safeandwell.org).

® Other independent reunification programs or systems may appear at the
time of a disaster. Considerations should be given to whether these
systems are confidential and reliable.

® Due to family conflict and domestic disputes, some victims may not want
to register on such information systems. In a disaster setting, these

Office of Emergency Management 13
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resources should never be required for registration, nor should
registration data be openly searched for disaster welfare inquires.

Reunification

During an evacuation, the focus is on supporting immediate emergency need; thus,
reunification may not be a priority until after the initial movement of the affected
population is complete. Reuniting unaccompanied minors who are separated from their
parents/guardians, and adults requiring care who are separated from a required
caregiver, will be the priority.

In some cases, Los Angeles County will establish local Family Assistance Centers. Family
Assistance Centers provide reunification services at designated locations through the
following methods:

® Arrange for communication capabilities so the affected population can
make contact via telephone or Internet.

® Use public information outlets to disseminate available assistance and
reunification program information in various formats and languages to
accommodate people with disabilities and/or limited English proficiency.

® Many private-sector organizations or Non-Governmental Organizations
(NGO) may support reunifications through various resources.

Office of Emergency Management 14
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ASSISTING PEOPLE WITH ACCESS AND FUNCTIONAL NEEDS

Seniors and People with Disabilities

® Maintain critical services — This includes items, such as durable medical
equipment, consumable medical supplies, essential medications,
communication access, and personal assistants.

e |dentify transportation access and functional needs — People with
mobility impairments may require accessible transportation.

e |dentify access and functional needs during shelter registration — Use the
Health and Human Services (HHS) Initial Intake and Assessment Form to
identify needs that older or disabled people may have for special
assistance.

® Provide individualized shelter orientation — Shelter orientations help
people with access and functional needs adjust to the shelter
environment. A shelter can be especially challenging for those with visual
impairments due to “landmarks” (i.e., cots, tables and chairs) that may
have been moved day-to-day.

® Shelter accessibility — Pre-identify shelters that meet the accessibility
standards that will enable people who have access restrictions to
function with greater independence.

® Provide basic communication — Ensure that people with communication
barriers receive and understand all shelter announcements.

® Medications, supplies, and equipment — Physically disabled people may
have less opportunity to access their personal items and emergency
medical supplies before evacuating their home to disaster shelters. Only
nursing or health services can dispense medication within the shelter.

® Privacy Area — Create a section of the shelter that is separate from the
general shelter residents for use as a privacy room for medical or other
personal needs.

® Alternate care locations — In cases where entire group homes or care
facilities evacuate to a public shelter, consider making smaller,
alternative facilities or a separate area within the shelter available. Care
facility staff can then evacuate to the alternate facility and continue to
maintain care of the affected population outside of the mass care
environment.

Office of Emergency Management 15
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People Who Are Medically Fragile or Dependent

® (Caregivers and equipment — People dependent on life-support
equipment or home healthcare will need to bring the equipment and/or
personal support they receive at home to the shelter with them. If
necessary, an area of the shelter may be sectioned off to provide privacy.

® Back up generators — Pre-identify shelter sites with backup generators.

® Shelter isolation area — Designate a separate room or space within the
facility for people who have health concerns (i.e., asthma, multiple
chemical sensitivities, allergies, people with compromised immune
systems, or cancer).

Limited English Language Proficiency
Mass care staff should be aware of and responsive to language and cultural difference.

® Bilingual Assistance
® Alternative format materials

Unaccompanied Minors
Following a disaster, unaccompanied minors may become separated from their families.
Reunification of families, especially those with minors, should be a priority.
® Unaccompanied children should be tracked in shelters for the purpose of
family reunification.
® Provide a secure and supervised location for the child.

® Consider mental health support for children.

Unaccompanied Adults Requiring Care
Following a disaster, unaccompanied adults requiring care may become separated from
their caregivers. Reunification with caregivers should be a priority.

e [f an adult requiring care arrives at the shelter without a caregiver, obtain
as much information about the caregiver (i.e. name, phone number, and
last known whereabouts).

® Consider mental health support for these adults, as needed.

Office of Emergency Management 16
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HOUSEHOLD PET SHELTERING

Many mass care shelters do not permit household pets. The City of Santa Monica
departments will work closely with Santa Monica Animal Control Services, the American
Red Cross, and others to develop pet friendly shelters. Santa Monica Animal Control will
be the lead agency in establishing pet friendly shelters. Service animals are not
considered household pets and must remain with their owners at all times.

Office of Emergency Management 17
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SHELTER POSITION CHECKLISTS

Shelter Manager

Position: Shelter Manager
Supervisory Level

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 the 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
o Establish contact with facility representative and activate the building when
ready.

o Ensure a shelter agreement is completed, the general facility has been assessed
and any pre-existing damage is noted.

o Establish and maintain contact with supervisory unit (EOC).

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

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

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

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

o Evaluate and provide for appropriate development/mentoring opportunities for
assigned staff.

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

o Order start-up supplies and equipment and request any support needed through
Material Support Services or other designated representative.

o Assess feeding options and discuss recommended solution with supervisor and
Food Services supervisor.

o Establish a shelter log.

o Ensure proper shelter identification both inside and outside of the shelter.

Office of Emergency Management 18
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Ensure that the Welfare Information and Individual Client Services copies of
shelter registration forms are forwarded to headquarters or other designated
location.

Ensure Emergency Medical Services has staff at shelter.

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

Promote an 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 as 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 manager and the
relief operation workforce.

Shift Supervisor

Position: Shift Supervisor
Supervisory Level

Activity: Sheltering

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

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
o Supervise shelter staff; conduct staff meetings.
o Work with other constituency groups, such as Material Support Services and
Staff Support Services, in order to ensure smooth operations.
o Maintain contact with supervisory unit or relief operation headquarters.
o Ensure that major events are recorded in shelter log.
o Ensure that feeding operations are running smoothly by interacting with feeding
personnel (supervisor, if appropriate).
o Ensure that proper shelter identification is posted inside and outside shelter.
o Delegate tasks.
o Conduct staff meetings.
Office of Emergency Management 19
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Registrar

Position: Registrar
Non-Supervisory Level

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

®)
®)

O

o O O O O

Create registration area, allowing enough space for a waiting area.

Use the Disaster Shelter Registration Form (Form 5972) to record information
about clients entering the shelter.

Send copy of Registration Form to both Welfare Information and Disaster Health
Services.

Maintain log for those residents entering and leaving the shelter.

Maintain a shelter census and report this 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
Disaster 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.

Dormitory Management Associate

Position: Dormitory Management Associate
Non-Supervisory Level

Activity: Sheltering

Possible Work Site(s): Shelter Site

Job Summary: The dormitory management associate ensures that sleeping areas are
appropriately chosen, set up and equipped with all necessary items.

Major Tasks

Office of Emergency Management
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Designate space for sleeping areas that is appropriate, considering separate
areas for families with children, the elderly or other unique situations.

Set up cots and, if possible, place two blankets on each cot.

Ensure that set up allows for those individuals with disabilities or those who
need other forms of support.

Ensure space is available to distribute comfort kits and other appropriate items.
Seek guidance from your supervisor as necessary and appropriate.

Maintain a professional appearance and attitude.

Follow and implement requests and directions received from your supervisor.
Exhibit good stress reduction skills. Strive to encourage an environment for the
unit hat minimizes the stress level as much as possible under the disaster
conditions.

Plan use of space while considering various possibilities.

Feeding Associate

Position: Feeding Associate
Non-Supervisory Level

Activity: Sheltering

Possible Work Site(s): Shelter Site

Job Summary: The feeding associate prepares and serves food for clients in the shelter
environment.

Major Tasks

o Establish a beverage and snack canteen service as soon as possible after shelter
opens.

o Prepare and/or serve food following safe food handling procedures.

o Ensure that the canteen and feeding preparation area are kept clean and
sanitary at all times.

o Keep accurate count of meals and snacks served and submit to Supervisor at
established reporting times.

o Seek guidance from supervisor as necessary and appropriate.

o Maintain a professional appearance and attitude.

o Follow and implement requests and direction received from supervisor.

o 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.

Office of Emergency Management 21
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Information Associate

Position: Information Associate
Non-Supervisory Level

Activity: Sheltering

Possible Work Site(s): Shelter Site

Job Summary: The Information Associate keeps shelter clients and staff informed and
aware of recovery matters.

Major Tasks

o

O

Post shelter identification and information outside and inside the shelter, as
appropriate.

Ensure that signs are replaced as they deteriorate.

Brief other shelter staff so that they are prepared to answer client questions.
Arrange for a television or radio and a daily newspaper, if possible, so residents
can get information about current disaster conditions.

Work to dispel rumors.

Remove all interior and exterior signage when the shelter closes.

Office of Emergency Management 22
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CONTACT INFORMATION

If there is an emergency, dial 9-1-1.
Report an in-progress, life-threatening emergency.

Department/Organization

Phone Number

Santa Monica Police Department Dispatch

(310) 458-8491

American Red Cross

(800) 733-2767

American Red Cross of Santa Monica

(310) 394-3773

Santa Monica — Malibu Unified School District

(310) 450-8338

Emergency Operations Center

(310) 458-4601

Management Section

Management/EOC Liason

(310) 458-4618

Management/PIO — Breakout Room

(310) 458-5989

Operations Section

Operations — EPWM

(310) 458-4615

Operations — Fire

(310) 458-4617

Operations — Police

(310) 458-4611
(310) 458-4612

Logistics Section

Logistics/Resources

(310) 458-4609
(310) 458-4619

Logistics/Facilities

(310) 458-4608
(310) 458-4610

Logistics (Care/Shelter/Transportation/Red Cross)

(310) 458-4616
(310) 458-4613

Finance Section

Finance/Procurement

(310) 458-4603
(310) 458-4604

Finance/Personnel

(310) 458-4607
(310) 458-4605

Planning Section

Planning and Intel/Sit Stat

(310) 458-8062
(310) 458-4618

Planning and Intel/Advance Planning

(310) 458-4601
(310) 458-4602

Planning and Intel/Documentation/Demobilization

(310) 458-4606

Office of Emergency Management
City of Santa Monica
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MASS CARE FORMS

e HHS Initial Intake and Assessment Form

e PsySTART Triage Tag

e American Red Cross Disaster Shelter Registration Form (Form 5972)
e Shelter Log Form

Office of Emergency Management 24
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INITIAL INTAKE AND ASSESSMENT TOOL - AMERICAN RED CROSS - U5, DEPARTMENT OF HEALTH AND HUMAN SERVICES

Diata/Tima: Shalter Mame/Clty/State: DRO Mamalg:
Family Last Mama:

Does the family need language
Primary language spoken in homes: asalatancelnterpreter?:

Mames/agesigendars of all family members present:

H abon and weser 18, locaton of pa of kinfpaerligusndian: B unkneen, oty steliss manages & interywer initil hese:
Home Address:
Cllent Contact Numbear: Interviewer Name |print name):
|NmALNTARE Cinoie to be taken [inciude CHLY name of affeated family
rembar
1. Do you need assistance hearing me? YES { NO|F Yes, consult with Disaster
Health Services (HS).
2. Will you need assistance with YES I MO |F Yes, notify shelter manager
understanding or answering these guestions? and refer to HS.
3. Do you have a medical or health concemn or]YES / MO K Yes, stop interview and refer
need right now? to HS mmediately. If life

threatening, call 911.

4. Observation for the Interviewer: Does YES! NO |If life threatening, call 911.
|the client appear to be overwhelmed, If yes, or unsure, refer
disoriented, agitated, or a threat to self or immediately to HS or Disaster
others? Mental Health (DMH).

5. Do you need medicine, equipment or YES { NO|F Yes, refer to HS.

electricity to operate medical equipment or
other items for daily ving?

§. Do you normally need a caregiver, personal | YES / MO Yes, ask next question.
assistant, or senvice animal? If Mo, skip next question_

7. Is your caregiver, personal assistant, or YES { MO|F Yes, cicle which one and
|service animal inaccessible?
8. Do you have any severe environmental, YES { MO|K Yes, refer to HS.
food, or medication allergies?
9. Question to Interviewer: Would this YES / NO|K Yes, refer to HS or DMH. *If client is uncertain or unsure
person benefit from a more detailed health of answer to any question, refer
or mental health assessment? to HS or DMH for more in-depth

evaluation.
— —
HE Yot u Ho v DMH Y& o Ho o IndBrelewsr in

STOP HERE! 5103

|A 2 BIETANCE AND 3UPPORT INFORMATION
Hawe you been hospilaized of Unger Me care afa | YES / MO |F Tes, list reasarn.
pinysician in ihe past monin?

D you have a condition that requires any spedial YES { NO |i Yes, list potential sources i

medical equipment/supplias? (Epl-pen, diabetes available.

supplies, respirator, oxygen, dalysis, ostomy

supgplles, eic. )

[ATE yOU presenty recelving any benenis YEG /WD |1 TEes, ISt lype and Denet

(Medicare/Medicald) or 8o you have other heaith numbers) i available.

Insurance coverage?

IIEnu:ATm; _Cirols | Autions to be taken Commanits

Do youu take any medicationis) requiarty? YES | MO |if Mo, skip to the queshions
regarding hearing.

When did you last take your medication? LiatedTime.

Wihen are you due for your next dosa? Liatel T ime.

D you have the medications with you? YES | MO |1 Mo, \0enily Megcanons and

s for replacement.

Hwvsicn fa of B-2-08 L] Il intuis snd Aamswersst Too!



IHITIAL INTAKE AND ASSESSMENT TOOL - AMERICAN RED CROSS - U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES

IMPORTANT] HEDMH INTERVIEWER EVALUATION

er- Has the person besen abie D
and make choices?

express hisfher nesds

YES I MO

HEARING Cirds  [Actionc to be taken Commantt

Do you use a heanng aid and 0o you have it YES | MO |11 Te5 i SRTeer, a5k Mie Neid TN

with you? questions.

If Mo, skip next hao questions.

[iEthe hearing aid working? YES | MO |11 o, iently polental resources
Iforrq:lmnen‘r.

Dio you need a battery? ?EJNGH:FE.MWHM

replacement.

Dio you need a sign language interpreter? YES I MO [If Yes, identify potential resources
Jin conjunction with sheler
manager.

Fiow 00 you DESTt COMMANICALE WIth Oters T gn language’? Lip ready Use a

Y7 Other (explain).

[WIEIONIHAHT Cinpds _ [aotions to be taken Commanic

o yoU Wear prescrnphon QEasses and 0o you YES { NO |if Yes fo elther, a5k next question.

hawe them with you? It Mo, skip the next question.

[T you have dincully Seeing. even Wit YES | MO |IT M, skip Me remaining

glasses? [Wision/Sight questions and go io
| catvities of Dally Living section.

Dio you wse a white cane? ¥ES | MO | Tes, 25k next gqueston.

If Mo, skip the next question.

Dio you have your white cane with you? YES / MC [IT Na, identify potential resources.

replacement.

Do you need assistance getting around. even YES | MO |11 Tes, colaborate with s and

with your white cane? chelter manager.

[ACTIVITIER OF DAILY LIVING _Cirgle__| Ak all quostions In category. Commenis

Lio you need help gelting dressed, bathing, YES { NO |IT Yes, specity and explain.

eating, toileting?

Lio you have a family member, mend or YES { MDY It Mo, consult shelter manager o

caregiver with you to help with these activities? determine if general population
Ishelter is appropriate.

[0 you need Nelp MOV arcund o geting m | TES ¢ MO |17 Tes, explain.

and out of bed?

o you rely on a mobility Gevice SUCh a5 a cane,] e 1 WO |17 N0, Skip Te nest queshon.

walker, wheelchair or transfer boand? ‘i, st

Do you hawve the mobility Gevicelequipment with | TES { MG [1HG, rently priental resources

you? [for replacement.

HUTRITION Cirsle [Aoticns to be taken Commanis

Do you wear dentures and do you have them YES I ND 1 peotential

with you? rescurces for replacement.

Are you on any specal dief? YEG / WO |11 Tes, 1=t specal iet and noty
[feading staff.

Dnynuhaueanydlergbﬁmfuocﬁ es, bst =

If Mo or uncertain, consul with HS, OMH
and sheker manager,

Grusciion io Indsrviewsr- Can Sis sheler provide the
assistances and support reeded?

YEG ! NO

If Mo, colisboraie with H3 amd sheber
manager on altemative sheftering
joptions.

———————————————————————————
HAME OF PEREOM COLLECTING INFORMATION:

[HE! DhiH Sigrature:

Dabe:

[rE———

el o e presi o = reatmae or chnical exeminetion, ar roan o e Paperwerk Raducrion Aot mder S CF R 1130 MRS

B il Tacilidin: Fodasl sganci conducteg o puonmon g cobsctions of i resstion by e of fass waly, i long as fam b an

Tha mrhrity far collscing this inftrmation ie42 USC 300k5-117k) (4] Your Sidons of i ixfrmasan involuntary. Tha priscipsl purposs of i collction 10 sppoprissdy i, o peovids s s i, yoo
Tha privary routos o of tha ixkrmson provided nces Sisdomos i SgeRcy contTackon wia & prisrming & servics slasd i ths collaction, i madical faclite, sos-aguacy Sealthoars workcen, &ad i s8ar
factaral agerciis i [acikists et s sarinancs, wnd i S ferics Dpmrsast in e avnt of Wbgubon. Fooviding B fomestion reqpsssnd sl s i m Eroparty taging 7o o providing S eascs & yol

RMwvimizn fa of B-20-08
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PsySTART Triage Tag

PsySTART" Disaster Mental Health/Human Services Triage System

- |

NAME Age
CURRENT
LOCATION
HOME ADDRESS
[PRE-EVENT)
EXPRESSED THOUGHT OR INTENT TO HARM SELF/OTHERS? -EE D:
YES NO
FELT OR EXPRESSED EXTREME FANIC?
B ]
FELT DIRECT THREAT TO LIFE OF SELF and/or FAMILY MEMEER? YES NO
IF YES, CIRCLE ALL THAT APPLY ASOVE ANDVOR LIST BELOW: " Bm
SAW /HEARD DEATH or SERIOUS IMJURY OF OTHER? YES NO
IF YES, CIRCLE ALL THAT APPLY ABOVE AMIVOR LIST EELOW:
B ]
DEATH OF PARENT. SIBLING, FAMILY FRIEND, PEER, PET or OTHER SIGNIFICANT 7 YES YES YEE NO
IF YES, CIRCLE ALL THAT APOLY ASOVE AMDIVOR LIST EELOW: [ | [ |
worrece mmeoiare| T [
LOSS FAMILY
RECEIVED PHYSICAL IMJURY or ILLMESS TO SELF or FAMILY MEMBER?
F YES. CIRCLE ALL THAT APDLY ABCVE ANDVOR LIST BELOW YES  NO
B ]
TRAPPED or DELAYED EVACUATION? YES NO

FAMILY MEMEER CURRENTLY MISSING OR UNACCOUNTED FOR?

PsySTART™

IF YES, LIST BELOW: E O
HOME NOT LIVABLE? YES MO | CONFIRMED EXPOSURE/CONTAMINATION TO AGENT? YES NO
L1 [ | Fves. LisT AcenTisy ]
INDIVIDUAL WITH DISABILITY? ‘E EI
Te=—5 DE-CONTAMINATED? YES NO
SPECIAL HEALTHCARE MEEDS? O] Ij 1 [
== | RECEIVED MEDICAL TREATMENT FOR YES MO
UNACCOMPANIED MINOR? ] = | EXPOSURE/CONTAMINATION? (e.g. ANTIBIOTIC, ANTIDOTE ETC)  [] [
PARENT OF CHILD UNDER 187 ¥ES N0 | HEALTH CONCERNS TIED TO EVENT (EXPOSURE)? E NO
]
SEPARATED FROM IMMEDIATE FAMILY DURING EVENT? E IN__jl
MO TRIAGE FACTORS IDENTIFIED ves [l

PsySTART-

Do not distribute without permission.

@2002-2008 Marritt D. Schraibar, Ph.D. (mschreiben@mednet.ucla.edu) www_ psystariorg
CONFIDENTIAL INFORMATION: DO NOT RELEASE

B
|




American Red Cross Shelter Registration Form (Form 5972)

AMERICAN RED CROSS Incident / DF. Number & Name:
SHELTER RECISTRATION FORM Shelter Name:
Please print all sections Shelter City, County Parish, State:
Family Mame (Last Mame): Total family members registerad:
Total family members sheltered:
PreDisaster Address (City Post-Disaster Address ([f different) (City St Zip). | ldenfibcaton verified by (Record fype of
[5tate/Zip): I, if none, write none):
Home Fhone: Cell Phone Ot Primary Langnape: If primary langFuage is
Method of Transportation: not Enghshl:rleaseaim any family
If personal vehicle—plate #/Smte: e £
(for securify purposes only)

INFOFMATION ABOUT INDIVIDUAL FAMILY MEMBERS (for additional names, use back of page)

Grender Fm /Cot | Amval | Departore | Departing? Relocaton address amd
Mame (Last , First) Aze | (M) # Date Date phone

Are you required by Law to register with amy state or local government agency for amy reason?
O Yes O No If Yes, please ask o speak o the shelter manager immediately.

I acknowledge that I have read/been read and understand the Fed Cross shelter rules and agree to abide by them

Sipmamre Diate:

CONFIDENTIALITY STATEMENT

American Fed Cross genemally will not share personsl information that yon have provided to them with others without youor
agreement In some ciroumstances disclosure conld be required by law or the Fed Cross could determine that disclosure woald
protect the health or well-being of its clients, others, or the commmmity, regardless of your preference.

Below, please mitisl if you agree to release mformation to other disaster relief, voluntary or non-profit crganizations and/or
Eovernmental agencies providing disaster relief

I agree to release oy information o other disaster relief vohmtsry or non-profit organizations
I agree to release oy mformation o governmental agencies providing disaster relief

By sizning here I acknowledgze that I have read the confidentiality statement and understand it.

Sipmamre Diate:

Shelter Worker Signanre

After registration, each family should go through the Shelter Initial Intake Form to detenmine if further assistance or acoommodation
is needed.

For Bad Cross Use Cmby Form 5872 Rew 0207
( Comry Diistritrution — —
]Shnhwmmmih\izu{:n I.Iu.ﬁnmﬁmmqﬁlmﬂ 1 S.M@Mt




Shelter Log Form

DR # Page #
DR Name:
SHELTER LOG for
(location):
LOG ENTRY Follow-up Action
Date | Time (show name of person making entry; Required or
Taken

use additional lines as needed)
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