SHELTER MANAGEMENT

OPERATIONAL REQUIREMENTS

WEATHER CONDITION DEFINITIONS & ACTIONS TO BE TAKEN 
Tornado Watch

A tornado watch means that conditions are favourable for the development of a tornado in the area and indicates the possibility of tornado development. The Shelter Manager will monitor the weather through the weather radio.  When a tornado watch has been issued, the Shelter Manager (or in his/her absence one of the other two Shelter Managers) shall ensure that they are on alert for developing warnings.

Tornado Warning

A tornado warning means that a tornado has actually been spotted or is strongly indicated on radar. When a tornado warning is broadcast, the Shelter Manger will open the shelter and place a magnetic sign on the outside of the doors stating “Shelter Open.”

SHELTER MANAGER RESPONSIBILITY

As Shelter Manager, you are responsible to the local Emergency Management Coordinator.  Call the Emergency Management Coordinator, Darcy Golliher at 620-873-9066 when you open the shelter.  You have complete authority for operating the shelter, including organizing the shelter layout and staff, and enforcing rules and procedures.  However, USD 225 still maintains control of the Dome.
Each Shelter Manager will be issued a NOAA Weather Radio to stay tuned to the weather conditions.
Only the three Shelter Managers, Fowler School Officials, dispatch, and the fire department will have the combination for the key lock-box located outside the east door of the Dome.  Open all outside entrances of the Dome to allow for citizens to enter from any direction.
AT TIME OF SHELTER ENTRY

Entry into shelter should be orderly and rapid.  The entire Dome is considered safe with the exception of the concession stand and bathrooms on the east side of the Dome.  Escort all entrants into the gym area and have them take a seat.  Have family members sit together.
People should be advised to bring into the shelter only those items which increase shelter habitability and create no extra management problem.  Family pets will not be allowed to accompany their owners.
PROCEDURES FOR SHELTER USE

Protective Actions
1. Reduce potential fire hazards by controlling smoking, keeping area free of trash, etc.

2. Disseminate pertinent information relative to the crisis situation.

3. Know how to turn off water to the building if necessary.

Shelter Operations

1. Maintain a communications log and a participant log of everyone coming in and going out of the shelter.

2. Enforce health, sanitation, and safety rules.

Operational procedures

1. Report to the local Emergency Management Coordinator on number of sheltered and the condition of the shelter and location.

2. When organizing the shelter, families should stay together.  Parents are responsible for their children.

3. If necessary, select shelter management staff from those best qualified.

Orientation of Sheltered
1. Identify and introduce (if not already done) the Shelter Management staff.  Explain their responsibilities and function.  Explain the organization and management structure.

2. Explain the policies concerning personal possessions.

3. Stress the need for sheltered to assist each other and the need for cooperation for their common health and welfare.

4. Issue instructions for the use of facilities.

5. Explain the procedures for operating the shelter.

6. Permit the sheltered to ask questions to clarify instructions.

Safety
1. Establish fire and evacuation procedures.

2. Enforce safety and fire regulations.

3. Enforce law and order regulations. Police officers, if present, will enforce regulations;      otherwise, the shelter management staff is responsible.

Health and Sanitation

1. Determine whether any of the sheltered are experienced in medical and health matters.

2. Enforce health and sanitation rules.

3. Maintain a clean and sanitary environment.

CLOSING THE SHELTER

1. Before people leave the shelter, they should be informed of conditions existing in the community and of provisions made for their safety and well-being.

2. If movement to a new shelter location is necessary, the Emergency Management Coordinator will issue necessary instructions to the Shelter Manager -- who will be responsible for organizing the movement of his or her sheltered as a group.  
SHELTER REGISTRATION FORM

Name of Shelter:




 City:


 Date:



	Name
	M/F
	Home Address
	Any Special Considerations?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


COMMUNICATIONS LOG
	Shelter Location:                                                                    Date:                                      .

	Time
	Remarks

	
	


Signature of Preparer: 
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