Emergency Cold Weather Shelter (ECWS)
For Families w/ Children 
Operation / Volunteer Training Manual
Thank you for warmly welcome our guests and giving yourself to helping families in need! 
Program Overview
The emergency cold weather shelter system is designed to provide a warm and secure location for sober persons who have no other place to stay overnight.  The shelter program is designed exclusively for families.  For the purposes of this program, a family may consist of parent(s), guardian(s), couples, individuals, or adult family members with children or who are pregnant. The Emergency Cold Weather Shelter (ECWS) provides homeless families with an evening snack, a safe bed for the evening, a light breakfast, and additional services as they are available in the facility providing them.   

This shelter program is necessary because there are not enough beds to support the number of homeless families in Anchorage.  Each year, an average of 1,500 Anchorage families find themselves homeless.  Some can stay with friends or family.  Others choose to stay in a hotel room until they can find a place of their own.  However, a certain number of families have no other option than to seek emergency shelter.  There are two main shelters in Anchorage that accept families:  McKinnell House, operated by the Salvation Army, and Clare House, operated by Catholic Social Services.   Often these shelters are full in the winter months.  Recognizing a need, a group of agencies began working together to develop an alternative location for families to temporarily stay.  Under Anchorage Municipal Code revised in 2010, church buildings may be used for this purpose when the outside temperature falls below a predetermined level (e.g. 45o F).  
Program Specifics: October – December 2022

As a result of a grant provided by the Municipality of Anchorage, a duplex with 10 bedrooms, common areas, bathrooms, showers, kitchens, and laundry has been made available to serve as a “single-site” facility to serve families in need of emergency shelter. With volunteers providing care for families at this facility, it will reduce impact on facilities otherwise provided by churches and eliminate the need for sheltered family members to move from church to church. This will also provide a space in which case management and housing navigation provided by RurAL CAP can take place during the day to shorten the amount of time a family may need emergency shelter. 
Most of the details in this Operation / Volunteer Training Manual apply to caring for families regardless of the facilities emergency shelter is being provided. However, where there is something specific to providing shelter in this “single-site”, the text will be italicized and bolded.
Appendix A: RurAL CAP services
2121 E. 73rd Ave.“single-site”
Appendix B: Floor Plan

Appendix C: FireWatch Policy and Procedures 

Appendix D: Evacuation plans

The Volunteer Commitment
· Volunteers are asked to commit to work at least one 12-hour, overnight shift per month. There may also be daytime shifts available to serve in the “single-site”.   
· An overnight shift will begin between 7:00pm and 10pm and will end between 7:00am and 9:00am.  Exact times will be determined by each facility.  

· Due to the unpredictable nature of the need of shelter, volunteers may be on-call for their shift.

· Volunteers will be part of a 3- or 4-member team.
· Ideally, shelter volunteer staff will work in groups of two males and two females.

· All volunteers will be screened by the facility to determine their fitness for the position.  The screening will include a background check by a nationally recognized organization.  Volunteers who are not willing to submit to a background check will not be able to participate in the program.  

Volunteer General Roles and Responsibilities 

· Set up the shelter for the evening

· Welcome guests for the evening 

· Provide supplies and a snack

· Provide escort to restroom entrances

· Spend the night or day in the shelter and see to guest comfort 
· One person remains awake on “fire watch” during the night
· Wake up guests, provide breakfast, and supervise clean-up

Homeless Families:  What to Expect
You should expect homeless families to reflect the community at large—they will run the gamut of the human condition. Some will be open and talkative.  Others will be reserved and unapproachable.  Young, old, men, women, Native Alaskans, and people of all ethnicities.  You should expect to see all combinations.   The one commonality among all guests will be their need for support.  Being homeless, especially being homeless with children, puts an enormous amount of stress on an individual and family.  Regardless of their circumstances, the people seeking ECWS should be treated in a respectful, non-judgmental manner.  We expect our volunteers to receive the same respect from our guests.  
How Families are referred to the Emergency Shelter
Families are referred to an emergency cold weather shelter for a variety of reasons. To get access to the emergency shelter, families may call AK-211 where they are instructed to call the Abused Women’s Aid in Crisis (AWAIC) crisis line: (907) 272-0100.  We use this crisis line as a referral service for homeless families because it is free and because it is one of the few staffed 24-hour crisis lines in Anchorage.  AWAIC staff – assisted by Safe Families volunteers – receives information about families seeking shelter, such as where the family is located, whether they need transportation, how many children are in the family, and a contact number if possible.  AWAIC staff also asks about domestic violence and takes appropriate action to ensure the safety of any family that may be at risk. AWAIC staff DOES NOT ask for official identification, perform background checks, consult CourtView or sex offender registries on ECWS families or any of its own clients. 
Once a family is identified through the AWAIC crisis line, the AWAIC staff member will get in touch with the appropriate contact from the partnering church scheduled to serve and the information gathered about the family by AWAIC will be communicated by phone so the facility will know who to expect. . The contact will be informed about the number of people in the party and their estimated arrival time at the facility.  The arrival time will NORMALLY within 2 hours from the time of the initial call. 
In the event that a family referred to the emergency shelter will benefit from a second night in the “single-site”, RurAL CAP will provide that information to the partnering church scheduled to serve that night as well.

Registration
All guests must be registered using the registration forms provided.  Please assign a volunteer to complete ALL of the information requested in the Cold Weather Referral/Registration Form*. This information is needed to help the family become part of the “Coordinated Entry System for Families” and move toward safe and stable housing. The process of registration and referral goes like this:

1. Family Calls AWAIC and is referred to church or “single-site” facility. When family arrives at church or other facility, their names are matched with the referral from AWAIC. 
2. After a family is settled in for the night, the volunteers email or scan and text registration forms to RurAL CAP for follow up the next morning.
Additionally, make a list of each guest for safety and evacuation purposes as requested by the Anchorage Fire Department.  Always keep this list in an accessible place.   As guests arrive and register, a tour will be provided for sleeping, recreation, and restrooms. Inform guests that the facility does not NORMALLY provide dinner but that a light snack will be provided.  A light breakfast will be available at 6:15 AM.
Safety at the Facility
If, at any time, you feel unsafe or threatened, call 911, to acquire APD assistance in dealing with or to remove the unsafe guest from the premises.  Volunteers should take turns on watch duty.  At least one volunteer should always remain awake.  One volunteer will escort guests down to a designated smoke area and restrooms as needed for safety reasons and to maintain the security integrity of other areas of the building.   The children must stay under the parent’s watchful care.  It is not the volunteers’ responsibility to watch the child while the parent is elsewhere.
If a problem develops with a guest, and you feel that you or another guest may be in danger or that property may be damaged, call 911, report the situation, and ask for assistance immediately.   If there is a fire, call 911 immediately and exit the facility to a safe area with everyone and a list of guests and volunteers.   All staff should be familiar with facility safety procedures.  
Fire Alarm and Evacuation Procedures
If the Fire Alarm is activated:

1. The staff persons on duty are in charge.

2. Stay calm, do not rush or panic.
3. Fire Watch Staff:

a.  Call fire department if location of actual fire is known.

b. Stand at door to be used for exit.

c. Guide the guests to exit and direct them to the assembly area indicated on Appendix D.

d. Do not allow guests to re-enter the building.

e. Log occurrence in fire watch log.
4. If the Fire Department is called:

a. Get guests out of the building and stay with them.

b. The Fire Department is completely in charge from the time they arrive.

IF IT IS A MAJOR FIRE, CALL Dave Kuiper 907-317-2887
Medical Emergencies

If a medical emergency develops for any reason call 911, report the incident and ask for immediate assistance. Do not transport anyone to the hospital yourself.  Do not administer any medication, even aspirin.  It is permissible to provide Band Aids to guests for minor cuts. 
There is ongoing concern regarding the transmission of the Covid-19 virus. The Anchorage Health Department defers to the CDC Guidelines for Homeless Shelter Providers (https://www.cdc.gov/coronavirus/2019-ncov/community/homeless-shelters/plan-prepare-respond.html). However, with the complexity of this document, it seems prudent to recommend that: 
· Volunteers all mask and that clients are asked to mask when in close proximity with volunteers and/or other families. Masks can be provided to churches on request.
· Meals provided to families should be eaten apart from other families that may be staying in the emergency shelter.
Welcome Packs 
Each guest receives a welcome pack and snack packs.  If guests have a special need for toiletries, please assist them to obtain these items, if available. Please ensure the door is securely locked upon exiting the storeroom you may have found these supplies in.  Soap and paper towels are available in the restrooms.

Smoking
Smoking is prohibited except in a designated area which is outside of the emergency egress area. Smokers must be escorted.   Smokers must use smoking receptacles.   Please ask guests to not smoke in any other area or throw cigarette butts on the ground.   
Personal Property
The facility cannot assume responsibility for belongings. Please always instruct guests to keep their personal items with them.  NO illegal drugs, pornography, drug paraphernalia, or weapons are allowed.

Pets
Guests must make provisions for pet(s) before entering the shelter.  No pets are allowed in the building.  However, service animals are permitted for people with disabilities and they will be housed in a separated area in the room from other visitors. 
Children
Parents are responsible for keeping track of and controlling the actions of their children. Please ask parents not to leave children unattended or allow them to wander off.  Nor can they interfere with other shelter occupants or staff.  At no time will a child be left with staff members or without parental supervision except for fire or medical emergencies.  In this emergency, two volunteers must always be with the child and visible to emergency personnel or police.  If a parent is not capable of taking care of their child, then 911 should be called immediately.  

Prohibited Items
· Alcohol

· Marijuana
· Illegal Drugs

· Un-prescribed medications
· Pornography

· Weapons of any type

Food and Other Services
Volunteers will provide snacks for guests upon their arrival if available.  Please consult your checklist for more information.  At 6:15 am, the breakfast materials will be set up.  Utilizing food handling gloves and washed hands, the volunteers will set out breakfast items (see checklist of appropriate items).  After the guests are awakened and offered breakfast, instruct them to bring their trash to the large trash bin.  
Some facilities and volunteers MAY be able to provide “other services” beyond the basics of a place to sleep and snacks to eat, such as showers and sometimes warm meals.  When this is the case, those providing “other services” should do so carefully to avoid creating any expectation that “other services” will be available in all facilities. Remember, the emergency cold weather shelter system is designed to provide a warm and secure location for sober persons who have no other place to stay overnight.  
Quiet Hours
Quiet hours are enforced in the sleeping area(s) between the posted hours – normally between 11 PM and 6 AM. However, sleeping areas should always be kept as quiet as possible as some shelter guests may work night shifts or may not feel well. Volunteers should normally sleep in an area adjacent to the sleeping area such as a hallway that gives a good view of activities.   

Cooperation/Removal from Shelter
All guests must cooperate with shelter staff, must be drug-free and sober, and follow the directives given without argument.  Failure to comply will result in removal from the shelter.  It is appropriate to call 911 if guests become argumentative and aggressive.  

Checkout
Please ask guests to help break down their sleeping areas when they vacate the emergency shelter.  Volunteers should use gloves.  Please provide guests at least 60 minutes to prepare for their departure.   Please have each guest sign the checkout form. Ensure that guests are aware of the check-out time.  While preparing for checking out, it is appropriate to ask guests to help in cleaning up their area.  Also, if floors need to be vacuumed or other cleaning needs to be done, it is appropriate to ask guests to help as they can.
Final Cleaning and Housekeeping

After the guests leave, walk through all affected areas, including bathrooms, sleeping rooms, and kitchen, and look for anything that needs to be cleaned, repaired, or replaced. Remove any remaining trash, clean and fix what you can, and leave a list of the rest for staff.  Mats should be sanitized after each use. Sanitizing cleaners, hand sanitizer, and rubber gloves will be available.  If there are any repairs needed on a mat, please attach a note to the pad indicating the issue, and let staff know.

Usually, the cleanup job will be simple and straightforward, but there may be times when a guest will have made a large mess. Please be aware that this may happen, and that you are asked to clean things up as best you can. If there are some things that you are not able to clean sufficiently please notify facility staff immediately so that it can be dealt with in a timely manner.  Once the facility is back in order, lock the building and assume that no one else is using the building.  Consult your facility checklist for specific details.  
In the case of the “single-site”, coordination between overnight volunteer staffing and RurAL CAP daytime staffing on facility condition and responsibility is essential.

Transportation

Morning transportation is coordinated through either AWAIC or CIT.  CIT will provide school-related transportation, and AWAIC will provide all other transportation.  AWAIC staff members will inform clients of this during the screening process, but please mention it again to them when they arrive.  
Non-School Transportation: If transportation is needed by a family, volunteers and/or RurAL CAP  staff are asked to gather the following information and provide it to AWAIC by calling 272-0100 after the family has arrived at the facility:

· Name of each family member to be transported

· Time each family needs to be picked up

· Ages of children and total number of people in each family

· Contact phone number of the ECWS volunteer or RurAL CAP staff making the cab reservation.
· Which building and entrance cab is expected to come to pick up family

· Destination the cab is expected to take the family to
· The cab company will follow up with a phone call to the volunteer or RurAL CAP staff member to confirm a cab has been ordered. 
· The cab company will contact the ECWS volunteer or RurAL CAP staff member when each cab is dispatched. 

School Transportation: The Child in Transition Program has a contract with Yellow Checker Cab. Their dispatch number is 907-222-2296.  Please contact them after 6:15 AM to schedule cabs for that day. You can also contact the CIT office directly after 7:15, 907-742-3833.
When scheduling the cab, let dispatch know the following:

· Student’s name(s)

· Age

· School attending

· How many boosters are needed (AK law says under 8 in a booster, under 8 but over 4’9” or over 65 pounds do not need a booster)

· Account Number: 6100 
· Which building and entrance cab is expected to come to pick up

· child/family from
· Please contact the Child in Transition Office to let us know that you have scheduled a cab.  You can call before 7:30 and leave a message or after 7:30 and talk to a person.

ASD Guidelines for Cabs
· Students in K and 1st grade cannot ride in a cab alone, they must be transported with an older child or parent. 

· Cab is for students.  If parent has children that can ride in the cab by themselves, we will transport the parent to school and a short distance after the student (s) are dropped.

· Students need to be ready and waiting 5 minutes before the scheduled pick-up time.

Any questions or concerns related to cabs can be referred to Child in Transition at 742-3833.

We typically contact Yellow if the cab is more than 10 minutes late.

Yellow Dispatch 907-222-2296
News Media
News media representatives often visit shelters during operations. All media must receive permission from the facility or program coordinator before they can access the site.  Facility volunteers should NOT determine whether media may access the site and may respectfully decline to be interviewed.  While all participating organizations should be proud of the shelter system, the priority of the shelters is to provide a safe place for guests.  The facility’s program coordinator is the individual who is best able to determine whether media interviews are appropriate.  If media members are admitted to the shelter, THEY MUST SEEK AND GAIN PARENTAL PERMISSION BEFORE TAKING ANY VIDEO FOOTAGE OF THE CHILDREN.  Guests must consent to being filmed and are free to decline. Media members must be monitored for the entirety of their visit.  
Problems and Complaints
Please direct all comments about shelter operation to the on-site volunteers or the week’s Team Leader.
Matters of Faith
Volunteers are asked to love guests and to welcome them as they are.  Please be mindful that volunteers do not aggressively preach at guests.  Aggressively preaching at guests is defined as “to corner, coerce, and force to listen as a captive audience".  However, if the visitors ask about the church, volunteers are free to share in a calm and conversational manner if the visitor is open and willing.  Volunteers should not push their beliefs on the visitor and must respect their right to not participate in religious conversations.  Volunteers should be alert to verbal and nonverbal clues that show us the visitor is not open to the conversation.    Similarly, volunteers should respect and recognize that people of all faiths may require shelter service.  
If guests want information on local churches and services, that information can be provided.  Volunteers should feel free to share information about different churches, schools, and service agencies.  Volunteers should also encourage guests to get a support network of friends, co-workers, family, or other groups that might help them with their situation.  If the visitors desire not to have any conversation about any topic, our volunteers should respect that the visitors can say "no" and should just ensure the visitor is cared for with genuine love and welcoming concern. 
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