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In order to open a shelter to support the evacuation of citizens a number of steps must be taken in the proper order to insure the shelter is ready in time and is properly supported and staffed.

1. The Emergency Management Coordinator (EMC) must first try to determine if the evacuee numbers will surpass the 25 family figure, which the Red Cross has agreed to support through local hotel/motel agreements. 

2. The EMC is responsible for coordinating all actions necessary to open shelters in our jurisdictions and begins the process by checking the status of shelters, coordinating with Red Cross and then briefing the City Manager of the nature of the emergency, the need for shelter opening and the shelters that should be opened.

3. After approval from the jurisdictions, the EMC calls the City school, County school, Fire Chief, Rescue Captain and/or point of contact and requests that the designated shelter(s) be opened, brought to operating temperature and that a building representative be present.

4. The EMC calls the Staunton-Augusta Chapter of the American Red Cross, indicates the shelters that will be opened and request support.

5. The EMC calls the organizations tasked (City Sheriff and Police Departments) to provide security for the selected shelters.

6. The EMC calls the Health Department and requests a nurse for each opened shelter.

7. The EMC calls Social Services, as needed, and requests that Shelter Managers report to the selected shelters.

8. The EMC calls RACES and requests communications support as outlined in 4-H above. 

9. The EMC has the PIO notify the media of shelters opened and the time of opening.

10. The EMC requests that four wheel drive volunteers call the information line when needed.

11. The EMC calls the volunteer call takers to the 911 Center when needed.

12. Shelter Managers are in charge of the shelters and all other shelter workers report to them.  Shelter food, bedding and incidental support is provided by the Red Cross DOC at the request of the shelter manager.  The Red Cross shelter representative assists the shelter manager as needed and acts as the Red Cross on scene representative by keeping in close coordination with the DOC and the Red Cross representative in the EOC.
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