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 TEMPORARY HOUSING / SHELTER EXPOSURE INVENTORY FORM

	Facility
	     
	Date
	     

	Location
	     
	
	


	This document addresses exposures and controls relating to existing and / or temporary shelters to assist in disaster response.  Please adhere to the controls as described within this document.

	OPERATIONAL INFORMATION


	The temporary facility should adhere to all building codes applying to physical and life safety protection requirements.

	The temporary shelter should be approved by local fire/government officials for shelter occupancy usage.

	When prompted by a local, state, or federal government agency to create the temporary shelter, the organization should sign a contract holding the organization harmless for temporary services rendered.

	The temporary shelter should not exceed its occupancy capacity limit. The number of beds provided should be equal to the number of temporary residents housed.

	The shelter should prohibit cooking by temporary residents.

	The shelter should prohibit hot pots and hot plates.

	The shelter should prohibit the use of electrical extension cords.

	The shelter facility should be staffed 24/7.

	The staff to consumer ratio should be in accordance with the state’s permanent shelter requirements.

	The staff employee additions should be specifically trained to handle an emergency / crises.

	The shelter facility should be adequately staffed for day care operations (where provided).  

	There should be adequate procedures in place to monitor the children and the children’s care.

	A security program should be provided for the shelter (security guards, etc.).

	Paid or volunteer employees should be required to sign a waiver release form that holds the organization harmless of any liabilities while off premises.

	Where transportation is provided, vehicle operators should be properly qualified (Motor Vehicle Record Checks, driver selection criteria).  No temporary residents should be required to drive organizational vehicles. 

	Medications should only be dispensed by individuals with proper qualifications and training.

	Medical services should only be conducted by individuals with proper qualifications and training.

	Privacy issues should be discussed with temporary residents at the time of orientation.  Proper procedures should be in place to ensure privacy and gender separation needs are implemented in necessary situations.

	

	FIRE PREVENTION AND EMERGENCY PROCEDURES

	A formalized Emergency Evacuation / Crisis Management Program should exist.

	All fire extinguishers should be readily available and provided with a current service contract.

	Smoking in buildings should be prohibited.  Outside designated areas should be available.

	All commercial cooking equipment should be adequately protected with an automatic fixed fire suppression system.

	Battery-powered smoke detectors should be inspected weekly for proper operation.

	Exits should be clear from debris and storage.  All exits should be properly labeled with illuminated exit signs.  

	The Emergency Evacuation Plan should be reviewed with all temporary residents upon arrival.

	A sufficient number of trained personnel should be designated to assist in a safe and orderly emergency evacuation.

	A procedure should be provided to identify persons with permanent / temporary disabilities requiring special evacuation / emergency assistance.

	The emergency procedures should include an annunciation system (or similar system) for notification for all temporary residents.

	A documented weekly facility inspection program should be conducted.

	LOSS CONTROL MANAGEMENT

	A written policy should be enforced addressing individuals under the influence of illegal drugs or alcohol.

	A formalized policy should be in place addressing shelter visitors.

	A temporary resident identification system should be in place.

	A formal policy should be established to determine who has left the temporary shelter.

	Violence, abusive behavior, aggressive behavior, endangering behavior should be considered zero tolerance offensives.  


The information and suggestions presented by Philadelphia Indemnity Insurance Companies in this loss control technical resource form are for your consideration in your loss prevention and risk control efforts. They are not intended to be complete in identifying or reporting on every possible or significant hazard at your premises, preventing possible workplace accidents, or complying with all of the local, state or federal health & safety related laws or regulations. The material enclosed within this loss control reference source is intended and encouraged to be altered or redesigned by you to specifically address your hazards.


