RULES FOR SHELTER

GUESTS AND STAFF

(Note:  These are general rules and procedures for the shelter.  Once a facility is selected, there should be more specific instructions provided on operations taking into account the features of the facility such as emergency exits, fire alarm systems, sprinkler systems, kitchens, bathrooms, laundry facilities, etc.)  

Rules for Guests

Guests can register beginning at 7 pm.
Drive-up guests may be allowed if the security person feels comfortable with the situation.  

Guests may also be brought in by law enforcement, social services, or ministerial agents.  Law enforcement officers have been asked to check the prospective guest for alcohol, drugs, and weapons before they arrive at the shelter.

Guests will provide identification and registration information upon entering the shelter.

No alcoholic beverages or non-prescription narcotics or controlled substances will be allowed into the shelter.

Guests will be NOT be allowed to maintain control of prescription medications.  If a guest has prescription medications, the host or security officer will put the medication in a plastic baggie, mark it with the guest’s name, and store it in a safe place to be returned in the morning.  If a guest must keep one dose of the medication to take during the night, the guest must take the medication in view of the security person or host. Staff should not dispense medication to the guests.

Guests and staff should know that any sharing, giving, accepting, selling, or buying of controlled substances will result in permanent ban from the shelter and immediate report of the violation to law enforcement.  It is a felony to even “give” controlled substances to another person.

Staff may require a potential guest to submit to a chemical test for alcohol before being admitted.  In this case, anyone with a reading of more than .04% BAC may not enter.

No guest may enter the building with a firearm.  

Guests who possess knives, pepper spray or mace, or impact weapons must turn those over to the host or security person.  They will be returned the next morning.  The security officer will take such weapons from the guests at check-in and place them in a plastic baggie, and mark them with the guest’s name.  The security officer will transport the weapons to the shelter and place them in the lock box.  Weapons will be returned the next morning.

No tobacco use is allowed in the facility.  There are no accommodations for smoking.

If a guest chooses to leave the facility at night, the guest may not return during that same night.  This rule includes going outside to smoke.  Should a guest leave the facility at night on foot or by vehicle, shelter staff will notify the Jackson County Sheriff’s Office by calling 586-1911.  This is not to suggest that the guest be picked up by law enforcement, but to let law enforcement know that there may be someone moving around in the area that has no place to stay.

Guests are expected to treat staff, other guests and the facility with dignity and respect.

The security officer on duty is in charge of the facility and will make final decisions about any matter that arises.  Security officers may call any of the people on the emergency procedures list if they need advice or assistance.  The security officer on duty may conduct frisk searches on any guest or check inside any bags or luggage when the officer feels that it is necessary.

No violence or violent language will be tolerated.  One offense is cause for a permanent ban from the shelter.

No profanity or abusive language is allowed.  No language designed to be racially or sexually intimidating or harassing is allowed.  

Devotions will be held every night and guests are encouraged to participate
Guests are expected to straighten and clean their sleeping areas before leaving the shelter.  Guests are expected to clean up after themselves in common areas of the shelter.

Single males and females must sleep separately to the extent possible. Married couples and families are allowed to sleep together as space allows.  Married couples must show proof of marriage to be allowed to sleep together. (Drivers licenses, of identification with the same last names or similar documents are sufficient). Males may not be in female sleeping areas without supervision by the security officer or host. Females may not be in the male sleeping areas without supervision by a security officer or host.

No guest may sleep outside the shelter whether inside a vehicle or out.  Guests must remain within the sight and/or control of the security officer unless special permission is received from the officer.

For the safety of other guests and staff, females who are the plaintiffs in domestic violence situations or have recently been assaulted or threatened by a partner in a marital or dating relationship will be referred to REACH of Jackson County for housing.

A guest may be asked to leave the shelter for violation of any of these rules.  Acts of violence or violent language may result in a permanent ban for one offense.  Other violations of rules may result in temporary bans that may be from one day to 90 days.

Rules for Staff

Staff at the shelter are expected to treat guests with dignity and respect and to show Christian hospitality even while enforcing the rules of the shelter.  

Staff are expected to undergo training on shelter operation, specific shelter information about procedures and guests. Staff are also expected to participate in training on interacting with people who have a mental illness or abuse drugs and alcohol. 

The security officer will arrive at 6:45 PM to  process and check guests in.
The security officer on duty is in charge of the facility and will make final decisions about any matter that arises. Security officers may call any of the people on the emergency procedures list if they need advice or assistance. The security officer on duty may conduct frisk searches on any guest or check inside any bags or luggage when the officer feels that it is necessary.

Security officers are responsible for enforcing all rules.

Staff including hosts and other volunteers will arrive at 6:45 pm.
Staff will prepare coffee and snacks prior to opening.  

Staff will review the logbook for an update on incidents since the last time they worked or special notes or instructions from the Director.  Staff will sign in with the time they arrived in the “Workers” section of the log book.

Host(s) will present a devotional.  Guests are encouraged to participate.  

Lights out is at 11 p. m.

Before guests are allowed to register, the security officer will ask for identification and ask the following questions:

1) Do you have any alcoholic beverages with you?  (If so, advise the guest that they may not bring alcoholic beverages into the shelter—provisions need to be made to allow guests to dispose of alcoholic beverages—this does not mean standing outside and finishing them off.

2) Have you been drinking?  (conduct a breath test if necessary)

3) Do you have any firearms with you?  (If yes, explain the rule against firearms in the shelter and send the guest away.  NEVER STORE A FIREARM ON SHELTER PROPERTY OR ON YOUR PERSON FOR A GUEST). Notify the Sylva Police Department as soon as possible.

4) Do you have any knives, pepper spray, mace, tear gas, club or other impact weapons with you?  (If yes, explain that the guest may turn the weapon(s) in to you for safe-keeping.  Tag the weapon(s) with the guest’s name (or put it in a plastic baggie and write the guest’s name on it.  Store the weapon(s) in lockers or other secure area.

5) Do you have any prescription or non-prescription medications with you? (If yes, take the medication and seal it in a plastic baggie marked with the guests name and store it in a secure place for return in the morning.  If the guest has to take the medication at night, explain that they guest may keep one dose, but must get up and take the dose the view of the security officer.  Explain that any selling, giving, sharing, accepting, or buying prescription of any controlled substance from another person is a felony, will be reported to law enforcement, and will result in permanent ban from the shelter.

6) (For women) Are you here because you have been assaulted or threatened by a husband, boyfriend, or other male companion?  (If so, explain that you will help the guest solicit the services of REACH and notify REACH and/or the Jackson County Sheriff’s Office as soon as possible).
7) Are you here because you have been assaulted or threatened?

8) Read the rules to new guests and have them sign the rules.
9) Assign the guest sleeping space.
While staff members are encouraged to offer friendship and emotional support to guests, staff members MAY NOT give guests money or personal favors. Providing transportation for guests while on-duty or immediately before or after duty hours is prohibited. Guests who have special needs for food, clothing, transportation, medical or mental health treatment should be referred to the Director.

Dating or sexual relationships between staff and guests will not be tolerated and in some cases, may be prosecuted.

Male staff will address needs of male guests. Female staff will address the needs of female guests. No staff member should ever be in a room alone with any guest regardless of gender.

Staff are here to provide shelter and encouragement not counseling. Refer guests to professional counselors and agencies when needed. 

Staff members may not carry firearms while on duty unless:

(1) They are currently certified law enforcement officers within their own jurisdiction;

(2) They are retired law enforcement officers who have maintained their training and are allowed by federal, state, and local laws to be armed;

(3) They have secured the approval of the security officer to carry a firearm while on duty.

Arguments or Disturbances Among the Guests

Most of the time, merely asking those involved what is going on tends to diffuse the controversy.  Otherwise, a brief discussion and a sensible suggestion may be in order. The guests are normally happy to have a place out of the cold and are not willing to jeopardize their placement by engaging in disorderly behavior. Details of any arguments, including the names of those involved should be recorded in the log and phoned in at the end of your shift.  

If a situation appears to be getting out of control or weapons are displayed call 911. It is the responsibility of the security officer to handle these situations.  
EMERGENCY PROCEDURES

DIAL 911

FOR MEDICAL, POLICE, AND FIRE EMERGENCIES

Sylva Police Department – 586.2916

Jackson County Sheriff’s Office Non-Emergency – 586.1911

REACH if Jackson County – 631.4488

Mike Abbott Shelter Manager – 631.9322 or 226.2969 (Cell)

United Christian Ministries – 631.0317

Department of Social Services – 586.5546

Community Table 586.6782

An emergency is a situation requiring immediate action to protect health and property.  Handle and emergency at the shelter as you would deal with one at home –at the shelter you have more resources.  Please read these procedures so that you will be prepared. 

1) STAY CALM

· You aren’t alone in handling the situation.  The guests may be able to assist.  You can call 911.
2) ASSESS THE SITUATION

· Before calling for help, quickly determine the nature of the emergency.

· In case of injury, call 911 and then take action to prevent further injury while waiting for help to arrive.  Generally, it is best not to move an injured person unless his current position is harmful.

· In case of fire, call 911 immediately!  Get everyone out of the building.  Do not try to fight the fire until the building is evacuated.  TAKE THE LOG BOOK WITH YOU WHEN YOU LEAVE THE BUILDING.

· Have the guests gather in one place outside, and check the log book to see if everyone is out.  Notify firemen of your findings quickly.
3) CALL THE SHELTER DIRECTOR

· Once the situation is under control, call the Shelter Director to report what happened.  The Director will determine what further action, if any, is required, and may come to the shelter to relieve you or to assist in resolving the situation. 
4) THE LOG BOOK

· Every night, volunteers record in the log book the names of the guests staying in the shelter, incidents, and notes that need to be passed on to other volunteers.
· The log book is a way volunteers document incidents and communicate with one another and with the shelter coordinators.  It is a good idea to read the notes made in the log over the last several days in order to find out if there are any ongoing issues that you should be aware of.

· The log book is the place to record any incidents you think should be known to the next volunteers and to the coordinators.  The log book should also be used for suggestions about ways to improve the shelter, observations about particular guests, notations regarding supplies needed, and so forth.  The shelter directors read these notes at least once a week and can either act on them or communicate the comments to others such as the social service agencies of the guests.  Of course, the volunteer should call one of the directors immediately if there is a serious problem with a guest.

· Write everything noted above in the log book and sign you name(s) at the bottom of the page.

· If nothing happened just leave messages that you shift was uneventful.

 
