GUIDELINES FOR SECURITY GUARDS
JACKSON COUNTY SHELTER
1. 6:45 PM – Security Guard arrives at shelter to open the facility.
2. 6:45 - 7:00 PM – Review logbook and make initial entry.  Welcome hosts and familiarize them with Shelter Procedures and Facility.
3. 7:00 PM – Receive and register guests. Staff, hosts and guests must sign in the logbook. Add any comments, suggestions, or issues encountered during your shift into the logbook. Each guest must fill out a registration form each night they stay.  Contact Sylva PD for a sobriety test if needed.  Assign sleeping areas.  Men in main room, women/families in classrooms.

4. 11:00 PM - Lights out (breakers are located behind the mirror over the water fountain).

5. 6:00 AM - Wake up hosts & guests.
6. 7:00 AM – Make final entry in logbook and fill out timesheet.
7. Thank you for serving our community.  You are a blessing!
OTHER:

1. In case of emergency call 911.  

2. While staff members are encouraged to offer friendship and emotional support to guests, staff members may not give guests money or personal favors (including transportation). What you choose to do sets a precedent and guests will have the same expectation from all volunteers and staff.  
3. The Security Guard has final authority on shelter related issues and reports directly to the Shelter Director.
4. No tobacco policy for staff, hosts and guests inside the shelter.
5. If you have any questions you may contact the Shelter Director Michael Abbott at 828.226.2969.
