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Summary

GUIDANCE FOR THE PREPARATION AND

IMPLEMENTATION OF RECEPTION /CARE

PLANNING IN HOST COMMUNITIES

Recep tion and care Planning Guidance fo r  I/os I C’omm unities is a four-volume set of guidance
materials covering the preparation of local Reception/Care plans in communities which would
host large numbers of evacuees under conditions of very severe crisis or massive disaster. The
four volum es are:

Volume I. An Overview of Reception/Care Planning and Training
Guidance—introduces the available guidance covering (primarily ) host
area organization , and describes segments suitable for use in alterna-
tive t rai n i n g sessio n s.

Volume II. Planning Steps and Instructions for the Preparation of
Host Area Reception/Care Plans—this volume describes a sequence of
R/C planning steps, and provides detailed instructions for developing
a RJC plan in accordance with the Planning Format in Volume Ill below.

Volume III. Planning Format—provides the materials and forms re-
quire d to complete a detailed Reception/ Care plan for a host county or
si m ila r j u risdiction.

Volume IV. Tables of Organization and Staff Responsibilities—is a
re ference hook which charts the organization of a host county  R/ C
organization ,  a nd provides detailed jo b descriptions for each position
in a fully elaborated host area R/C organization.

All of the materiaLs in this set are presented in sections or “modules” which can L)e used in
I )  training sessions or in-the-field orientation sessions, (2) planning, and (3) operations. The

planning and training modules are aLso constructed such that appro priate materials can be
dep loyed at a ny level of the R/C organization during either preparatory , crisis, or operational
periods.

This guidance was produced for the  l)efensc Civil Preparedness Agency by Human  Scieiices
Research , In c. ,  under Contracts LX ’PA-Ol-75-C-0309 and DCPA-0l-75-C-032~) .
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Summary

GUIDANCE FOR THE PREPARATION AND

IMPLEMENTATION OF RECEPTION /CARE

PLANNING IN HOST COMMUNITIES

Reception and (‘are Planning Guidance for  Host communities is a four-volume set of guidance
materials covering the preparation of local Reception/Care plans in communities which would
host large numbers of evacuees under conditions of very severe crisis or massive disaster. The
four volumes are :

Volume I . An Overview of Reception /Care Planning and Training
Guidance—introduces the available guidance covering (primarily) host
area organization , and describes segments suitable for use in alterna-
tive training sessions.

Volume II. Planning Steps and Instructions for the Preparatio n of
Host Area Reception /Care Plans—this volume describes a sequence of
R/C planning steps , and provides detailed instructions for developing
a R/C plan in accordance with the Planning Format in Volume III below.

Volume III. Planning Format—provides the materials and forms re-
quired to complete a detailed Reception/Care plan for a host county or
si milar jurisdiction.

Volume IV. Tables of Organization and Staff Responsibilities—is a
re ference book which charts the organization of a host county R/C
organization , an d provides de t ai led j ob d escripti ons for each positio n
in a fully elaborated host area R/C organization.

MI of the materials in this set are presented in sections or “modules ” which can be used in
( I )  training sessions or in-the-field ori entation sessions. (2) planning, and (3) operations. The
planning and training modules are aLso constructed such that approp riate materials can be
deployed at any level of the R/C organization during either pre paratory , cr isis, or operational
periods .

This guidance was produced for the Defense (‘ivil Preparedness Agency by Human Sciences
Research , Inc.. under Contracts DCPA-Ol-75-C-0309 and DCPA-0 l -75-C-0329 .
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INTRO DUCT ION

This document describes the manage ment s t ructure  of a fully elaborated and staffe d
Reception /Care ( R/C) organization in a host county. Such an organization would normally
exist largely, but not completely, “on paper ”--- i n the form of local contingency p lans to care
fo r large n um bers of evacuees f rom nea rby risk a reas. However , such plans must anticipate the
full-blown organization that ~ ould be required to lodge , feed , and shelter a large evacuee popu-

lation added to the normal population of a county.

R/C plans should include a detailed description of the county ’s prospect ive R/C units ,

the geographical areas they would serv e, their head quarters locations , and their tables of organi-

zation when fully operational. During nor mal periods , these plans are kept up-to-date by desig-
nated “core” staff, who also participate in readiness exercises , the recruitment of additional

volunteer staff members , and the train ing and orientation of new staff. Should a severe crisis
develop, additional local citizens and evacuees would be recruited and trained to assume the

remaining management positions, and both organizations and individuals would be recruited to

serve as workers in the numerous R/C units.

This document is intended to support both the planning pr ocess—when the local

R/C organization is being defined—and the training of R/C staff who may be recruited during

normal , crisis buildup, or emergency periods. It should also be usefu l as a reference when a

R/C operation is under way.

The following sections briefly review concepts of R/C planning and organization

which may be helpfu l in translating this guidance into a specific plan and organizationa l struc-

ture for a particular community.  More detailed treatments of these concepts appear in earlier

parts of Reception and C’are Planning Guidance for  Host communities.

The Crisis Relocation Mission

“Crisis relocation ” refers to the movement of population out of a disaster-threatened

communi ty  and the “hosting ” of these evacuees in other (usual ly  nearby ) communi t ies .  Such a

ix
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move ment  might  take Place during a part icularly grave international crisis—possibly in response

to a si milar evacua tion by a potential enemy and would serve to reduce the vulnerabilit y ot

t he Am erican popu l atio n d u ri n g a period of negotiations. Should a massive disaster occur -

precip ita ted eit her by an enemy attack or by more localized accidents , terroristic acts , or

natural  phenomena —a prior relocation could dramatically reduce the loss of life or the effects

on the cou n t ry ’s economic and organizational capacity.

Crisis relocation represents an alternative to the “in-place ” sheltering of threatened

population. The nuclear civil protection plans of the Defense Civil Preparedness Agency en-

vision relocation as a potential response to threats characterized by long warning periods, the

escalation of tension , or negotiations over issues that might be resolved by war or by the wid enin g

of a limited nuclear war.

It is assumed that a relocation movement would be planned to occur over a period

of seve ral days , and that the durati on of the relocation might be one or two weeks or possihl~
longer. It is further assumed that certain risk-area defense , prod uction , and economic a c t i v i t i e s

would continue , necessitating organized commuting by some workers living in the host area.

Finally, by the nature of the contingency, it must be assumed that population movements

might also occur spontaneously, and that a nuclear detonation might at any time re quire the

entire population to move from a lodging to a fallout shelter mode.

The Reception/Care Mission

The R/C mission is to provide lodging, fallout shelter , food, and essential supporting

services to the population during a crisis relocation. Min imally, a host county R/C operation

would involve:

• Ri ’ceii ’ing and registering evacuees , either individua lly or as groups
associated with particula r organizations or instituti ons.

• Lodging evacuees in predesignated congregate care facilities (and
in volunteered private dwellings , where available ) .

-,-- -
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• !‘r i 1 YR11115 4 ju l11 1 l (  she l te r  tOY both t he esacuee and host popl i-
l a t i o ns - - on short  not ice , at any  t i m e  in the  re loca t ion  period.

• 1ec ’ding t h e  popu l a t ion ,  as d i s t r i h i i  ted in e i t h e r  the  lodgi ng
or t h e  shel ter  mode .

• Pr oviding other e.cse,l t la/  \ ( - r l / I u S  r e qu i r ed  by special pop ti la-
t ious such as the in t ivm .  the di~apped , or th e aged.

A Recept ion / Care opera t ion  would be concerned w i t h  the  care ci people at ever~
stage of a cris i s relocat ion.  Given t he  magn i tude  and c o m p l e x i t y  of th i s  task . R -  C p l a n n i n g

seeks to max ima l ly  u t i l i , e  exist ing o r g an i z i t i o n a l  capaci ty  and to dra w on the manpower

availab lc in the evacuee as well as the  host p or u l a t i on .  F u r t h e r m o r e . R/C p l a n n i n g  is as

mu ch con cerned wi th  org an i: ing the /) co /) I c ’ to r u u - e i i c  .cer i iu - u . s as it is wi th  cr eating a R ( -

( ) r i,’afli:a t lO#, to deliver f / l os e  su i-~iu -e~ In tact .  R (  p lann ing  should combine the se two aspects

of organization by first creating an organiza t ional  s t ruc tu re  ior predesignated R/(’ u n i t s

t h e n providing guidehn es for s taff ing that  s t ructure  using both local and evacuee manpower .

Th e  criticality of an effective Ri( ’ Serv ice is ~underseored by the nat ion ’s r equ ir ement

to keep essential industry operating (l u ring a relocation , and by the absolute  ncce ss it ~ for

orderly publ ic  ac t iv i t y  dur ing  such a crisis. l3oth th e  disaster t h r e a t  and the evacuat ion would

be esse nt ia l ly  de s tabi l iz ing events ,  ari d would disrupt the comp l icated pa t t e rn s  of social and

economic lif e , If people are to be expected to cave the i r  homes or to ‘‘share ” the i r  c o m m un i t i e s

in such stressful circumstances , they must be shown a logical and we ll—p laii i ied approach to

the provision of services a nd t h e  ma in tenance  oh an orderly env i ronment .

Reception/Care Planning in Host Areas

I lost county  R/ C p lann ing  revolves around the  fol lowing essential  t a sks :

Dis tributing the expected evacuee— p lus—local  popula t ion  across
the  coun ty ’s lodging , fal lout  shel te r, and oil i er fac i l i t ies .

2. Districting t h e  coun ty  to create manageable  R/C j ur i sd ic t ions .
based on the popula t ion  d i s t r i b u t i o n  determin ed in 1 abo ve.

xi
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3. /) escribing the R/ C orga n i zatio n which would operate in the
jur i sd ic t ions  de t ined  in 2 above.

4. Staffing the R/ C organization , i n cludi n g t h e desi gn atio n of
“co r e ’ staf f , p lans  to augment  core staff in an emergency.
an (h the provision of t r a in ing  guidance  for R/ C staff.

The l o lh o win g sections discuss those aspects of each task which relate directly to the creation

( i t  an org ani za t ion a l  s tructure  tor a host co u n t y .

Distr ibt• ting the Expected Population

I)etai lcd Reception / Care planning should begin with and be based on the dis t r ibut ion

of the coun ty ’s (~vpecte d local-plus-evacuee populat ion.  Pl ann ers working at the co u nty  level

should normall y  have data on such factors as the number of evacuees to be hosted , the number

tra ns i t ing  the county  to reach other host areas , the n umber of evacuees and local residents

who might comn iu t e  to t h e  risk are a during a crisis , the number of  “organiza ti onal” eva c ii,.’es .

and any s i gn i f ican t  “special ca re ” pop ulat i ons  (for example , i nst i tut ionalized groups from t

nurs ing homes).

ii ie best ( list  r i b u t i o n  of thes e evacue es will depend on such factors as the location

of congregate lodging and fa l lou t  shel t er  spaces , the needs of certain evacuee groups for special

ca r e t ac i h i t i e s , or the J e s i r a h ih i t  of lodging commut ing  groups of workers near major transpor-

tat i o n arteries. These and other  asp ec t s  ci lodging and shel ter  assignments are described in

other  R/ C guidance doc u i i i ent s .  F o r  present purp oses , i t is su f f i c ien t  to note tha t  the lodging

and she lter  ass ignments  pr oduce a new ‘‘map oh t h e  county ’s pop ulat ion.  It is th i s  map

whic h must  he carved up to create R/ (  jur isdic t ion s .

R ~C Jurisdic t ions

F~ r the  purpo se oi o r g a n i / i n g  R C scr \ ic es . t h e  c o u n t y  is n c r i i i a l l v  d iv ided  i n t o

t h e  l o h h u  i w i i lg  u n i t s

__ _  _  - j
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The County itself is t yp ic a l l y  t h e  most convenient  geograp h ical and poli t ical
base for organ iz in g  t h e  R/( ’ in  nc t i on , thoug h ot h er jur isdic t ions  or mul t i—
county  un i t s  may be used in some area s .  T h e  (‘o u n t y  R/ C Headquarters ,
spcci iied in the  plan , is normal ly  located in t h e  Emergency Operat ing
(‘ent er  or otherwise  I)laced so as to be convenient  to the o ffice of the
cou n ty ’s chief civil prepare d ness o t i i c i ah .

Reception Centers , operated by t h e County R/C Service, are located
convenient  to t h e  flow of evacuation traffi c in facili t ies adequate to
handle the expecte oh volume oh evacuees.

Rest Areas, also operated out  of the (‘oun ty  H eadquar ters . are
placed along t h e routes car ry ing  c~’acuees t h rough the  cou n ty to
other des t inat ions .

R/C Divisions, with h eadquarters in the County Office or separate locations .
may be used to div i de t h e county  into two or more adminis t ra t ive  un i t s .
operating under control of the County R/ C Headquarters. The Division is
an “optional” R/C unit , and is normally created only if needed to insure
a manageable span of control over numerous or widely spread R/C District s .

R/C Dist ricts , with desig nat ed head quarters locat ions , are the basic sub-
cou nt y bu ildi n g b locks of a R/C organizat ion.  W i t h i n  the County or Divis ion.
each R/ C District mi ght be e x pected to con tai n approximate ly  10 .000 people
(loca h— p lu ~—ev acu ee pop ulat ion ) ,  though th i s  number  may var \ ’ widely in
ei ther  direction. To f/ ic ina.vip nu,n extent possible , R/ C  Districts should he
dra w~z so as to constitute ‘self-contained’ ’ units — capable o1 prov id ing  congre-
gate lodging, fal lout  she l ter , feeding services , and other  essential services
to the expected crisis period populat ion.

Lodging Sections, wi th  designated headquar ters  locations ,  are the  prin ci-
pal subunits  of the l) is tr i ct .  A par t i cu la r  Lodging Section may cover
seve ra l ci ty blocks , a larger rur al area or suburban neighborhood , or only
one large congregate care t’aci h i ty  such as a school , hotel , or of i ice  bui lding.
Where possible . these un i t s  should also be dr a w n  to have the se l t -c on ia ine d
character desired at the  l)ist n e t  level at least to th e ex t en t  oh i nc lud ing
both t h e fal lout  shel ter  and con gregate lod gi ng spaces needed 1w t h e ex-
pected pop ulation.

Congrega te Care Facil i t ies, designated by address and th e i r  i iumht ’r
in the  I)( ’PA llo st Area Survey.

Fallout Shelte rs , designated k .iddr u ’ss and Su ir ~ c N u m b e r

“ i i i  



Feeding and other R/C Facilities, des igna ted by add ress and
Survey Number.

Residential Neighborhoods for Volunteered Private Dwellings.
In a crisis, residents would be requested to share their dwellings
with evacuees. Therefore , particular neighborhoods should be
allocated to various Lodging Section or District Headquarters ,
which would “match” any volunteered dwellings with evacuees
lodged in their jurisdictions,

The Enumeration of R/C Jurisdictions

Every spec i fic R/C jurisdiction and individual facility can be designated in a manner

which indicates its place in the R/C chain of command and county organization, as well as its

gene ra l locatio n on a map of R/C jurisdictions. The identifier is derived as follows:

R/C Unit Identi fier

Cou n ty na me

Divisions (if used) roman numerals

Districts capital letters

Lodging Sections arabic numerals

Buildings DCPA Survey number

I -or exa mple , in a recent prototype plan , the Mun icipal Building in Canon City. Colorado

(Freiimnt County), is identified as: Fremont’lA6—Bldg. 80279. ((1 Divisions had not been

u sed in Fr emont County, the designation would h)e: Frernont A6-Bldg. 80279 .)

Maps and Forms

After  the expected or potential  evacuee popula t ion  is distr ibuted across lodging

and she lter  spaces , t h e  coun ty is divided in to  R ( uris d ict ion s  - -Coun ty .  I ) iv i s i o n s . l ) i str ic is .

Lodging Sectio n s, etc . Planners should then prepare detail ed and clear maps for cacti i i i r i s

d ic t ion , i nd ica t ing  its  sub un its , their  bounda ri es, and all R !( h e adquarters .  At th is  l imo ’, too .

t h e  one—p age organizat ional  form provided for each level or ty pe  of un i t  should be comp let e d .

x iv  
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lh ese io r i i is  ~‘ro~ d0’ descriptive in formation about the boundaries of the unit , its component

j u r i s d i c t io ns . h ead qua rters locations , and any core staff who have been designated to date.

lk i i ~ci o r t i i  in t h e p l ann ing  process , t hese forms and maps should be available to anyone

~, oiicer i icd with organi zing, staf fing, or operating R/C services in a designated R/C jurisdiction.

-\t this point in the planning process, the “new ” county and subunit  maps would

~ ‘i itauii su ich i n format ion as.

Division (—) County c—.—)

E m ergency — — —

Operations —---—-— —P 
~~~~~~~ / ~“i —-—-——Reception (‘en ter R C)

Center
— 5,

—
— — — 

••• J R Rest Area ( R A )
IA :

•
I AI

Distric t (— — -) Lodging Section ( 

For each un it , the maps and accompanying forms would also indicate resident populat ion ,

evacuee pop ulation , headquarters location , a variety of R/C facilities (hospitals , eati ng places ,

pet poun ds, etc. ) ,  associated residential areas (for volunteere d dwellings ) , a nd the jur isdict ion ’s

list of congregate care and fa llout shelter facilities.

It is to a map such as this tha t  the organizational s t ructure  described herein wo ui hd

app l y -
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County R/C Organization

This volume describes and charts a R/ C organization which would deliv er k/C

services at the several levels indi cated above. It also provides job descriptions for staff per-

sonn el at a ll leve ls in the k/C chai n of com ma nd. Th e  fo ll ow i ng parag raphs provide an

overview of the organizational concept which underlies this description.

Reception/Care Service

The R/ C Service is responsible f or  determining where evacuees will be , physica lly .

throughout the crisis relocation- - a n d fo r p rovi d i ng essen tial services su ppo r t in g both evac u ees

and host area residents throughout the period. These essential services inclUde:

• lodging and fallout shelter

• registration and information

• feedi ng

• i ndividualized emergency assistance , and specia l care for
depe ndent populations ( the aged, infirm , etc. )

• othe r personal services needed by the population (animal
she lters , em erge n cy clot h ing or su pp li es. etc. )

The sum total of these services must meet the min imum essential requ irements of the popula-

tion. This criterion may he viewed as including both “hare survival” n eeds a n d othe r needs

which must be met to achieve an “acceptab l e” l evel of l iving during a crisis in wh ich people

arc asked to evacuate their  homes and communit ies .

The Reception /Ca re funct ion  may be viewed as ( I )  organizing and d i s t r i b u t ing

peop le so that  services can he delivered most ef f i c ien t ly  and in a satisfactory m a n n e r , and

(2) providing for time delivery of services to the  population thus  organized and distributed.

These two organizational go~-~s involving people and services -are closel y interrelated.  since

one objective of R /C planning is to utilize members of the resident and evacuee popula t ions

to hell) staff the R/( ’ orga n i z a t ion  i tself .
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Reception /Care Functions

The Reception /Care Service is organized in terms of three pr incipal  funct ions:

1. Welfa re-Shelter Operations. These organi z at ional  elements are charged
with managing the evacuee population t h roughout a crisis. Welf are-
Shelter Operations would (I ) pr ovide lodging, feedi ng, a nd othe r
essential  services to the populat ion in a lodging mode , 2) supervise
the transfer of people from lodging into fallou t shelter facilities ,
should the need arise , and ( 3)  provide essential services to the in—
she lter population. Th ese elements would he in direct contact wit h
t he population to he se rved. Welfa re-Shelter Operations is divided
in to five component  Services:

• lie Lodging-Shelter Service
• Registration and Information Service
• Feeding Service

• Special Services
• Persona l Serv ices / Clothing.

2. Shelter Planning and Allocation. Before and during a crisis, these orga-
niza tiona l elements would plan the allo cation of fa l lou t  shelter to local
residents and evac uees , supervise the buildi ng or upgrading of fallout
she l ter , a nd advise Wel fare-Shelter Operat ions personn el concerning
the transfer of peophe in to  and out of a shel ter mode.

3. Auxiliary Services. These elements would provide publi c in fo rmat ion
to the population , plan and execute  counseling a rid morale-bui lding
programs , and respond to n eeds for persona l cou nseling dur ing  the
cr isis peri od. They, too . would advise and assist the Operations
elements ch arged with managing people and services.

Command Structure

The chart  on the next page on thi nes t lie R ( ch a in  of corn mand. l)o’ta iled and

coni phete tables appear ha t e r  in this volume . In t h i s  s im pl i f ied  depict ion i t  should he noted

th at:

i i  
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RECEPTION/CARE ORGANIZATION

Chief Preparedness Official

Cot~nty
Director — — — — — — R/C Coordinator — — — — — Director
Shelter Plannin g Auxilia r y Services

Deputy R/C Coordinator Deputy R/C Coordinator
Welfare-Shelter Operations Reception Centers /Rest Areas

Assistant Coordinators Reception Center
for: Assistant R/C Coordinator

Lodging-Shelter
Registration Rest Area
Feeding Assistan t R/C Coordinator
Special Services
Personal Services

Division
Deputy Directory_ — — — Deputy R/C Coordinator — — — — Deputy Director
Shelter Planning Auxilia ry Services

Assistan t R/C Coordinator

I 

(Two or more Districts)

I _____ 

District 
_____ _____— .  — 

Manager 
. —

Assistant Manager Assistant Manager
Administration Operational Lia ison _ .  — . —

Supervisor Supervisor Supervisor Supervisor Supervisor
‘ Special Services Registration Lodging-Shelter Feeding Personal Services

Deputy Supervisor — — — —_
Shelter

- 
Lodging Section

Deputy Supervisor
I_

Congregate Facility Re sidential Are a (Ne ig hborhood )
Manager Lod ging Aide

Line Operations
— __ Staff Functions xv i i i

— _ Technical Assistance and Gu idance 

~~--- ...—— - 
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• The five Services in Welfare-Sh elter operations are responsible for
managing the k/C effort and determine where th e  people are through-
out the crisis.

• The Sh elter Planning/Allocation and the Au xil ia ry Services ele m ents
are advisory and supporting elements, i n teract i n g m ain l y with the
County and I)istrict commands and the Lodging-Shelter Service at
the District and Lodging Section Levels.

• Welfare Shelter Operations functions are fully elaborated and staffe d
on ly at t u e County and District levels. Divisions are treated as “i nter-
mediate ” ad minis t ra t ive uni ts  (and may not exist in some counties) .
Only selected Operations funct ions reach ) down to the Lodging See-
tion and Neighborhood levels. Not shown here are other local
facili ties such as feeding units (operated by the Feeding Service)
and special ca re fac i lities opera ted by Specia l Serv i ces.

Line , Staff , and Technical Guidance
Relationships Among R/C Personnel

In the Tables of Organization in Part I of this document , r elatio nships between

positio ns are indicated as follows:

— Line Operations. “ Line ” positi ons are i n the chain of command.of
units delivering k/C services directly to evacuees or residents.

— — — Staff Functions. “Staff” Positions are advi sory a n d supportive to
their designated supervisors.

— — Technical Guidance and Support. Positions not relating directly
to one a n other  in the chain of command may neve rth eless he
req u i red t o i nter act wi th  on e an ot h er to exc h a nge tec h n ica l in-
format ion

x i x  
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Staffing Concepts and Levels

It is not anticipated that the management structure described herein would he

fully staffed—or even approach that level—during normal periods. The objective of R/C

p l anni ng is to create an organizational “ske leton. ” During normal periods , desi~ iated core

s t a f f  would maintain the plans and gradually recruit and orient additional core staff person m ieh .

Dur ing  a seve re crisi s, this core management group would rapidly be expanded to fill out

t h e  management structure described herein. Finally, during a relocation operation , addi t io n al

management personnel , and large numbers of workers for their units , would be recruited

from among the evacuee as well ~s resident populations.

Sixty-six R/C management positions are described in Part II of this document and

included in the Tables of Organization presented in Part I. The numbers of people required

!.iJ t (Ii is structure in a particular ~oun tv would depend on the actual number of R/C

jurisdictions (Divisions , Districts . etc. ) created by hos t county planners. And the number

of local (host county )  residents required would also depend on the extent to which host

po sitions would he filled by Risk Area evacuees (if specific assignments are made in cooperation

with  Risk Area planners).

Five staff ing levels are ou t lin ed in Part IV: Alternative Staffing levels (page 1 1 1)

These levels correspond to successive stages in the buildup of a host county R/ C or ganizat ion.

and represent the recommended order in which core staff positions should be filled .

The numbers of pe rsonnel required at the higher levels will vary with the number

of R/C jurisdictions. For example , a county of 20,000-25 ,000 people , expecting to tr ip le

i t s  popu la t ion  dur ing a relocation , m ight  he d iv i ded into app rox imatel y :

2 E)ivisions
6 Districts

1 6 Lodging Sectio n s
1 Reception Center /Rest Area
I Rest Area

xx 

-~~~~~~~~~- . -



The personnel required at each staffing level would then numb er:

Level One 3 people
Level Two hO
Level Th ree 22
Level Four 54
Level Five approximately 200-250 , not

count ing  managers of ind iv idua l
congregate care , feedi n g and
special se rvices faci l i ties.

Level Five , it shou ld be noted , would normahhv he achieved only dur ing  a crisis-

bu i ld u p or relocati on p h ase , a nd a substant ia l  number  of the Level Five positions (perhaps
75-100) could be filled with evacuees recruited on the spot. Also , though the Level F iv e
tigure does not include facility-level managers . these person nel would typica l ly  be the persons
normally operating or managing those facilities. In sum , from 1 25 to I 50 host area residents
might f i ll the essentia l R/C m anagement structur e.

This staffing approac h represents a relatively modest number  of (most ly )  volunteer
personnel who wou ld manage the county si tuat ion implied by the example—perhaps  60.000—
70,000 people (evacuees plus residen ts ) .

Ap1 roaches to Staffing

In addi t ion to the core staff designated before a crisis at one of the five levels
i ndicated above, other approac hes to staff i ng n iigh t inc lude:

- desig n ati n g R (  sta ff by posi t io n i n a noth er organi zat ion  —

for exa m ple . t h e  “County Welfare Dire ctor ” (o r equivalent )
might he designated the County R/C (‘oor d inai or  (providing
the i ndividual  is appropriate l y i n terested , capable . etc . ) :

- aski ng the ow ners or managers of part i c u lar bu ildi n gs to
assume t h e  role of Facility Manage r on a standb y basis :

- assigning key host-area k/C positions to cooperating ri sk
a rea personnel ( i . e . .  potential  evacuees ) ; for example a risk
area school system m ight be evacuated as an intact organi-
zation , i ts  members and their  famil i e s  lodged near a host

x x i  
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are a headquarters which would utilize them as staff , and
it s ch ie f execu tive off icers appoi n ted to key su pervisory
positions in the host-county R/C structure.

Any of these approaches or arrangements should be reflected in up-to-date plans

and organizational charts. And of course , none of these “short-c uts ” sh ould be un de rtaken

on the assumption that the people involved would carry out their assigned duties— unless

efforts are made to familiarize them with ) the organization they would be working in.

x x ii
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RECEPTION AND CARE PLANNING

GUIDANCE FOR HOST COMMUNITIES

I . Tables of Organization
I I .  Personnel Positions

III .  Referenc e List
IV. Alternat ive Staffing Levels
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TABLES OF ORGANIZATION

for a

HOST COUNTY R/C SERVICE

Sections A through J below present Tables of Organization for all elements normally f o u n d
i n a host county Reception / Care operation. The various tables describe the command struc-
ture at each level and the i’ertica/ orga , iizat ion of the five Operations functions , t he Shelter ,
Planning and Allocation function , and the Auxi l iary  Services function.

• Command Structure. Sections A , B , C describe the R/C
organi zation at each of t h ree levels:

A. County
B. Division
C. District

• Vertica l Organization of Functions. Sect ions D-J descri be
the ve r tical orga n ization of :

D. The Lodging Shelter Service (Operations )
E. Registration and Information Service (Operations)
F. The Feeding Service (Op erations)
G. Special Services (Operations )
H. Personal Services/Clothing (Op erations)

I. Shelter Planning and Allocation
J. Auxiliary Services

The Personnel Positions in each table are referenced to the numbered list of job descriptions
beginning on page 49 . (The job descriptions are also organized and p resented in sections cor-
n,~sponding to A-J above. )

1~ac/i section is presented as a selJ eonta im ’d unit and m a y  he reproduced (wi t/ i  the corre. sp oiid-
ing job descriptions in Part I I) f ~r use by appr opriate or~’a,:i:a tto,tal e/e,n( ’uts.

3
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A.

RECEPTION/CA RE SERVICES

COUNTY LEVE L

- (( ‘ommand Structure ) 

-.
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Perso min e l Positi ons Numb er
S

• Coun ts  Recep t ion  (‘ are ( ‘u~~rd i i  I r  ( l i ne)

• Det~ut ~ R - (‘ (‘oordi n ator:  W e hfa r e -Sh i c l t e r  Op e r a t i o n s  (l i ne)  2

• Deputy R ( ‘ Coord ina to r :  R eL c p t i o n  ( e n t e r s , Re st  \re . ls ( l i ne)  3

• Director: Sh i ’h t e r  Pha i i n ing  and A hho ca t i on  ( ‘l ~iJ /  ) 4

• Director: Aux i l i a r y  S~ vice s  (511 1!) 5

• .‘\ssist :i i t  Coordinator :  Lodging-Shel ter  ( .s t a l l )  6

• Assistant Coord ina to r :  Fe e d in g (\ la ! t)  7

• A ss i s t a n t  Coordinator :  Regist ra t ion m d  l n t ’ormat ion (c/ l it )

• A ss ist a i t  (‘oo rd ina t T ’r :  Specia l  Servic e s  ( .s Ia]  j )  9

• .-\ ssist  a n t  (‘oord ina to r ;  Personal Servi c es C l o t ! i i i i g  (s let ! )  I

• Assis tant  Coor t h ina to r :  Recep t ion  ( e n t e r  Re st  Area ( l i n e)  I I

• A s s i s tan t  ( o ord i n a tor :  Rest Are a (l i n e)  I 2

• A s s i s t a n t  Director: She ht c r  Assignment  ( s i i J l )  1 3

• Assistant  Director:  Fxped ien t  Sli ’hter  ( s t a l l )  14

• A s s i s t a n t  Direc tor :  Shir ’ ht ~’r F . qu i pmn e n t  and S u p p l i e s  ( \ l a H . ~ I S

• As s is t a n t  Di re c t o r :  Sh e l te r  N l a n a e e m e n t  ( s t e / f )  I

• Assis tant  Director :  Pub l i c  I d u c a h i n n  and i’ra in i ng  (~ i a t / 1  I

• A s s i s t a n t  Director :  R e h i n i o u s  A t  I i i  r s ( s t a l l )  I ~
• As sis t :i mit l ) i rector:  Recrea t ion  ( .s t a f / )  19

*
is  I ‘ i i  n i i l n ’  I c d  li s t ‘I t l I ~ lIes i pt I I  I I  ) c’~’ I C I I  T I C  On j age -I
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Rcce p t i u i i  ( t i c  Sei s ees ( om i i i . i i i d  S t r t i c t t i i ~’
COUNTY LEVI-i

l ) i r ec t io n am i d ( l i l t  rol
i s  it  P ie par edn ess  (‘n ord i i i a t o r  

~
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B.

RECEPTION /CARE SERVI CES

DIVISION LEVE L

(( ‘o,n,na,,d Stru cture)

( Note: I l i e I ) ms is i on is an in te rmedi a te  headquarters sometimes used to
in sure  an adequ ate  and  manageab le span of control over the R/C Districts
in .i coon t~ The l ) m v i s m o n a l  sta l l  m a y  operate in the County R/C head—
t h t i a r t e r s , or m i i a ~ sometimes operate in a separate headquarters near the
R ( I ) i st  ri d s i i i c l uded  iii the [)ivision. In count ies  not u si n g t h e Divisio n al
u n i t . t h ese h o s I t i o i l s  would not appear. )

P~~CbDI~G PAGE ~LA~~(..NOT lIU4i.D



Personnel Positions Nunlbc r *

• Deputy Reception and Care Coordinator : Division (l ine)  20

• Deputy Director: Shelter Plannim ig and Allocation (‘ta/i) 2 1

• Deputy Director: Auxi l ia ry  Services (via//) 22

• Assistant Reception and Care Coordinator: Distr icts A and B ( line) 23

• Assistant Reception and Care Coordinator: I ) istricts C and D (l ine)  24

(Note: One Assistant R/C Coordinator would norma lly be responsible for two
or th i ree  Districts. Two Assistant Coordinator positions are described here to
i n dicate t he “li ne of succession ” by which designated Assistant Coordinat ors
wou ld act for the Deputy Coordinator or one anot her when certain person mid
are abse nt. )

Relcrs  to  i i i in ih ere d t~~i Ut ~~~ 
st cs  I 3 ) I i ( F I S  hi’~t i i i i i i i i g  It P .l~’ ’  40

I t  

, ,,



‘ _ ‘ 
~~

Reception/ ( ’a re Services Com mand S t ruc tu re

DIVISION LEVEL

Reception /Care Coordinator
- Coum ity

] Deputy R/C Coordinator L — — —

I Division I

I Dep u ty Di rector I
I Shelter Planning I Deputy Director

[~~~~ AIl ocation ] LAuxi h iar Y 5cr. ices

~~~~~~~~~~ ~~~~~~~~~~~

- -  -— I .in ~ Opcr~mm omis
— — S i i t t  I i l i i C i i O i l s

¶ I

L
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RECEPTION /CARE SERVICES

DISTRICT LEVEL

(( ‘o,ninand Str iu-tur e )
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Pe rsonnel Positions Numbe r ~

• \ la i i . i a e r :  Reception and Care D ist rict _ I A . B , C. etc. ) (line) 25

• Assi stant Manager: Administrat iom i (s t a f f )  26

• Assistant Mam iager: Operational Liaison (s t a f f )  27

• Supervisor: Lodging-S helter (l ine) 2~

• Supervisor: Feeding (l ine) 29

• Supervisor: Registration and information (line) 30

• Supervisor: Special Services ( line) 3 I

• Supervisor: Personal Services and Clothing (l ine)

I t )  F l t i i l ) h C t C I l  list Ii  t t b  ICsc i i p F i u F t ~ be~i i i i i i i i i g  11FF p.111’ 4’i
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Reception /Care Services (‘on i mn a n d  Si F l i c  lure

DISTRICT LEVEL

L County R/C Coordina~~~J

_ _ _ _  *
Deputy R/C

r~ 
Coordimi~tor
Division

_ _ _ _  *
- Assistant R/ C

Coordinator
Distric t s

rAssistant Manager L — L M anager — — J Assista n t Manager
Administration 

[ ~~~ R/C Dms tr i c t _ J [ Op erat io n aL Liaisupj

— —. I 
~~~~~~~~~~~~~~~~~ ~~~~~~~~~ 

t

suP~ rvi

j

~~~~~~~~rvmso r~ 
~~z7b

or
~

r 
~~~~~~~~~~~~~~~~~~~ 

____ 

5 1

- 
l) eputy simpervisors i
Lodging Sections 

J

~~~~ng gate Fa ci l it~~~~~~~~~~~~~~ 
[ L l ~i~~~~~~~~~~

j

I’~ 5 I F l t ) F l  - S i s i s  ( O i l S  in Count ie s  u s i l l i :  I )m vi s i ona t un it S .

l ine Op e F I F i t I n s

— — — S I . t t t  l uii~ m mo ns
— . — i cc  I i i i i ~. iI (~ii mda r ice .intl Oper .Ii i ll na! ~1l I t 1p  I i
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D.

WELFARE-SHELTER OPERATI ONS

LODG ING-SHELTER SERVICE

( Vertical Organi : at ion)

L ~~~~~~~~~~~ ~~~~~~~~~ ~I & ~ (..Z~0T ?ILJ.t.~D
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-
~~~~~~~~
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~~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
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*Personnel Positions Nim m lI I ) e r

County-Level: Lodging-S h elter

• County R/ C Coordinator (l ine)

• Deputy Coordinator: Welfare-Shelter Operations ( line) 2

• Assistant Coordinator: Lodging-Shelter (s t a f f )  6

Division Level

(Coordinating roles of Deputy Coordinator and 2 ( 1
Assistant Coordinators ) 23 . 24

Dist rict Level: Lodging-Shelter

• Manager: R/C Distr ic t  (I / t i e )  25

• Supervisor: Lodging and Shelter  (line) 2~
• Deputy Supervisor: Lodging (~ tai l)  -~

• Deputy Supervisor: She l te r  ( s t af f )  .34

• Assistant Supervisor: (‘ongreg ate (‘are ( c i a ] ] )

• Assistant Supervisor: Res ident ia l  Areas (s t a t !)  .~~~~

• Assistant Supervisor: NSS Shel ter  ( ‘t a/ / )  a

• Assistant  Supervisor: Expedien t  Shel ter  (.ct ajj )

Lodging Section Level

• l) eputy Supervisor: Lodging Section N i -- ( I , 2 . etc. I (l ine)  .39

• Manager.  Congregate Fac i l i t y  No .,,J Stir s  e\ N o .. n a m e , addre s s)  (lin t ’) - I t t

• Lodging Aide: Res ident ia l  Area , ....jarea . ne m gh t i or h i oo d  I (l ine)  4 1

* KeIcFs to numbered list . 1  j i b  dcs~r i p F i o n s  b eg inn ing  on P’’1~ 
41)

l x

_ _  -~~~~~~~~~~ -~~~~~~~~~~~~~ - -~~~~~~
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LODG iNG-SHELTER SERV I CE

Level: County,  Division , District

(‘ounty  R/C
Coordinator

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

L Assistant Coordinator
Lodging-Sh elter J

—i *

— — - — . ..4 Deputy RIC Coordinator
Division No. I

— ~~~~sistant R/ C Coordinator  J *

Districts A & B 
________ _______

— J A ssista n t Manage r

________________________________________________ LA dm inis t  rat iou 
— — —  ~_ j

— . __
~
, 

Mam iager L ~LR/C Dist r ic t  A ]

Assi stan t  ~.fa  naee  i 
—

[~ perat 111 11,1 1 1 i i i son

L , — - J Supervisor 
— — —

~~E odgi ng and Slid t er

* F’osi IU 111 e x i s t S  only in couu i I m e s using thi. Dmvi smo iia I uni l

- - - — - - - — I ne Opetat ion s
— SF it I F u m i c t i o n s
— ‘ — I ‘ 1 I l i l i c - , i l  ( i i i idauice , it i d (_)pe ! l F i o i i . l I  S i ipp n F
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LODGING-SHELTER SERVICE

Levels: District , Lodging Sect ion

Assistant Manager Manager Ass~s t a r t t  M . i l l a I :e i

Administrat ion — — R/C District A — — Opera t iona l  L i a iso i i

Supervisor 
1_____ , — -

Lodging and Shelter — — —

~~~~~~~
g

SLm~ ervisor ~~~~~~~~ - _ .  ~~~~~~~~ . ~. — - — - ~~~eI~ it Y Surervisoj T

f Assista nt Supervisor Assistant Super s -kol  I
~ Congregate Ca re 

~~~~~~

‘ ‘ NSS She l t e r

Assis tant  Supervisor 
_____

I ! ~~~~~~~~~~~~~~~ ~sor

~~~~~~~~~~~~~~~~

— l iuic () l’l e r a t i o n i s

— — Sia Ii f unc t i ons
- — I C I I i i i  i c : l I  ( 111111 .1  i i i  C au n t  Ope ii i i  10) 1.11 Su pp or t  

~~~~~~~~~~~~~~~



E.

WELFARE-SHELTER OPERATION S

REGISTRATION AND INFORMATION SERVICE

( Vertical Org anizati mi)



*Personnel Posit ions N i i i  t e i

o tau t Level: Reg istration and Information

• ( o u n t r  R i C  Coordinator (line)

• E ) epu t r  Coordinator:  Welfare-Shelter Operat ions (line) 2

• Assis tant  Coordinator:  Regis t ra t ion / Informat ion (staff) S

Dis isb n Level

( C oordmm i a t ing  roles of Deputy Coordinator and 20
Assistant  Coordim iat ors .)  23. 24

1)ist rict Level: Reg istration and Info rmation

• Mam iag er: R/ C District (line)

• Supervisor: Registra tion and Informatio R (line) ~i I

• Deputy Supervisor: Registration (line) 42

• Deputy Supervisor: Inquiry Services (line)

• Deputy Superv isor: Info rmation and Referral (l ine)  44

• Assistant Supervisor of Registration: Lodging Section ( 1/ t i e)  -15

• Assistant Supervisor of information and Refer ral: Lodging Sect iou ( l i , i e i  4o

*
Rc t e N io ni uui ihc red I us l ot oh dese r i pt toi ls begi 1 1 1 1 1 1  ‘ O FF page 41)

‘ — I

_____ __ _ _ _ _ _  - - 
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R LGI S 1’RAT I ON ANI) INFORMATIO N SERVICE

Levels: County ,  Division , District

( o u i i  t \  R (  (‘o o r d i u i a t or

rbc j l n t \  R , ( ’ Coordina tor  I ) epn t \  R ( ( i l l d l a t i n
—— — W e l t a r e — S h e l t e r  Op era t ions  R e c e p t i o n  ( c i I t c  I s  h’~~sF

A ssis t. i i t  ( 1 1 1 ) 1  c l i  i t t  i

~ 
Ri’cepl ion ( en t e r -

____________________  I - -- - - - - - -

A s s i s t an t  Coord ina to r  I
L Rc ’~ isj i  . ~ioii am i d F— 

‘ — I -
- 

I n f o r m a t i o n  I b 
{ A s s i s i j i l t  Coord ina to r

~ Rest Ar ea

— - ~~~~~t~ u R C  Coord ina t or  
-‘

si i l l  No.  I

A s s i s t a  i l l  R - (  ( o~i r c h u n a t o r

L~~j~ct~ & 13
- 

r 
A s s i s t . t i i t  \ t i i : i1 ’ - ~ i —

- -  —- 
- \ c l i i i i u i i s t r , i t  o i l

~~~ J

I h~ ( D i s t r i c t  A 
-~ - - —

- - - - - 

. - \ s s i s t a l l t  \ l a n a e c  I •
- 

I ) j~ c i i l l i  al I 1 , I I s l  ( I i

S l i j i l l  S i s O )  I ‘

- — l ’~i l ’  s t  I a 1 1 ( 1 ) 1  a ui l  —

1 1 ) 1 1 ) 1  i F ) , )  h OFF

‘ t ’ i~ i t i i i t i  e S i s t s  t i n t S  I F I  ‘ i l l ~~i i ( ’ 0 1)11 I ) i s i ’ i  ‘ l i ii  i l F ) i I S .

— - - I i i i c  C

‘il , i t t  t L~~il ,  i t o ) ) ,

— I t i t c i l  ( , ! i l l 1 . l u u ( 1 . i l i ( I  ( )~ ‘~ I i i i i i u i , i I  S i l j ’ j ) ’ ’ i  F

- -- - - -—--- -----— -- 
_ _ _  _ _
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~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

REG I STRATION AND INF ORMATION SERVICE

Level: District

Assi st t n t  M auia ~ c r M o i L c  F A s s i s t a n t  \l I l l )  c I

A d m i n i s t r a t i o n  — — 
LR C Dist r ic t  A — 

Op era t ional  I i a i s t

i Supervisor
- —— — Regist ra t ion and ~

- ——— — -

In for m at ion
_ _ _ _  - 

-
~~~~~~

— 
~~

- -
-

~~~~~~~~~~~~~~~~~~
-

~~~~~~~~~~~~~~~~~~~~~~~~~~~~
— 

[ iieputy Supervisor 
~~~ 

j Dei ti ty St iper s  isor L Depu ty  Super s son 
—~~~

r—1L_ Re gistr ation : ~In ~ u iry Ser vic e s  1 L
I n t  u n a t oui amid R e f e r r a l  -

Assis tan t  Super v isor ,~~s5Is i  t n t  Superv i sor
—~~ Registration ~ I n f o r m a t i o n  aF id R e t e r r a l ~ 

— -

Lodging Section No. 1 I - L~~~ 1~~~~ t ion No 1 
- -

Assi stant  Supervisor I A s s i s t a n t  Supervi sor
— -- -4 Regis t ra t i on H 

- In f o r m a t i o n  and R e fer ra l  - - - -

~j~odging Section No. L !±iI~~ F~~ Se c t i o n  ~‘so . 
-

Regis t ra t ion  and l o t  or—L _________ — -  

u n a t i o r i  t l i l t  
-- - -

Reception Center-Rest
Area

I i F i c  ()pe r .i  I t I l l s

— — — S l i t  I f iR I I I  F l ’ ,

— — l e~ I l l i c i l  (~ i l I I l t I i 1  c • iun t  Oj i e ra i i i i i i : i l  S i l j t p Il  I

24 
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F.

WELFARE-SHELTER OPERATIONS

FEE I)I NG SERVICE

( I ‘er th-a l () r _u,’ani alion)
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~
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_
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_
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- ~~~~~~~~ ‘

Personmiel Positions N uul i ih ~ ’r

County Level: Feeding

• (‘o t m i i ty  R/(’ (‘oor ch inator  (l ine)

• [)ep imty Coordinator: We I Iare- Sh ie l t er  Operations (l ine)

• Assistam i t Coordinator :  Fe edu m i g ( s t a l l )

Division Level

(Coordinating roles of E) eputy Coordinator 2t )
a nd Assistant Coordinator )

District Level: Feeding

• Manager: R/C l) istrict (l ine) 25

• Supervisor: Feeding (l ine) 20

• D epu ty  Supervisor: Fixed Feeding Stat ions (l ine)  4~
• I ) epu ty  Supervisor:  Support  U n i t s  (l ine)

• I)eputy Supervisor: Mobile Uni ts  (l ine)  49

• Assistant  Supervisor:  Feedim ig Stat ion No. I ( e t c . )  (l ine)  51)

• Ass i s t an t  Supervisor Support U n i t  No . I ( e t c . )  (lini ’) 51

• Assis tant  Supervi sor :  Mobile  Umi i t  No. I ( e t c . )  (l ine)  2

*
R t ’ i c i s  F i n u l t i F ) l h e ! e ( l  l i s t  t n t  h i l i s i ru p i  I t ’ l l ’ ,  l lCl ~i F l F ) l u i l  ‘ I i  j i . I C C  t ’ I  

-—.  _ _ _
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F UEI ) I NC SERVICE

el~ ( u t t i j i  t . I ) ivision , District

~~~~~u m u t y R~~~~~~~~~~
[,~_~ or~t m n a t o r  _____________

- ~~L~~~
_ 

_

I ) epu ty  R/ ( ’  (‘oord im iator  Deput y  R /C Coordinator
- — -

~ We lf are-Sh elter  Oper atiom i s Reception Centers-Res t
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

Areas

Assistam it Coordinator
_____________________________________ - Receptio n (‘enter—Rest  - -

L _ Lss1stant
~~~~

rdi to
~~~~~

J 
— _ _  

Areas

- 
L I Assistant Coordinator  

—

L~ st Area 
______

L - — - 
Deputy R/ C Coordinator 

~ *

LDivis iom i No. I

_ _ _  I
— Assistant R/C Coordi n ator

LDis tri ct s A & B
A ssis tant  Ma F i l L ’ s ’ I

I ____________________________ r 
- 

L~~.~r i i u u u s t  n i t  l t l l i

L__ ._ Manager I
- 

- 

R/ C District A 
______ -

I L _J~ ssisi a ni Ma lager
L0i~’ r i t  io uia l  I . t n s ,  in

~~~)J l ) erVisor Feeding — -

* t S i sF S ( l F i h v  in C i ) l i ) l F l ~ s U S I F F ~ l ) mvis i oli i i l  I j i lu tS .

I iuF c O p e r a t i t r i s

— — — Sl i t  I L und i iF n i s
— ‘ — kc l i i i t , - a l  ~,ii ui l :u i i c -c an tI  D t e I . l ! I I t . l l  S i i ppo rl



FEEDING SERVI CE

Level: District

I. __ j I  ic~~~~~~~~~~~}

L~~~~~~~~~~~supervi sor

_ _  

•
~~~

_
— 

~
Dt. Put Y SuP crvIsor ’l

E 
~ Dt.puty suptrvis~~~~~~~.._ J_ -L_ f

(~~~sistant Supervisor Assistant Supervisor ~A ssisi , tiit SI I 1 1 L ’I-----J Station No. I , 2 , etc. i— i— - Uni t  No. I ,  2 . etc. ~ ~~~ M ohi le  U n i t  N~ L 2 . i ’i
[~‘HJgh School ,” eL~.) J (“ City Hospit~d. ’

~~~~Lj I [yRe st AiL , :  e t c  I

Assistant Supervisor 1 I I f’J tssmst an t  Super s 1501
-— Station No. 2 , etc. i—- -~ ~~ N1( h l~’ t F l i t  N~ 2 etc ‘

( “(‘a te ,” etc.) I ”Rc e  ( ‘e n t e i , ” ci

I I F I L ’ Op e l a u l F i s

— — — S F . i f I  1 1111, I t i l l s

— — I et. I i F l ic . i I  ( 1 1 1 t 1 , l F I c i ’ 1111(1 Oln e r a i i o l u a l  Supp ort
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WELFARE-SHELTER OPERATIONS

SPECIAL SERVICES

( Vertical Organizati on)



F— ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
— - - _

~~~~~~
- - . --=~

——-—-- ----— - --- -

Personnel Positions Nun ihel .*

Cou iity Level: Special Services

• County R/C Coordinator (line)

• Deputy Coordinator: Welfare-Shelter Operations (line) 2

• Assistant Coordinator: Special Services (s ta f f )  9

Division Level

(Coordinating roles of Deputy Coordinator and 20
Assistant Coordinators.) 23. 24

District Level: Specki Services

• Mau i, . 1: R/C District (line) 25

• Supervisor: Special Services (line) .31

• I)eputy Supervisor: Emergency Financial  Assistance (line ’) 53

• l) ep uty Supervisor: Guidance and Counsel (l ine)

• I ) ep r mty Supervisor: Special Care Groups (line) 55

• Ass i stant Supervisor: Financial Assistant , Lodging Section (lint ’) SO

• A s s i s t a n t  Supervisor: Guidance and Counsel , Lodging Section (li, i~’) 57

• .‘ \ S s i s t , i i l t  Si iper s i s or ’  Special (‘are Facil i ty (/ ine’)

I

* R t’ l t ’r I t ’l l  t irnh crc d list of job descr ipt ions  begin ni in g ~ui page’ 4°

30 
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SPECIA L SERVICES

Levels: County, Division , District

- - - 

~~1(‘oum i ty  R :C

~_~~~~~din ator

- ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ [[ii~’puty R/C Coordinator ‘ Depot ’, R ( - ( I n o r d i l i a t o r
— Wehf ~ir e— Sh i el ter Operations R e c e p t I ~ t uF ( ‘co l e u s -  R~’~t

A s s i st a n t ( o o r d i F l a t i n r  
- -  -

_____________ 
~~~~~~~~~~~~~~~~~~~~~~~~~~~ I -

~~~~~~~~~~~~~~~~~~~ 
Coordinator I— 

~~~ Special Services J ’  
- — 

-

I I 
-
~ Ass i stam it C oor dj n at t ’u  

-LRc’st A rea 

r 1)eput ’~ R C Coordinator
— 

~~~~~~~~ I 
- - J

- ~~~~ ssi s l a F F t  R ( ‘  (‘o ord i m i a to r

Lp istricts A & 13 
- - - - - - -  —

~ As sis t auut Ma u ), t ~ eu - - .

— - - - - - 
F 1 1 5 t  T i t u ( S F F

- - ~~Manager .

I L!~±~’ !)istr±c t A 
-

I ‘\~ s l s l , i i F t  M,Iu i aL ’cr
(Th era t io u ia l  I i . i i ~ou

ps rv son 
‘

I 
Spe~ u , iI Serv icn ,’s 

- - I

l’ti~i iuti ui s’ \ l s l s  , t u i l ~ i i i  Ct i l i l i i e s  us i m ug L)uvu suonal units.

— — l . m uie () p dr . i i Io ns
— — — S i _ i l l  I - m R F l i t u i s

- I e c h i u u i s  i t  ( , l i I t t , i F l s C  ,iu i il Opera u i o n a h  S i l i l t i t t i  I

31



________ 
~~~~~~:~~~~~~~~~~~~~~~~~~~~~~

— —  

SPECIA L SERVICES

Level: I ) istri ~t

[~~~sis t an t  Manager L Manager 
L — I AssistaF it  M : i i i e c - m

L.~~
h hu m

~~~~~
ti 0h1 ~~~~ R/C District  A 

~~~~~ 
U aj soil 

- - j

_ _  I

L - — -— —. - 
Supervisor 

- — — — ,

Special Services

- [II I~~~~~~~~~~~~~~~~~~~~~~~~

-- — 
-L-

~~~~~~~~~~~~ 
---- ia

I h’pu ty Supervisor P Deputy Supervisor 
~~ ~~~ e p u t v  S ii 1 c u t s

I I-.ni erge ncy Financial  - —
~ Guidance and Counsel ‘ Special ( ‘ I l l ’ ( i  ~- m : ~ - -

I 
s s m s t . n I e e  J L ____ —

~~~is~ ; Fi t  ~~~~~~~ Assista n~~~~ierv i~~~~~ j ~~~~~st an t  S L I I i C K I ’ , i ,i

~~~~~~~ Assi stance — Guidance and Counsel - Special ( , I I c  h . ~~’, i~ i l  -

LIt ~~~~~
i
~~± 

Section No . 1 I Lodging Section No. 1 No. 1 ( “ A A  -\ \ 1 ‘tH 
- e tc

A s su stan t Supervisor r Assistant Supervisor rA s s i s ta u it  S i  l i’ ! s s ’ !
- 

- Financial  As s i s ta n ic e  — -- ‘ ‘H Guidance and Counsel - -j Special ( ‘, In c I , is i l i t - -

l odging Section 2 etc.  Lodging Section 2 . etc. “N i H  H R  l i t  ‘ i l , c  I

Special Services Uni t   
--- -— — -- - - - Reccpt ion Ce t~~~~ st —

Rc~ d 1 F  t in  (‘c u t te r  or Rest Area is located iF i the I ) i s t  rid -

— — - -  - -— — I ,i F is ’ Opera iii u u s
— — — — S t i l t  l un elionis
— — I e~- hiuu i cal  ( ;l J l I , l F I ~ L’ and Operau iona l Supp ori

32
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WELFARE-SHELTER OPERAT IONS

PERSONAL SER VICES /CLOTHING

( Vertica l Organization) 

— - -- -— - - - - - - - -—- -- -  - -- - —  ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ -



- - - -  - - - -- --- —--

I
Personnel Positions Numbe r *

County Level: Personal Services/Clothing

• County R/(’ Coordimiator (line)

• Deputy Coordinator:  Welfare-S h elter Operations (l ine)  2

• Assistant Coordinator: Personal Services/Clothing (staff) hO

Division Level

(Coordinating roles of Deputy Coordinator and 2 1)
Assistant Coordinators ) 23. 24

Dist rict Level: Personal Services Clothing

• Manager: R/C District (line) 2~-

• Supervisor: Persona l Services / Clothing ( l i , u -)  32

• Deputy Supervisor: Clothing (l ine)  59

• Deputy Supervisor: Personal Care Services (l ine)  60

• Deputy Supervisor: Pet Service (line) 61

• Assistant Supervisor: Clothing Purchase and Supply (l ine)  62

• Assistant Supervisor: Used Clothing (line ’) 63

• Assistant Supervisor: Laundry ari d Cleanin g Ser v ices  (line ’) 64

• Assistant Supervisor: Personal (‘are Serv ices (line ’)

• Assistant Supervisor: Pet Sh elter (l i,u ’) 66

to ,uu n ub ere d  l i s i  n i l  job d~~s c i n p i n t t u i s  b eg inn ing  on ~n~~ s’ ‘1°



PERSONAL SERVICES /CLOTHING

Levels: County, Division , District

County R/ C Coordmat or~~~

Deputy R/C Coordinator Deputy R /C Coordinator
— Welfare-Shelter Operations j Reception Centers-Rest Ars~~s i

Assistant  Coordinator
- Receptic - n Center-Rest

___________________ I Areas 
________

Assistant Coordinator
— Personal Services and — - — -

Clothing -

I L Assistam it  Coordinator ]
- L~~st A u c a

1*Deputy R/C Coordinator
Division No. 1

— 
Assistant R/ C Coordinator

I D i s t r i c t s A a n d B ]
[Assistant M a i i a e e r

_____________ ______________ 

‘1
~~dmunistrat ion

I Ma nager I 
-

~~~~~~— 

[i/C District A 
- - -r~~s i ’ , tant  N l ; iu i , i e e r

I_Op er at io t i a l  l . .m a is t t n  
-

I I Supervisor L -— — L Pe rsonal Services / C 1othii ~~~J
*I) O S I t I l ) i F  exists only in counties using Di visi ou ia l u uuit ~.

Line Operat io n s
— — — Staff Funct ions
— - — Technical Guidance and Operational  Support

3 ~ 



PERSONAL SERV ICES /CLOTHING

Level: District

I 
~ssIst u u i t ~~t t n a ~ Lr  

— — 
M tmia ~~cr 

-~ ~ ss! s~~~~~~~ i~ m i

A d ui i mm i i s t r  it i on “
~ __R ( L) is tr ic t A 

________ ~ 
() p , u i t i o n  ii [ i o s t t u i

L . — , — - Supervisor ~~~~~~~~~~~~~~~~~ — -

Personal Servic es ( ’l o th ing  I

I 

- - 

-± - 
H 

--

_ _

-j 
-- 

-

~~L~ i~ souJ ! ~~~~~t~~~~ upervisor 

J
~~~~~e~ ut~~su~ ervisou 

~
—1

L-\ssista nt Sopervi ~o r 1  I Assis tant  Sup~~~isor~~~~~~ I ~Ass~~t an t s m r e r \  ~~~ 
I

- _

_ [ 
(;loth1n~~Purc iuase~

j_
~ — Laundry ~’Ch ’aning -

~ L~~~O U F l t \ P U U f l d  ‘ c i i

As s islaui t Supcrvisor I I Ass i s tant  Supervisor 1 I I s~~t a F I1  Sup er ~ sin II ~e~l ( ‘ l o t h iu ng  ‘ H Personal / Care Services i— H Pet Sh el ter  No 2 -

_____ L J ~~~Acc Do~ Keii ne]s
” I

I .i ne Ope ra t  it 1 ru s
Si . t t t  I ’ i i l l t . l ’ i t I l ’ t

— I t i  h u n i c ; i I  ( u i l t . i J l s ’C and O p c r . I F i i n i i . I t  S n i p ; t t t i  I
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SHELTER PLANN I NG AND ALL OCATION 

I

( I s / - t m , il/ () m’ ~~i , m, : a1im ~~~

I

_  - - - -- - --- - - -
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*Pers omi nd Positions N u iii h e’ m s

A l  Slid ter P lann i n g  and Al loca t ion  Positions are
s / t i f f  mciii hers repor t ing to the  li,u ’ or opcra l ions
personnel indicated at each level ,)

Coumi t v Level

• (‘oun t V R / ( ‘  (‘oord in ato r  (line ’)

• Director:  Shelter Planning and Allocation (s ta t ) )  4

• A s s i s t a n t  I ) i r e c i o r :  Shel ter  Assignment (s ’uf j )  I 3

• Assistant D ir e c to i :  I spedient  Shel ter  ( s t a l l )  14

• Assistant I ) i re ctor :  Shel te r  1~quip mi ~’~m i t an d Suppl ies  ( s t a l l )  1 5

• ,‘\s sis ta ii t  1) ir cct or : Shelt er M u m i age rn emit  ( s t a f f )  16

l) i s ision Level

• I ) ep im t ~ R ( 
- 

( oord m n a t o r  I ) u v t s i o n  I e~ ci / l ine) 2 1 F

• I ) e p l u t v  Director Shelter P l a n n i n g  and  Al loca t ion  ( s i , i J l )

l) i st ri ct Level

• \ l . i u i a g c r  R ( - I ) is t F i s t (I i ’! , ) S

• Simpers iso i L o dg iF ig a u i i l  S i i c h t ~- u ( / mmh )

• l) n _ ’p i i t v  S L I I S ’ F ’ ,  ‘- i i i  ‘s l m c ’ h l s ’r / s f j f / )

• .‘~ ssi~ l , i i i 1  S I s i m s r s I s i t u  N 55 Sh i c h t e r  f s f j f / )  7

• - \ s s i s t , t i i t  S pe r s l o sr  h - ” ,p e sh i en l  S h i c ! l c ’r (~ f , j / f )

R e ’ l e m s  u t  i F I i I F l l t ’ m i ’it i s ? , t t  i t t ) ,  t I i St . F l t l i I t t l l ’ _ t l’ t ’ i I i I I iL  t t u i  t i t : ,’ . 11
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SHELTER PLANNING AND ALLOCATION

I -& ’scI : Counts ’

Di rector I P
— —  Shelter P l an miing ~

— — — — — “j County  R,C
amid A ll oc atiom i Coordinator

4 -\ ssj st ~ i u t  E) ir ector ~~~
~‘t l i c l  ter Assignment  I

Ass i s ( :u ru t  l) ircctor

L ~ x i e t h i e m i t  Shelter  I - ____________________________________ _____________— -

— ~~~ Deput y  R - ( ‘  Coordinator 1 1 Dep ot :~ R/(’ ( i t i m i  J i r u a  Coi 1
1 \~m ehI l re Sh1elter Oper ati ons i Rcc ep1i ou~ ( s’ m m t ~’: m,-

F ~ A s s i s t a n t  l ) i re ctor  I’.—. ...,~ L ~~~~~~~ 
A rea s 

— - -

L l - i h u i p n i e n t  am i d  Suppl ies  J I

________H

I) eputy D ire cto t  
* 

l ) e p u t v  R ( ‘( ‘oord ina to r
She l te r  Pl au i n im ig  f ’ - — — — — Division Level
and Al l oc a t i o n  

~~_ j  __________ - -

* I I  I iis m si.tiis arc not mises l  i i i  the c o i u u i l \  - I i i  l ) ep iulv I ) u r e c l s ’ u  ~~ I t S i i i i  ‘ F t  F u i a v . t il F i l l S  i I , t F  - !~~t~ uu i s ’ l t i ded  iii i t mi ’

t n U l l I ~ - leve l ~t , , u iuu ia i i s t
inc Opcr at  it ne

— .“, l , I I  I I ’ t J i i c ’ i i i t F i s

— — I c c  i l l i c i t  ( ; t i i i l , ui i ~ c’ u ni t 0peF llFoF1 ~u t Si ipp t ~r u

L _ _ _ _
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SHELTER PLANNING AND ALLOCATI ON

Levels: Division , District
County R/C Coordinator

1~~ 
- — *  -- - -—— - - *

Deputy Director Deputy R/C Coordi u iat or
Shelter Planning - .  — — — — - Division Level
and Allocation

I 
— — - 1 Ass i st  t u E  ~~~~ ( ~ oonhn~~or

I R - ‘C D i s t r i c t ’, A and B

Ni am i ag er
- — ————-—- - — — Recept  i o u  ( ‘,t rc

I 1) istric t A

r~~ ~~~~~~~~~~~~~~~~ H 
- 

H ~~~~~ -

Supervi sor  Superv isor Superv isor Sup en - t su i r  Supe ~ u s ‘r
Feeding Lodging— Special Per soF sa l S e r v i c e s  I R e g u s t r . i t  l u l l :

Shelter Services and ( ‘ l o t l i ing  J , un , I  l i i i  , u u m u i , t n u u l

- Dep ot s  Supervi sor
Special (‘,ir c ;n n u p s

[ A s s i s t a n t  Supervisor

I Special (‘are I” a e u h i t v
LN0 I

*11 l ) i v u s i t t n u s  ar e  j o l t  u sed i i i  th e ~u t u i i t v , t he I ) d t t i I i S  D irector p u i s n I m um 111, 1’, , t t F  l i l a ’ ,  1 1 , 1 ? , l ’s’ ini ~l t i i l t ’tt i i i  Fl i t ’
d u l l  iv  - I u ’vs ’ t h e a dquar te r s .

Line Operations
S ta l l  } ‘u i i i c t i t  l i d

-l s c  t i i i i c a t  Guidance arid Op e r a t i o n a l  Su pport

40 

-- ---- . - - - .-- -~~~~-~~- - - --- - -- --- —— -- -



_ _ _ _  ----- ‘ — ---

SHELTER PLANNING AND ALLOCATION

Lest ’ls: [)istriet . Lod ging Section

-

‘ - - 

*Lod ’m ~~~
ud SIieh

~~~~~~ 

-

HL ~~~~~~~~~~~~~~~~ H ~ Suu p ~’rv isor

F ~~~~ 
u si n r H - - Ass

~~
Lint SuPcrviso* H

- ~~~ J~~Assu s t a n t  S u l i t c’r s s i t u  j
LR e s d e f u l a l  Au eas I I - x p c d u e F u t  S h e l t e r  b

l )ei’uut~ Supers isor I
r~~ 

L t s l~ u m i ~’ S ~ i u u t n J ’ ~~~~
1

- - I I uusl ~~i u u ~ .‘~~m s I e  1
h a t , i h i t v  — ‘ ‘‘l R e s n s l e u i t u . i l ~~~~~~,

, ,
,j

-_ l u l l s  ( ) ;‘s’ F ; i i  ii ‘i i ’ ,
— - -  — — Sl it  I I I l l i  I i ,  I i ’

— — t - - I , m i u c , i t  ( , m u i d , i n u , ~ m i t t U I - I  ‘ i -  u m i  S t u p 1 t t i t t

I I
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AUXILIAR Y SERVICES

( Vertical Organization) -

-



- - 
- - -

- , -~~~~~~~ - - ~~~~~~ - - - - -- —~~~ - - - -  ---

Per sonnel Positions Nun ih e , r *

(All  A u x i l i a r y  Services posit ions are s tal l ’ in e i i ih a ers
report ing to t h e  line or operations perso ui ri ch im idicated
at each leve l~)

County Level

• Coum ’m ty R/C Coordinator (line’)

• Director: Auxi l i a ry  Sem ’vices ( s t i f f )

o Assistant Director: Public I - du e -at ion and ‘I ra m n iu ig  ( s i a t l )  I 7

• A ssist um it l) irector: Religious r~l ’l’au r s  ( s / t i l t )  h i s

• Assi stam it 1)irector: Recreation ( s t a f f )  I

Division Level

• I)eput v R/ ( ’  Coord u n a to r  I ) u ’, sh i l l  I c’.c ’l (l int ’) ,~( I

• Deputy  l )u re ctor :  A u x i i n , m r ~ Sen ices (‘i~il f  I 2

l) ist rict Level

• A ss i st a n t  Nlan :meeu  Op er a t i o n a l  l ia i son (/ i, , e s ! , i f ( ’

to r u u u n t ’ e F c t t  u~ l i f  oh iL’ s, u t ’ l u i t n u s  h e gur u um n , i  - ‘rn t t ~ ’ , ’ 4~i

Al Fli t ,’ l ) n s u u n ,  I 1u sd ~i iu , I  h e l , t ss  l i t  -~~s s m s i , m n m l  S I m m ’ ’ r I t t ,  U j t  m _ i l m , ’ ’ I i l  I u _ m t ~~ iu

li c- t w e c i u  A m u s i t i , u n ~ Ss’ n s - m , c ’ , l 5 l ’ , t t n i u m t ’I i i t h e  I ) n v u s u , t n u  . i F is l  I ‘ l i F t ! ’ ,  i s \ i ’ I ’ I t O  i i i , ’ u n F i t ’  i u n F m t l  tO i l  I f l ~ S u i t  I

o s t t n s  mu id lt c’ u s t ? i u u i c ’ l ‘ ‘ I  I t t , t s u i i m u -  S l i t  l I t ~u , u t m , t  Spt ’~ ui Ss’is i t s ’S , on l I ’t ’ - l i t  I I - , ’ m i c ’ lu o t h e r w i s e  a t~~

n m u e u n i l n e r , t h e  ,\ s s u s ? i u m l  S I , u i u , i e t m I i , i m ” t i m  ~u ’ l i t i l u m I s  a lou, or t ‘ ‘ m n l m m i . u n - I  t i u n i ,  l u - n m  is t i m  ? i ’~~pi ’ i I I t ’  \ u \ I I I , i l ’ ,

i s ’ s  i i  d’S

4 3

-~~~~~~~~~ ___________ 
_ _—  —~
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AUXILIARY SERVI CES

Level: County

Coun ty R/C L — — — — J Director 
I— — — _- —

[~~ )ordin ato r  I [ Auxil iary Sen-ices

Assistant l) ir oc t ~~ l
Public Education ~

_ _~

and Tra in ing

~~~~ puty  R/ C Coordinator Deputy R/C Coordinator Assistant I ) ir ect oi
Reception Centers- Welfare-S h elter Operations 

~

— —‘ Religious Al ’t a i r s
[pest A reas L _______________

_ I

~~~ A s s i s l m m u i t  Dir e ctor  [
Recreation I

Deputy R/(’ 1 [i5~~ 11tY Director
Coordinator i—’ — — — — — H A u x i h i a r ~ Sen- ic e ’s
Division Level I

l ane Operations
— — — Sta l l  Funct ions
— — Tech n ica l G u u i t i , m n n ~ ci au usl O pt ’ n , u I n t t n u , i i  Support

45 
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AUXILIARY SERVICES

(Note:  At the District level and below. Auxil iary Services provides personnel
and o ther  resour ces for use by the Lodging-Shelter and Special Se rv ices , work-
ing t h rough the District ’s Assistant Manager t’or Operational Liai son

L&sels : l)jvision . District

Count~~R/C Coordinato~~,]

7 * 1 *I Deputy R/C Coordinator Deput y  Director
[~~ I) ivision Level r 

— ‘

~ Auxil iary  Services

F *
Assistant R/C Coordinator
R/ C Districts A & B J I

R/ C Distri ct A 
— 

I

Assistant Manager
Operat iom ial  Liaison

Supervisor [ Supen-isor
Special Services [Lod g in g ’S lu c l tcu ~~

Dep uty  Superv sot
Special (‘are Groups

Assistant Supervisor
Special (‘ i re )- , i c i l i t v
No . 1

t t l ) n i i s i , t n u s  arc u u ’ ’ I  uuse , l  m i  t h e  c t ’ i i n i t v ,  One I)epuiF~ Director  p m n s u i u t t r n  m l ’ ,  - t I F  11,1% F O ’ I  ?)( ‘ n I h  l i u i ‘ I  I l l  l i l t ’

i t i i l u u i ’ ,  l evel t i e a d s t u i a r t e n s

— — — -  — - - . I j iu e Op er a t  n i n u u s
— — ~si i l l  I m i i i ,  I i ’  ‘ F m ’

l e ~ t m u m u t  ml  ( , u l m ’ i , m l u  s’ , i u ot  O I ? C n , i t i t n n 1 ~ l S u l t i t i t i l

_



AUXILIARY SERVICES

Note: At the  L) istr ict level and below , Auxi l ia ry  Sen ices p rov ides  perso ui ne l
an d other resources t ’or use by the  Lodging-Sh e lter  and Special Services . work-
ing through the E) istrict ’s Assistant Manager for Operat ional  Liaison ,

Levels: District , Lodging Section

Assi s t aui t  Mana gu ~
”

~
Operational Liaison

Supervisor  1
r” “ “

~~Lod g ingand Shelt er _~~

i~~g 
- - ‘ 

Sup e’n’u sor 

~~~~~ T

I~ JAs~~ tant  Supervisor L — — - 
I 
— 

TA s si s t a i lt  Supen’ is~~~l~ - -

1 (‘0ng~’egate (‘ are j I NSS Shelter

L [Assistant Supervisor I A s s i s t , u n t  Suip en  isor J
1~R e s i den t i a l  Ar e as  ~ 

— — ‘ 
l \ j ’ C t i l C l m I  S l I i ’~ l e m  j

[~ ongregate I’ m c u I i t y  L~~y 5 1 l e F i t 1 ~t h Ar c ’ ,

l ine  Opera t ions

— — Sta ff Funn el  it u r i s

- ‘— l et  t u n u n  i l  ( i m m , l , m m m ,  ci ant1 Ope ra ui omi . i I  Su i pp i m I

I-, — — . ----— - —- --- ——- ‘--- -- ----,- ----- - --- --- ‘-- . --- ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ -



II.

PERSONNEL POSITIONS

m a

HOST COUNTY R/C SERVICE

Sections A through J below present job descriptions for t h e  sixty- six personnel i l o s i l i u t i l s

normally found in the management structure of a fully organized Recepti on (’ ,urc Sen-ic -c,
These descriptions cover management  or chain-of-command respom isibi h i t ies  not  the  de-
tailed tasks required to carry out R/C functions.

Responsibilities of R/C (management ) personnel include a throug h knowled ge of:

• Their own particular positions ,
• All posit ions su bordinate to them.
• Linkages with related R/C posit ons,

Sections A through J below correspond to the similar sections in Part I: Tables of ( ) r e a n i i a t i o u u

The Reference List of Personnel Positions amid Tables of Organization (page I 73 below ) pro s ides
detailed cross-references between speeit ’ic positions and the Tables of Or ga nuia t ion  in which  the y
appea r.

Each sect ion and each j ’th description is presented as a sep w ’ate ’ unit and e:ai 1 1  m u  / m m ’ , ‘ /mi ,
(with the corresponding Tables of Organ izano,i) f o r  use /~i’ appropriate mmr ,etl, m u: 1 f m , m u u , i /  u / i o u ,  t j r - ,

4 1 1

- 
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REC EPT ION/ CAR E SER VICE S

COU NTY LEVE L

(( ‘u n n n ud l U l  Struu’ t i, r e)

-
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Tables of Organi iatio n Reception/Care Job Descript ion

~cct ion A County Level Command

Personnel Position No. I

COUNTY RECEPTION /CARE COORDINATOR

a. Directs overall plat inim i g.  readiness and operation of Reception and Care Services in
the County.

h. Coordinate s  planning.  prep aratory . and operational tul easures with :

( I )  T h e  County Civil Preparedness Coordinator ,
( 2 )  Other County Emergency Services.
(3 )  

________- County (risk area) Reception and Care Services.
( 4 )  State-level Reception and Care Services,

c. Develops plat is for su pport by the Americ an National Red Cross . the Salvation Army.
public and private schools. churches , community  service organizat ions . and other weh l ’are-

related organizations and groups.

I
r M, ,~.DI~G ~~ ,t ii, tLAi~Th(...NQT ~‘1L ’m.i. D



—

l , u  h lc s of Org anus at io n R e c e p t i o n  ‘(‘ arc Job l) csc r i p t  a i m
Sections A through  J (‘u n i t  Lev el (‘ouui  mu ri d

Personnel Position No. 2

DEPUTY RECEPTION /CARE COORDINATOR:
WELFARE-SHELTE R OPERATIONS

a. A~sj st s the Coordinator , Reception and Care Services , to d i sc l i : u r g e  his r e s p o n s i l s i l i t
and acts as the coordinator in the  absence or incapac ity of th at officer ,

1), ,‘\~~t s for the (‘oordinator in p lanning and direct ing prepar edness measures for well ’ai~’-
shelter operations.

c. Provides direction and coordinates the funct ions  of the Assistant  Coordinators  b r :

I ) Registratiom i and Informat ion.
( 2 ) Lodging and Shelter ,
( 3) Feeding ,
(4 )  Persom ia l Services and Clothing ,

S)  Special Services ,

d. Provides technical  guidance and opera t ional  support  to the Managers of R e c e p t i o n  ( i s ’
l) istr icts and their  S’~perv isors for Reg i s t r a t i on  and Infor m al ion . Lodging amid She ’ l l - u
Feeding, Personal Services and Clothing,  and Special Services,

e A cts  for the Coordinator in the  p l a n n i n g  arid execut ion ol’ we h t ’a re- she lt er  SUj pi i I n i i ~ - u ‘ a s
by.

I ) Resource amid Supply Service ,
1 2 )  Publ ic  Safety Service.
( 3 )  h ea l th  and Medical  Service
(4)  Fire and Rescue Service ,

5) C om m u n i c a t i o m i s  Staff ,
1 ( m )  I n t e lh ige iuce ,/Assess ln ie F l t  Staff .

7 1 Warning  Staff ,
I ~ ) Radiological  1)et ’e ruse Sta l’l’.
t 9 )  Public  I n f o r m u i a t i o n  S( , i t ’l’.

s-I 
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I . ihics of ( ) n cia i i i / , i i  ion Reception/C are Job I )e” . r u p t n o r i

~cs L ion  -\ County Level Command

Personnel Position No. 3

[)EPUTY RECEP TION / CARE COORD INATOR:
RECEPT I ON CENTERS-R EST AREAS

a. A ss ist s  t h e  Coordinator . R e cept io u i  and Care Services to Discharge his respo u ism b u h i t ie s -

b. \ ,  t s as the (‘u ord i u ia to r  in the ab sence or incapaci t y  of both the Coordinator an d t h e

Deputy Coordinator  t’or W eh t ’are-S h ie lter  Op era t iou is .

c A~’ts for the Coordinator in p l a n n u u u g  arid d i re ct im ig  Reception and Care re’ spou i s m h u l n t m c ’ s

and func t ion s  at Reception Centers and Rest Areas .

d. (‘ s a t r e h j i m a t e s  Recep t i on  and (‘ are t’u i ic t i on s  at the  Recept ion  Centers and Rest Are as

wi th  oth er Emer gency Service s,

e P r im ’ ,  ide s d i rec t ion  at id suppor t  to ,\ s s i s t a n t  (‘oord inator s in c-b arge ot Reception au i d

i r e  oper ~m t i o i u s  at de s igu m ate e l  Recept io n  (‘eui ter s  amid Rest Areas.

I

cc 
‘
I

S 

-
~~~~~ 

-- -
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I , u h l e s  ot Orgam u i ta t ion  R e c e p t i s u i i u (  a u c  Job t i c  u~ m t I n
St ’ c t l s n i i ~ ,\ . I (‘oii n t v  l , e ’ ,n,’l (,, st i I u r m l , u m , , I

Sh ie l t c r  P l a nnuu i g  .muu d \ l I s t~ i i !  c i ’

Persominel Position No. 4

DIRECTOR: SHELTER PLANNING AND ALLOCATION

a, Assists the Coordinator , Re cept i on and Care Ser vices , in all  m a t t e r s  r e l a t i n g  to S l u s h 5  i

P lut m i n i n g  and Ahl oca t iomi . i n c l u d i n g :

I ) Assi gm ime n t  of sh e l t e r  spaces.
( )  l) eve lopment of expedient  shel ter .
(3 )  Proc uremj i eu it  and placement  of shelter  equ ipmen t  and suppl ies .
14 1 l ’lacern ent arid t ra ining of Sh el ter  Managers and o ther  sh e l te r  s t a t  I -

ft As s i st s  t h e  Coordinator , Reception amid (‘are Sers Ices , in t he  p l a n u i i F m g  and c’\s ’ c i i i  i i ’ ’

u t f  she l te r  suppor t  measures by :

I I )  Resource and S o p h u h v  Service.
( 2 )  h e a l t h  and Med i cal  Serv ice ,
( 3) Pu h u e  Sa t e t ~ Sers ic e .
( 4 )  I i r s ’ am i d Rescue Service.

c. Provides direct ion and coordi n ates the func t ions  oh t h e  A s s n s l . i n i t  I ) m l e c  I i t i  s ’ I  S l u L ’ l 5 I

,‘ \ s smeru u uue ’nt , I s j t ech ie nt Sh el ter , E q u i p m e n t  ari d Suppl ies , and S h e l t e r  \ I au i : mu , s ’rne - u r t

d, P r i m ’ ,  tI es t e c h u F u i c a l  guidance and a ssm s ta u i e ’e t a  the  I ) ep t mtv  l ) i r e c to r  oh S h e l l e r  h ’ l , u u i u i  u n i c i
amtd Al h u m , , m t i u n  at the  I) iv ision level -

‘I ~~t

_ _ _ _ _  _
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I ab lcs s i t  I ) n c i , i i u i i j t  n u l l  Re ’ e c ’ p t i s u u  ( . ii e ’ i c u b  hi ~ - m i ~~ t i i  c i i

Ses ’ t i u n u u s  ,-\ , I ( ‘s u u i u m t ~ l , e su , ’I (‘o u u i i u i a n m ~h

A ii I ]  a rv Sen ices

Personnel Position No. 5

DIRECTOR: AUXILIARY SER VICES

.i . As s ists  the  (‘ourd in a tor . R e c c p t i u u r n  and ( i r s ’ Se’r ’, l c s ’s , tn t he  p l a n l n i n g  , i u id ‘rs ’ s s it ’ ! ,  s i t

s’ss e m m t l a h  , u m i x i h n : i r v  ss’r v icc ’ s u m c ’eess,Ir\ t i n  u j ssmi r c  e’ l s u m m m i I  a s I J m i s E n I i e F u t s  u iuus l  t h i s ’ n u a u u i t s ’ m , u u i s

oh ’ m ii ora l e um i der  ext r n ,’nic u, ’ u i i s,’ l t i u,’ l i u ,’~ e’o r u e h i t u u ’ n i s , r n 5 ’ h m i s ( m r m u ’

I 1 l - u i i c i g c u i c v  o r i e u i t a t i ou i  amid su r s u v a l  t r a i u l i n g  t a r  s’ ’ , . l t  i i t . s ’ ari d reside nt
pop ii hat  l ou i s ,

( 2 1  h u r s t — a i d  an d medica l  se h t ’Th e lp .
( 3 )  Reli gious Sen ic -cs an t I  s p i r i t u a l  c’ s n n F i s c u u l I ~
( 4 )  I i m t e r t a u u i m n e u i t . ga r l i c ’s , and s u t h t e r  rs ’ 5 r s ’ , u t m t m u u . i h  , i5 ’ t u s  I t u e s

Is , A ss i st s  th is ’ (‘oo r d i n a t o r . R e e c i ’ l io ui  ansI ( , u r c - Sc ’ i ’ ,  es , in min t  p l a u u u u u i g  a F i s I  s’ \s

tat sur s iva l edm i cu i t i on au ud t ra in ing  w i t h

i I )  l l e , i h t h i  an d \ le ’ 1hic a l  Ser e m~ -.’ .
2 Eu re a ui d Res ’uis ’ Ss ’ r ’, Is ’ s’ ,

I 3 I l’uhl  mc S ,u te t ~ Sers i c e  -

( 4 )  R a dio logica l  l ) eb ’i’uiss ’ S t a l l

c. P u u t s i u i s ’ s d i r e c t i o n  and e s n n u s h u m m : u t e s  t he  t u n i e t i u m F i s  “I t i n e ’ -\~ “ m - i , u m I t  I ) i i c i ~’ t s u r s  ‘ i  l’~ 
-

l ’doc a t u u m r i  and I m ’,i u F i t u u a ,  R e t n c i n s a u s  A l l  a n s , an d R e ’ s r ’ , u l u O U ,

it Pr u t v i s t c ’s t e c h u r i c a l  g u u m s h a m i c e  : i u r s h  , u s s u s t , n n e c  I ’  th i s ’  I ) e p u l c  l ) u r e  ( I s  i t  .\ ,~~ u h , i u ~ ~~ , - l , e s

i t t  t h e  I ) I v n s i t  t i n  l evel ,

57



‘I’ables of Orgatiiiation Rs’es’I’ t s am (‘arc Job Descr ipt it

Seet u s m u l s  A. I) (‘ou n t y  Lesel (‘om u imans i
Lodging-She lter  Ss’r s se’

PeNonnel Position No. 6

ASSISTANT COORDINATOR: LOD GING-SHELTER

a. Ass ist s  this ’ I) cputv Reception and (‘are (‘oordi n ator  t’or WeIl ’ar e— Shu ehter  Operation s t s u

discharge his responsibil i t ies , am id acts as the l) eputy in the absence or incapac i ty  i i i

t h a t  of t i ce r ,

b, -\c t s  for t h e  Deputy  Rec s’p t m ou ’i !(’ a re (‘oordi n a tor  in all  m i ia t te rs  re l a t i ui g  to t h e  overall
pla nning ,  readi ness , and pr ovis ioui of ’ lodging and shel ter  p rotect io n t h roug h out  t l is ’
(‘ouui t ~ , imiclud i um g deve’l op mn en t  of p la mis in areas of m u t u a l  concern ,  wi th :

I ) Resource ari d Suppl y Service.
( 2 )  1 health and Medical Service.
( 3 )  Pu b lic S;i be ’ I y Service ,
( 4 )  Fire and Rescue Service.
i S )  Radiological  E)el ’ense Staf i ’,

c. (‘oordi t i a t s ’s p l an t i im i g  at t h e  Count s  level w i t h :

( I )  Director of SIr s ’l te r h ia nni  rug amid Al l ocat ior n
( 2 ) Assis t :i  n i t  I) ir ec tor l’or Shelter  A s sig ur u F us ’ ii i -

(3) A s s i s t a n t  Dir ector for F x p s ’d i en t  Sh e l t e r ,
( 4 )  A s s i s t u i t i t  Director  t ’or Sh e l te r  I ’ s l u i t m m n em i t  am id S un i p lu s ’ s
I 5)  A s s i s tau i  1 Dir e ctor  for Shel ter  M a n a g e m e n t .

ul , (‘oordin ales  w i t h  th i s ’ Assistant  (‘oo rdi nator  b r  Rs’gi st rat our  ansI  I n t o r n i a t  ion. t h e

- \s s ns tau i t  (‘o o rdim ia tor  for Feedin g, the  A ssis t  . i i n t  (‘oor ehin: t t u t r  b r  S ; s ’ _ i - u i  Sen i C e ’s , and
t Ime Assist ant  Coordinator  l’or Personal S5’i ’s c C ’ S ( ‘h i t  hung .  rs’sps’ct u s s’l~ - t ) ~t 155 ’ pla n s . iu i th
ute ’ t i o m i s  u i e s ’essa rv to assu re ’ suppor t  ! t t r  all Los lg u u i g —Shs ’I ter r e s p o n s i h i h i t u s’s ~1F isI  iu i c i .  I u t u m s

carried on m n th i s ’ Rec e p t n n m u u  aF l i b  ( ‘a r e  l ) i s t r uc ’t s ,

e Under  t h e  Soç n s ’r s u s i u i r m  ( i t  the i) ep u t ~ Rs ’ & ’e p h t u t r n  ( . i ru ’ ( ‘ o o r d u n a t u m r  t u m r  Y~ e l I : i n , ’ SIu ~’ l t c ’ T
() p e r a t m u u u s . I m n o v i s h s ’s tec h n ica l  g u i d a F u s ’s’ a u i h  : u s ’ , i s t , u r i s ’ s’ an d ops’ r aliu m F i a l suipp itil . i F i

.ie’e’nm rda iit ’ s’ s y i thu  t n m e , i n u i / u t t  R n i u a h  . in i ( l  op e r u i t a m n a l  r eu l i l u u ’ s’ F i r i ’ F n t s . b u n  t his ’

I I ) s ’ p t u I ’ ~ l’t s’cs ’ h s h u n m m l  au i d  ( i r s ’ ( u r d u F F : i t s ’ u s  I n u r  t h i s ’ I ) i ~ i s u u n is . i u m l ‘n
) h i e m r  , - \ s s i s t i i m i t  ( i u u t n i h i n u , u t m u n s  I t i r  R , ’ s s ’ i t u u t t m i ansI  (‘.i re I ) i s t r u ,  Is

( 2 )  Ma m ia ~’e us  ‘I h(es’ep tuon  and ( i F s ’ I )msl n l e t s  ar id i n n  t h t ’ i r  s u u ~ ’s ’r s  ‘o t i s

u i )  I u t i t , ’c i c i ’  a u u i l  S l us ’ h t s ’ m -

S 
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Tables oh ’ Organiza t ion  Rees ’p t i o u m , (‘ arc Job I le ss n I t  I t
Sect otis A , F (‘oum i ty 1.eveh Command

k~ F ee dmri g Service

Personnel Position No. 7

ASSI STANT COORDINATOR: FEEDIN G

.1, As”,is t s t h e  l ) ep u ty  Recept ion ant! (‘are Coo r d m nator  t’or We It ’are—S hi e h te r Ops ’r a t i o u u s
to s h i s e h i a r g e ’ his  r c s p ( u u i s l h i h i t  ic ’s,

h . , -\e t s as the  I) eput ~ R s’eep t u u u r n  ( ‘.tre Coordinator for Welfa re—Sh elter  Opera t ions  iii t h i s ’
absence or i u u e a p a e i t v  s t  t h a t  o f f i ce r  and the absence or incapac i ty  of both t h i s ’ .\s’tm ‘a . im i t
Coordinator t’or Lo etg tm ig- She lter and the Assistant  Coor dinator  t’or Regis t ra t io n and
Informat ion .

c. Ae t s  for the I) eput y Recep t ion  (‘ a r e ’ (‘oordinator in all niatters relat ing t o us era l h
p l a n n i n g  readiness. and l”rov ’ i smoui s u b  enu ergem i cy fee dim ig services , throug hou t  t h e’ ( ‘osl n i l \
i nc luding shev e ’lopnii s ’ u u t  ot  p l amis  in areas of m u t u a l  comicern with

I I Resource a rid S Ol ) l ) l \  S5 re Cs ’ -

( 2 )  h eal th  ansI  ~slesl s i t  Servi cs ’ .
( 3 )  Puhhc S, it etc  Se’rv n ee ’ -

(4  I l ur e  a t is i  Rescu e S5’ r v n e ~’

el , (‘oord mn atcs  s~i t I i  t h i s ’ ,- \ s s i s t , i nt  ( t u i t n u h m n a t o r  f o r  Re g i s t r a t i o u i  and lui b ’or m , i t ion . t h i s
A ssi ’~I a n u t  (‘o o r d m u i . i t i m r  f o r  Iod g iu ig -S hue l t e r , b l u e  A s s i s t , i  n i t  (‘o o r d i u i a t o r  t u t u 5 1t 5 ’ 5 i i  Ser s les s ,

a und t h u e  ,- \ s~~I s I , i n i t  ( ‘o o r s h m m u a t o r  b r  Personal Si ’ r s i e e ’s ( ‘ h u u t ! u i r r e ’ , rs’s pe ’ e t u s s ’ Is  . l i a i s e  1 I , u m i s  a u t h
,is ’ l i u i n i s  F is ’ e’s’ s s , ir \  t o ,u s s i i r e ’ suppor t  b r  a l l  I mue r g s’n ic \ Fes’ d m u ig  n~’sp m I u s m i ’ m l i I m m ’ ’. o c i , !  t h u 5  h t m l ’ ,
carried on in t h i s ’ Re’ c e p t i n m n i  ari d (‘art ’ I )~si n u b

s’ , t r ms hs ’r t I n s ’ s m i p e ’ r v t s i s m n l  s ib  t i l e ’ De’p u t ~ Rs’s’e pt i smn (‘ars ’ ( ‘ m a m u i l i , m , u t i t n  for W s ’ Il  i F s ’ S l u m ’ l t , ’ i
()p er ,t t ion s . p r u ’ ’ ,  h i s ’ s t s ’ J n n m c a l  g n i s l a n i s s ’ and .is sis t au i s ’ e’ aid t i h l s ’ n , u t u o m i a h  suppor t , I I I

,t s ’ e’ ui r i h , i u i s  s’ s u t h i  t t t e a r r h / , u t  u u i r l , , I  arid ui l ’ i u,’ r , , t i s m n l a l  r e ( I iu re mn s ’ F l t s . to the :

I I I ) s ’ i m i i t ~ R e s s i t t u t i r u  a n d  ( ‘ inc (‘ u o r d u m i a t t u n  f u r  R e c e p t u m u u i  ( ‘ s ’ti ts ’ r s ’Res t  - \ m , ’ , is , i i l s l i - I

h is
( a )  ,‘\ss u s b , , F u t  ( i - t n i l t m m , t h u t t  I F  R e e e p t n o u u  (‘e n t e r s ,
( h i  , - \ s s u s t , i  n u t  I m ” ’ n u l m  l i t  t ’I  I OF Re st ,\ u s’ ,is

( 2 )  I ) e i’ i i  t s  Re c ept i uu i  uF ic h  ( ir s ’ ( ‘ u m u n r s l i n n , i t o r s  f o r  t h i s ’ l ) i s  n s m o t u s and  or t h i e t r  \ s s s T , t m u F

(‘oo rd mum , i to r s  f o r  Rs ’s’ e’pt ion , turd  I i t s ’ I ) i s t u  t e l ’ ,

( 3 )  Ma n i , i s ’ s’ r s  ot Rs ’ s s ’ l ’ l io ! i  a u u u l  ( ‘ I r s ’ l ) u s t n u e t s  .11151 ‘ t i n  t h e i r  Si ips ’ r s n s o r s  i ’l  I s l i n g

— - —‘- . —‘— — - —-— —‘- -,-, ‘ — — ,,,,__4,_,_
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‘l’ah ies of Organization Re cept ion , (‘ are h u m  I )s ’ ’ 11 1 1 1 i i  - i t

Sections A , I’ County Level ( ‘ uu u i i i  i t i m i d
R eg mst r a tm ot’ ~ atid I n b o r n i i , i t t o u t

Ss’ri mce

Personmiel Position No. 8

ASSISTAN T COORDINATOR:
REGISTRATION AND INFORMATION

a. Assists the I)eputy Reception and Care Coordinator for We It ’are-Sheiter Ope ra t i e iu i s  iii
disch argin g his responsibilities ,

b. Acts as the Deputy Reception /Care Coordinator for Welfare-Shelter Operat io u us i i i  t i e

absence or incapaci ty  of both t h at officer and the Assistant Coordinator b’or L sus h g m u i ~’ , u i ’ J
Shelter ,

c, Acts for the Deputy Reception/ Care Coordinator in all ma t t e r s  re la t ing to t h i s ’ u I ’ , e’ u I f
p lanning,  readiness , and provision of registration , informat ion . re f ’erra l .  and in c h u i i~
services throughout  the county ,  inc lud ing  development of h ) Ian i s in areas of n n m i i t u u , u l
concern , wi th:

( I )  Command and Control ,
( 2 )  Public Information Staff.
( 3 )  Communicat iomis  Staff.
(4 ) Health and Medical Service.
151  Public Safety Service.

~ l ire and Rescue Service ,
( 7 )  Resource and Supply Service.

ci (‘oordi n iates with the Assistant Coordim iator for  Feedimig , t he  ,‘\s sis t , I r m t  (‘oo n d u r n , t h m t i  t u t u
Lodg ing-Shelter , t he Assistant Coordinator t’or Sp ecma l Ss’r ’, Cc ’s , au id  the  Ass n ’ - i , u n t  ( u , ~u n d i -
n ator for Personal Services/Clothing, respect ively,  those p l ans  and ad u u t r i s  un e ’es ’ ss , t n \  t i m
a ss u r e’ support  t’or all Regis t ra t ion  anti I n b ’orrnat  ion re spom is ih i h n t i e s  amid f i u Fl i t R u F u s  - .1 F l u

omi imi the  Reception arid (‘are Districts.

ci . t t i t he r  the supervision of the  E ) ep u b y R s’s’ s’ll t l i i m l ,  (‘ are ’ (‘o o r ( l t u i a t o r  t n t  We l  h , i u  e ’ - S l u s ’ l t s ’ m
o pera t io n s, p rov ide ’s tech n ical guidarmce and as s is t  a n i s e ’ and ope n . i t iou i  s u p p ( i t t .  mi , is c ’ t t u i l . , I l s  s ’

Wit  Ii n m r g a u i  i / a t  t ona l  and operat iomia l  re qt m i r e mi i en bs , t O  t h e  -

( I )  l) e ’p i m f y  Rec s’pt i omi ar id ( ‘and ’ (‘oord imi a t or  I n n  R e c e p t i o n  ( ‘s’ n u t e ’u ’ s - Rest ‘\r s’,is

, t i i i t  ‘ or h i s
I t  I t~ s s l s t a u i t  ( ‘i n n r u h i r u i t t n r ’ ,  for Ree’ e p t m o u u  ( u - m i t e r ’ ,
( b )  A s s n s b , j r i t  ( ‘ u m i m r s h u u u , i t i n r s  t om’ R e s t  Are as



I 2 )  Deputy Reception and Care Coordinators b ’or t h e  l ) i n . i s i o u i s  a u i e h  ‘ tar thei r
Assistant (‘oordinaton ’s for Reception au id Care I) is tr icts ,

3)  Managers of ’ Reception and Care E)istricts anti / or the i r  Sup er s  i s m m r s  of
Regi stration and I n fo r m a t ion ,

(n 1 

-.‘,‘.--‘-~~ -‘-__—- .-- --~~~~~ ~~~-- - ‘ -



l i i  i c s  s i t ’ Or g a u i i i a t i o n  Ree’ s’ p t u s ’ n i  ( , i n e  J o t m  [is - - i i ~ I ,-

,Se’e t i u u u t s  A , ( (‘ou m i t~ [_ eve l ( s n tu i i u i , n u id
Special Ss’r s l e e ’ s

Personnel Positio mi No , 9

ASSISTANT (‘OOR DI NATOR: SPECIAL SERVICES

-\s s ist s  the  Ds ’p u t t ~ Receptiom i an sI ( . m e ’ 0 t t t ! u s l i n i a t m t h o t  ~~e l l , i m e  S I u - ’ I t e r  ( )p s ’ I , ’ t l o I : s  t i n

u h s e l l  , i r ci s’ hi is rcspoi is ihi l i t  is’s,

h . \~ Is  b s n r  the  Depu ty  R c c e p t i u u i u ( ’ t r e  (‘o o u s h m n a t o r  in a l l  m a t t e r s  re’ h a t u n g  t t m  l i m e

p h~m u u n i n g .  reas h i umcss . and pro s is h muu  i i i  i’tile ’r gcnev t i r i am i c t a l  a s s i s t , i i l c  e’ . m n s l i v t d u a l  auic l
t , n u i i u h v  gui d ance ami d coum ise h in g.  ami d the  ca re  i m b  special grou ps t h n r o n g h i u m t i t  t h e  e l n u l F n t ~

i m i c h u s h i n u g  sievetopms’nt of ’ p lans  i ui  ,irs ’,t s  of ’ m i m u i l u a l  c u in s ’ s’ rnn , s~ ui lu

~h I h ea l th  and Mcii ie ’ah Sen  t e e ’

I 2 i  Resource am i d Su p p l y  Ss’rs Cs ’

3 )  Fire and Rescue Sers ice
( 4 )  Pu bb5’ Safe ’ b ~ Si rs ice ’ ,

(‘oor eh im iates w i th  t h e  A s s i s t a F i t  (‘ o o rd iu i a t s r f u n  R e g i s t r a t t o u n  a i d  l u m I  i n  n~ l , i t t o o ,  t h i ~’
, \ s s u s t , n n t  Coord i n a tor  fo r  I ~n 5h ~ iuig- Shi s ’I t cr . b i te  ,‘~ s s i s t , i m , i  ( , i , ’ m u m u , u l  i l u n r  I - ‘ c : u r u g

t i n e  ,\ ssj st a t i t  (‘oord ina t or  for P s i  s u m l i , u l  Ss ’ n ”, I c e ’s ( ‘ l o t h i m i g .  rs’sps ’ s l u s e l \  - I l u t t s c ’ ‘ f i m s  , i m u m l

.11 h i o m i s  n t s ’ e ’ s’s s tr \  to : i s su lr e  support  b or  all Spe’cia l Se ’n s i s v ’s nc ’ s j m s n m i s u l n n h i t l s’s a t i c i  t u i m n  t i u n i u s
i t  i i e u t  on in t h e  Recept ion amid ( .1 us ’ ) i s t  n~ I s

i f ,  I m i t e r  th i e  sU I l e ’ F % u s i t , n  of th i s ’ h ) ’ ~~u u t s  R c i s’s ’ p t u u t n i  ( i r e  ( t t u t m , l u r i , i I t t ~ h o n  \~ , ‘ ! t , c i c ’ ~ i i ’ l l , ’
( )pe ra t i s in s , p r o s ’i she ’’. ts’ c l u r i u s ’ , i h  g u r d . i n : 5 ’ s’ and , u s s i s t , i u l i , e’ a t u d op er : i t i~u u n . t h  s u i p p ’ m m  u mn ’
, is ’e t u r s b . u n i u ,’e ss- i t hu o rg an iza t iona l  and imp s ’ t a t i u m n i a l  r equ ir e ’ n i e F m h s . t o  t i l e’

( I t  De p u t y  Rce’epti on i ar id (‘arc ( m t i t t c l i n n . i t i m n  f o r  R~’ 5 e’ p t l i ’ l  t e’ u i t ’ n s ’Rs ’st \ T s ’ , u ~ , t n s h  ‘ u
l i i ’ ,
(,j  I ,\ ssj ’t l , i i i t  ( ‘ o o n i h i t i , t t u ’ n ” , b u t i  I - t e e e l t t u s u u i  ( c ’ u i t s ’t’ ’,
( f m )  ,‘\ s ’ , i s t . l n l t  (‘o o r s l m n , u h u n u s  bor Rest A t u ’ ,us

( 2  I ) t ’ j m u l k Rs’cs’p t io iu  amid ( , t i s ’ ( ‘o o r e i u n , u t i ’ m s  t i l l  t h e  h i s  s u m s  t u r d  or thei r ’  \ - -

( ‘ ( n ( m r ( l t r u , i t n n u s  f o r  Res’ s’p b i o t i and (‘ .i ni ’ I ) m ’ a  Is IS ,
( 3 )  M ,t nm. te s ’u s m t  Rs’ce’p h i u m i  , I F i i f  ( l i e ’ D i s t r i c t ”  u n !  m t n  t h u s ’u r  S t i pt ’ n s m ” t c i s  m i t  SI ’~~

Se- n ’ ,  cs ’ s

- I - - e , ,, _ .  ~~-~~~~~_ - ‘--~“:
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1 .tb h es  s u b  ( , )rga niz ation R e c e p t i o n  “0 ‘are ’ Job  I ) ,  ~ u u ~ ’ i  ‘ i

S e c t  t u n i s  A. U County l e e c h  (‘on i t u i a t id
Personal Se’r s i ec s ’ ( ’ l i m h l i u m i ~

Personnel Position No, 10

ASSISTANT COORDINATOR:
PERSONAL SERVICES /CLOTHING

a. Ass ists t h e  Deputy Reception anti (‘are Coordinator for Welfare-Shelter  Opera t i s u r i s  l i t
si is ch iar ge his respons ibilities ,

b, ,-\c ts for the I) eputy Reception / Care Coordinator in all matters  r e l a t i n i g  to t Ine  i i  ~‘ u . f l
p l ann ing ,  re ad imiess , and provision ob ’ personal ears’ services, c l o t h i n g ,  l au t i dry  ar id
cleari itig se’rv ices , and the care of pets throug h ou t t h e  county  inc lud ing  el eve ’ l s i p i u m e u i t
of plans in areas of n iu tua l  concern wi th :

( I I  Resource ansi Supply Service ’ ,
1 2 )  I leaf t hi and Medical Servie’e.
1 3)  I - i re  ‘an d Rescue Service.
I 4)  Public Safety Service.

C . ( u a m r s h n t ~at e ’s w i th  t h e  Ass i s ta t i t  C o o r d i n a t o r  b’or R e g i s t r a t n u m u i  and I t ib ’o r u i i . t t  uCl t i . I n .

A s s i s t u r i t  (‘oor sh i t i a tor  t’or Lo slg it ig— Sh s’h te r . tI m e As s istam ’i t (‘o o rd i u i a to r  b ’or I’ s’e e hu n e , ansI
t h u s ’ ,‘\ ssi ’t t a r i  t ( as )r el m n a t or  fu r Special Se’rv ie e s . respecti e -elv thu  oss’ p l a n s  inc h a c t u u t n s
ns’es’ssarv to assure support  for all Personal Services / Clothing re spons ih~t l m t  Is ’s at ic b b u u r 5  t i l l s

carrie d on in this ’ Reception and (‘are l) istricts ,

il. I i c I e r  this ’ supervision of the Depu ty  R e ’es ’ p t i o u i , (‘ I re ’ (‘oord ina to r  for 1l~t c I SI i ,
( ) per a t  otis . provides tec h imii ca l  guidance arid a s si sta  lit ’s’ an sI opera t iona l  s l u r ’s tnt. i n
, I e e o r sh a t i c e  w i t h  o r g a n i z a t i o n a l  and ope ra t iona l  res lu i r ems’u i t s. to t h e :

( I )  l ) e ’p i i t v  Re’ce’pt t o t i  m i d  ( ‘ i re (‘oor sh i t ia tor  t ’or R ee’ep t i t  ‘ru ( ‘e n t e r s - R e s t  ,-\m i t s  a m ’ :
ii is.
I a I ,‘\ s s l s t ami t (‘oor eh i nators for Recept ion (‘enter’s ,

b j  Assi s t a n t  ( ‘ o u m n t h u i n , i h m n r s  hor  Rest Are , t s .
( 2 )  I ) epu t v  Recept ion and ( ‘ ar ’s’ ( ‘ u t m m n m h u u m . m t o r s  or th i s ’ l ) n v l s m u n l r s  h I l t !  t n r  I l I u m

, ‘~s s u s t i n r t  (‘o o r d mn ato r s  fo r  R e ’e ’ u ’ p t r u~~n t r i m ( ‘ I n s ’ I ) m s t  i s  I s

( I  \ I . u u i , m u ’e’r s of Rs’ce pt mo u i  ar id  ( ‘,i rs’ I ) n s b r n s  Is ; m t iu t  or t h e i r  ~‘n m i j n s’ F e  n s t t t s  m i t

Pt - n su t r i a l  Ss’r ’, ’is cs , ( ‘ h t m l  I i i  an 

~~-*--~~~~~~~~- - - .
~~~~~~~~~‘ _ - - - _ _



_

h a t he ’s sub I ) i ’ m, mu I l /  , u I ion Re’s- s-p t h i n ‘( , i rs ’ J , - u  I ) -  ,- ,~ t i 1
. 

~~
- ,

Ss’s’tiom i .-\ I ‘o u t i t y  l ee’s’ ( u m u u l u i l , u i l e l

I’erso mmne l Posit ion N I I

,- \ SSI SI ANT COOR I)INATOR:
RE -.C EP TI ON ( 1~N I t - K- REST AREA *

Is responsible , th ro u gh th i s ’ l)ep sit~ R s ’~~’p i t h u  ( ‘are (‘o o r s h u u i , t t u i r  b ’or Rc’e~’pI t m (‘s l u i e m ’ s

Res t , ‘~re’as , to  t ime 1c>t i i r t ~ (‘oor u h u u i a b m n r  t t f  R e c ’ e l ’ t l s m n I  ansI ( ‘are Sen ’mccs b m n n  t h i s ’ d n r n , I I u

zat iom i , r e a c h i t i c s s ,  arid operat  ion of his iss m gni e ’s! Rs’cept iom l (‘s’i m t s ’ r— Rest  A l e . ,

b, [pout an Ol ’1’j c~ai Order tor  c r i s i s  rs’ i m t e a t u e i u n , i n i t i a t e s  ( h u e  o r g a iu i z a t i on  an eh acti s . :h  ‘u ‘ i n  ‘ -

h i s  assmgn ed l t e t l i t ~

U nder  b h ie  snpe l ’ v l s t ’miu  of the Deputy  Reee ’ h m I u , u n  ( ‘are ’ ( ‘ ‘ i i i  s i u n l a l t u l ,  Receptio n I i R i s

Rest Areas , t h u s  u m f  t ’i 5 i a l :

I h ) In s oopera lion wi th  the (‘ sm ut n i l  v l ) u r e ’ s t m u l t i  a t i e l  0 ‘o u t  r ob ~t , i  b

I a  I P ro e ’u s l es  b m n  Rs’ c e p t u u ’ m i  ( . t l s ’ s t .m t n i u i i u t i i c a t m o i u  rs’t l u n r e ’ i l u s ’ m m t s  :mt t h i s ’ R e ’ s ’ e’~ ‘ i t i t m ,
(‘en te r -Res t  Area.

I h) I J a n u s ’s othcial ~ove’rn t i ie t i t  e’ i O 5 ’i ,i!e’ F l c ’~ ’ p s t h i e i s ’ s, m t P f 5  c I R e s , ansI  ‘F u t , c i l m ~
gos e’ r u u u u i g  t h e  rn ov e m l i e u l (  , mtic t  I m m ’mm s ’ e’ ss iu i i ,  t n b  c ’s ,i~~’ i L ’ 5 ’ ” ,m ss l , i u ) s ’ si to  . t~ h’ , ls~ m i l u . !

t h roug h  t h e  h ost ( ‘out i  ty  -

( U  I’r ovi shes (ma r d i sseminat ion oh essem i tma l  a u t h o n u i e ’eh p u b l i c  i n i b i - r r m m , i l  I t ’ : , ‘u ; s I

i m i s t r u c t i u m i s  t i n  e s ’a d i i e ’ t ’s svho are ehures ’ted h~ his I e n t e r  to I u u m f c i v i u , m  Si ’ ’ i R t U ”

e~ i t h l i t u  t h e  (‘ou t i t y  and to t r a n s i e n t  re ’los ’ m l s - s ’ ’ e’ n i r t n u l t e ’ to u i t h n e ’ r I m m n s i
e’l m i m n  l i t ’ s,

( 2  (‘ou r sh in a t e ’s , ev i t h i  th i s’ D ep u~t~ Res ’e I h i t ni ( . m e ’ (‘ene n reh m n m , t l i m r  t on ~ 5 ’ I f , m r c ’ -~~; u : - I s  I

Operations , t h l o s s ’ a c t u u ’ t i s is ’~~s’ ’-s , t t \  tO ‘ne ’ s ’ h l t s’ , i m l \  i s t ’F \  . i ui th : n e ’ I ’ J t i s u m i a l  s u u p : n ’ m  I

f r o r ui :
(a I This’ P ubl ic  S , t t s ’t ~ S~’r ’~ i c e ’ in p n m ~e h u n g  e u n e ’r g e n i 5 ’~ i t i f o r t t l . i t i u r i  a m i d  i t i ’ l  I

I s i l l ’ , t i m  s’ V , h s  u s e’s . i n i l l i  C . I i r l g  imiub  c m i i  1 m m  ‘ I I  ‘ m e  m u l l  u c , i i i  pr ’  - \  ‘~ 1 - ’  “ i i  k m u m

I t t . hi  I i i ’s , j i t i t h  i t i  m n a m t u t a u i i u n u ’  p m h i ’5’ ‘- i i  n e c ’ i i  f i l m s  C .

h i )  ‘I b i s ’ t i l e ’ ~i t i t I I~t’se l i e ’ Ss’t i c e ’ I t i  i’ 5 t a b h h ’ i i h i l ~ ’ , i m i t l  m i i , m u r i l  i i  u m i r u , ’  I m i ’ ‘- . 1  ‘i

s t a i n s i , t t  u bs .
I c )  I b i s ’ t’~s ’ s m t u i n  t - i n t l  S u i t n m I

~ Se ’ F S i s ’ s’ . m ’~ fl: ’ s s ’Ss , h t \ . t i  h i u e , u t i u m e  m i s t  i ’ st ~u~ l i i  F ‘ i i ’

I s - t F u p or : tr ~ s,m t ii l , im ’ t al it1 s i l l s ’ ’  s’ F i i e ’ I f ’ e’ll c\ I I t  u n t i e s , i l l  ~ l t - \  l t t i i l C  \ ¼ , u i 5 ’i i l k )

t t u u ~l s l i ) n f n f i e ’ s , i n  ‘r ’ ’ , ’ I u u i t ’  ‘u t CS s ’i  , I t i m l  ti ~’h , , i u i L i  imi m f i s ; t i n s l i l m ’  ~‘t  ~‘ ani- .- e .’

n ( b t s ’i s ’ , , u ~t ci i t i a  I Ic r .

I l l s ’ i C s f t ’ i i ’ ~i h i h m F \  t I g u s s ’i m l~ s’ t s ’ 1 , t m , m u I , ‘ ‘ u i c ’ r  i i i ’ ,  I ’ , l i n n i l l s ’i I t i n  l i i i ’ ) n t t , t  i ’ s s l h  ‘ ‘ ‘ I ‘S i t  5 ,

F i t  t h i s ’  l~ ~‘ - ‘ l a t I n  , i r t u l  ( ‘ ,i ns ’ I ) i s l r i c t  . n I ) n s l n i ,  u - , m,~’ht i ,,’)i i t  st ’ n i t ’s t m  i i i  , u i l , h n u i t : n :  I F  m , i . m ’ ,  ~u r s ’~~’ ’ ’ u m ’ u 1 ’ I ’  ‘ ‘i

v m t i n n e  s , i u u i u t r t  f , t t m l i l m u ’s .i ~i t i  ‘a ~“ m c s  ~~- ~ ~~~~~~ i t ’ s t ’ I I F - ’ m i l s ’ i n ‘ n i u , ’ m t u m n i ’ - t f n d l i t i t s  \ i m l l i u i n  u i .  t ( t ” l  I , t i

F i t  ‘ ‘ F l n c ’ m ) , n s i  e’ t t t t n l t t t ’s , ‘t t ’ ’  ili u m -Is . t fum ~ -\ 
,~ n , u i i t ( , s t m u l u n , , m l , , u  su m l l  , i t h , u ’i I i i ’ - i t n t ’ . ut m l / , i ’ i t ’ u :  , tm t. l 1 1 , 1

I i i  l i t ’ -p e t  l i i i  I i l  t t  I l - u i  ur I i r I s  m u ,  i n s  . , s s m ~ m i d  F t  b i n s  I i t  I n i s
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(d) “I”he’ hI s ’ u u l t im ansI \ I e t l i c , i l  S’,’n s’ i s - s- in  e s t a h h i s h i i l i m i  ati si n i , m m n t a n n u n u g  h e a l t h
umti sl s a m i i t a t m o u i  s t au m e la r c i s , a lisi in a s s i e l n m n g  b ’i n s t—ai s h  an si mi i es h ie ’ah ant I n L i r s i l i g
persou in e’ h ( i s  deeme’d mi et. ’ e’ s~,in v I s ir  cUr sors ’ e x , m n n i  nat  i tanus  of c’ , a ch e’s’’, and
t h e  pros I s i on  of ct ui e ’r g ency n i es h ical  sens e’s’’,,

( 3 )  Coors h in iat e ’,  wi t hi  ( l ie  A s s i s l , i u i t  N l , u m m : m n e ’r f n r  Operat ional  Liaison of the  Re’s- c h i t  i t
ant I Care l ) i s t r u c  I w i t h i n  wh ic h  ( h u e  Recept ion  Cen te r -Res t  Area is s i t u a t e d )  l i t

seec ne ed ed preparedne ss and oper ational  su I sp ont I’roui m t lie Res e’pt sin and Ca re
Service ’s wi t h in t he  (‘o c i n i t ~ , (‘o~mps ’ r aI s ’ s w i t h :
( a )  T h e  F: tmier g eni cy I - ce d ing Sen ice ’ in o rga t i ii, inn  and opera t  i tng  one or more

bixes l an sh , !ew mobile f ee d ing  u t n i t s  -a t  the Ru ’e’e’p t i on  (‘e u i t e r — R e s t  Area to
provide can tee n  or o the r  tee thing ser e ices , as requured , b’or t r a n s i e n t  re locatees
and ems’rgency workers ,

( ‘ n )  The Registration amisl I n f o r m a t i o n  Serv is ’e in organi t in g  at ic h ope ra t ing  Inn
l m m fornr ua t io um ansI Re I ’erra l U n i t  to provide essen t ia l  ii i  t ’orni at iot i  alis l in s t  rule ’—

t ions to t r ans ien t  relocatees am id I s )  e e :u cu l s ’c’s r outed to I , u t e l g i n g  Se’ctions
w i t h in t h e  Recep t  ori : (  ‘ irs .’ Districts 5cr’, ee l by the (‘s’nts ’n .

( c)  This ’ Special Servnc e ’s in staf ’fiuig a Spe’ciah Ss’rv i e’e E i u u e’ n n e’n i ev  t. u i i t  at  t h e
Res’s’pt ~ ou i (‘ en te r—Res t  Area to provi d e gu idance ’ ari d o I l i e r  i t i e h i v i s l u a h i i e s b
emerge rh s ’\ assis l amice , as ui eed e’eh , for I n e l  s u c h ua l s . f a m i l i e s , ansI spe c i a l  e u  r c
grou m ps es it  Ii acu te  p h i~ 515 11 or en i i o t i ona l  problems an se h on eri l  ic -al e’tii s’rgs’Fic ’\’

need s.

sI, Upon au t l i o r i i a t t on  s i b ’ ( l ie  re’t u rn  tn ov s’ui i ent ,  m’c u mct i s u t c ’s t I m e t . u s ’ i h i l v  to ( l ie  e’ \ I s ’ r i l  i ’ s’ t u i u l s ’ i I
to pros isle e’ u ) l i l b u i i ’ t  au i s h  t i t h e r  li s ’ s’ s’Ss,iF v en ie ’r’g e’nev 5c r’, i ce ’s b ’or t ’ ’ , : I s’i i e ’s’s t r a u l s i t i l l g  t h e ’
County on t i m e ’ m r r e t u rn  to hi om mi e i u r m s d t e ’t i ons ;  an sI , c’ommri s’n su r a te  w i t h  l e t  ions  Iake ’F i

s lu r in e  t hi ~’ evas ’ u i u m t i o u i  i u i o ’ , s’t l i e n l , m’ e’ i n i ’ , l i t u i t e s  s’m ’ o r i h i n a t i o n  ansI suppor t  Ini s’a s u h r s ’s, as

n ecc ’ss,i r~ , w i t h :

I )  Dire ’s t iomi  and Control ,
I 2 )  Puhi is ’ Sat ’et Se’ re ice ,
(3 )  l ine ’ ansI Rescume Service ,
( 4 )  Re sou u r ce ’ ans I Suipp l~ Sc ’ I C  ice ’

I l l s ’ a h t h i  arid M e ’ s h i s ’ , t !  Sc ’n e Is ’s’

(6 ’ En n er g e i l ev  l’es ’sh i u i g  Servmce ,
(7 )  Reg i s t r a l m s n i  :mn d Iilbi rrt ii , l t urn Si ns ic ’ s’

18) Special  Ss ’ne ic c’S ,

e’. ( ) b h i c i a I l ~ t s ’l ’ l n o m i i i t s ’ ’. m t i ’ s’rii l I o t i  ‘ I ’ t h i s ’ Re’et ’ i I r : l l  (‘s’tite ’u” Rs ’st A r e a  i i i h l u t e~ i t i g  t I l e ’ ns ’ l s i n t i
Il n i n s ’ e’ m n e m i l . u m u i d  s m i h i r m u t s  u tce ’o u r n l l l m l ’ u mm i d  ope ’r : lt  t r i a l  r s ’I ’’ ‘ I s  1s t  t h u s ’ I )s ’ f n i i t \  i ’~t - s ’~ ’I  i ’ l l  I

‘o u tr cbliiab u ‘m b u r R.’5 t ’ i m l jon ( , m u l e  n ’ s h~~’~ i \ re nms I r i s h  u m t  t i n  t h i s ’ ( ‘ u n u m n r l  ( t n u t n u l i l i . m  h u n  P ’ s ’c’ i ’

tmomi , t uich ‘ ,m rs ’ ‘s , n  use ’s

*lt s i lt s’ re ’ s t n t i l iKi ’i l h i l C  u I  l i m e ’ P u  l ) u , m r n e t  ( s s m t h u u u n  sc u mt , l i l t ’ R : ’ s ’ I n l l u l i  t ’ u ’ m m r e ’u  P , ’ - m  \ c ’,n ls h i u t . , u n e 1 I i , I m , l
m i s  F s ’s)it _ ’ c I F V c ’ Re’s u ’ t i t ( n lu  I m i , ’ Ss’i ’ , ’i t ’ i’ ’, m ut t  , u m l l m m u m m u s i r , m l i ’ , s ’  ‘ I f u ~ i i i ’ , i i i  5’5~ 1m l p  , imn sl  s F , n I I  ( l is’ I~ s’ . c ’I i t u t tm ( ‘ u ’ m ’ l ’ i  i ’ . -~ l
\ , , u a mi d Ii m n h t a n l n , ms n t s ’s’ t i u ’ mI , ~, i t  k — u t 1 n  , I s s l s l I i t , ’ u ’ I u : : u m ,  t i I i n u ’ u I ’ , . , u .  i s  sm ’ m i ’ s’st h’. I i , , ’ ( e’ l F l s ’ r , m u n u l  t i n  I i , ’ m u i  . I i , :

t ) m , I n m ~ is  sc , I , m r n  F l i t ’ I ‘ t n , i m u i ’ , ( u , u s ’ m n m v  , u i , u n l u h n i s ’ t e ’ s i t i i l t ,’ i ’’,

(nS
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~~~~—



l a h i l s ’s of ’ ( .) r g a m i i / . i t i s n h u  Re’ s’ e’ p t u m m m s  ( ‘ .m i ’ s Job l ) e ’ ’,s u m ~ t i s n m t
Sst , t t i n  ,-\ (‘oun i t ~ Les el ( m juiiui i a i iub

Personnel Position No. I 2

ASSISTANT COORDINATOR: REST AR EA *

a. I~ respoui sib le . t h rough  the Deputy  Recept ion . (‘are ’ (‘oor s i i n a t s m i  t on  R e c e p t i o n  ( ‘s a t  a -

Rest Areas , to the Coun ty  Coordinator  of ’ Recept ion  and (‘are’ Sers ices (t . i t  the  s m r e , m m : m , , ,
t ion , r e a duu i s’ss . amid ops’ra ti oni 01’ his assigned Rest Area ,

t) . I. po n i ami (.) f ’t ’m e ’ia l Orsts’r b’or s’n i s i s re locat i ot i , m t i u t i a t e s  ( l ie ulrg,i lu i / , a t i ou s  am i d as I , ” - i t  h. i ’i ‘ ‘I
his assign ed b ’a c i h i t y  -

c’. Unsher  the sup ervisi ou i of the D e p u t y  Res ’e’ p t u m n s . ’( ‘ ire ’ Coord ina tor  (or  h < s ’ t ’ s ’ j ’ n I  ‘ i i i  ( ‘ c m !  I i ’ s-

Re sI  ,\re as , t h i s  u f f i c t a l

I Jim cooperat ion w i t h  th s’ (‘maim n i l  v Direct ion and Control  s t , m I I
( a )  Provides f ’or Re’e’epl i oui , Care eoni n i u m n m i c a t i o n  rec~u i re n i s ’u i t s  i i  t i l t ’ Re’ee ’p l i t ’ S

(‘en te r -Res t  ,‘\ne’a ,
Ib )  Cl ari f ies off icia l  govs’rt i n i i s ’ui t  s’tn e ’rge n me \ p o l i s h e s , s u l l I e s  I i C c ’s . i t i sh  pr i t ’ , ’c l i h i

gose’I’ r n l r i g  the  l u i s u ’ , e’nlc t i t  oh ’ s’\ ’ a c i l e s ’s 11 , 155m m t h r o n g h n  t i l e  I l , : st  ( ‘i ’ s i n l \  -

( k - I  Provide ’s f o r  dlsse ’ r l l i i i , i t u o i n  of ’ esss’t i l i ah  a u i t h c i r i z e s h  p u t h ’ n h m e’ m m i b s n n l l r . u i : u t I l

ansi i m i s t r u c t i o n s  to t r ans i en t  rs’Iocatees 5c r’, c t h  i sv t i m e  R e s t  ,‘\ne ’a,
( 2 )  Coord ina t 5’s w i th  t h e  D e p u t y  Re’c’ e’ p t i s n l l  ( ‘.t re’ (‘o o r s t i u i l l , m F  for \~ e’ I l , i m e ’ - Sb ie ’l te ’l

Operatmorm s those ac t io n s Ine ’ s’ e’ss ; Irv  to secure ’ .is b vi ssnrv ansi ope’ratmoli at ~i m ~~’’ - ‘ ‘ I n

( a )  I b i s ’ Pub l ic ’ S a f e t y  Se’r s ’i c ’ s’ in sh i r s ’ c t i n i g  :111th ~‘ont r o Ih i r t g truf f l e . prs u’. i s f i t i g

pa rk ing  space , m i i a i n t a i t u u i g  po hi s’e sui rvs ’ u l l , t r m s - e’ . an t I  p r m w i s h i n i .~ c ’ i t n s ’ l c i e ’ l t c ’\

m i  h ’ortiia t io n i  ansi d ir e ’c t m oni  Ii ) eV : l s ’ h l e ’ e’S,

( h )  ‘fhi e Firs ’ an d Rescuie Ss’rv me ’s’ imi e’ s f t l m h i s h i u t i g  ansI n i a l t m l . m i n u n g  b u r s ’ s,i L ’l \

s t , m n i c l ird s ,

i d  ‘T’hie Re’so u i r s ’ e’ , I m l s l  Supp ly  Se’i” , he ’ s’ , IS m m s ’e ’ e’ s s u n \  - umi los’atitig an t I  5’u I u s u r l h t .  l u l l , ’

t e l u i b m t u r : m r v  s a i i t t , i r ~ ant i  other s’hh is ’nge’nc\ b t ci h m l i c ’s, I l l  11 0’,  i s l t u i g  c ’ , , i I e l  a l m m i
loud su p p l i e s , i i i  p r o v i u t u n i g  powe’r :ml i t . I  b u i s ’I . arid in e h i s t ’ s ’ s o n g  u u f  ‘ u n  i ’ n .i~ ’ s . 1 ’ :

o t h er cc I s Is’  tii a I l e n ,
(s h I ‘flue hl s’ a l t l u  u mmisi  S t c i s l m c : u t  Ser s ’nce ’ I l l  t ’ s l , t I ’ n l u s l u i i m g  a t i e h m n a m n t . m i n m u m c !  h e a l t h  l I d

s , I l ) u t , i l i t 1 m m  s I , i n& h a r e l s . amiul  i t i  . i s s u i : l m l t i g  ( u n s l - ,n s f  u i  mii e ’sl i s - , mI ansi  m i u i l — I n m u ’ 1~~~
’
~~~

-

sonmiel , .1’, shee t n s ’d ns’cc ’ssa ry , f o r  c u l n s s n n \  s’ \ a m i i i m t , n t l t i m r s  ‘ ‘ I  e’C ,lc a ce”  .i~i m h  I i : ’

i t S  sl u r :  ( i f  s’ i l i e i  t !s’t l c\ lu s h i c , u l  sd ‘ices ,

1 3 1  ( s n n l s l l i i i t e ’s w i t h  ( b ue  Ass msl i m l l  \ I , u u m m c’c’n b u n  I l ’ n~- n , t t m u n n m a i  I i , t s o i m  ( t i l  I i ’ s’ P
amid  (‘are’ D i strlt.1 w i t h i n  w l m i c i n  t h e  Rs’sl .- \ l e , l  5 si t ’ ; , m i , ’ . i ’t I t ’  ss ’c’ L I l s ’ l l t ’ e u h s ’ t l  ~ m m 5 - ,I n i -

lie’ p m i l l i c I t ’ ,  rs ’s p t t n i s i h m l ~m~ ‘ ‘ I  cm R, ’ -.l - \ ,  t ’ , ,  is l i i  1 t m t ,\ m i ’ ’ ‘ ‘ u m l I m I , i m : t l  i ’ sl i n ,  F I l l I es u n t i l  sen i n  es - - n
I I . m n t s i i ’F u l  t ’V , I t ’ lb c ’ t ’s i_ai r ’  ‘ I l l s ’ I ’  sb ~m , i m u  I p om n nms s i l t  i:un t lms ’ s, mruiu ’ h it sI c i  , m i m , l  u i f  u n m t  t i e r  ‘ . ‘ m u n t l l m i  is ’-’
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amid ope ra t iona l  supp or t  f r o m m i  t he  R e e e p t i o u i  and (‘are’ Scu ’e ices w i t i t i u t  ( l ie  (‘o u l I t e .~
( ‘oope’n , i t e ’ s w i t h :
1, 1 ) I ’ h t e  I’ me rge ’ nc’y Feed ~ng Service ’ in organ in rig am i d ope ra t ing  s m i l e ’ I n n  i 1101 c’

fi sed al is i , . s ir  mobile b’eedmm i g u n i ts  at tI m e Rest Ars’a to prs us isle ’ can t e ’eu l sir
(‘eedmmig ss’ r s-i ccs , as required , (‘or t ran i s m e m i t  re localees ansi c’ l i ie ’ l g e l l , ’ ’. S V u m i ~ I s .

( h i )  ‘I ’b le ’ Regis t ra t ion and In ( ’ormat ion Service in o rgu t m iz i n ig  ansI ope’ra t  h u g

into rn ia t i on  (‘enter  in t h e  Rest Area to prov ide official i m ib or u i i a m s u n i  ant I
i n s t r u c t i o t l s  for t r ans ien t  eva cuee ’s ,

(c ) The Special Servl s’cs in s taff ing a Special Services I t m h e ’reclm c\ L i m i t  at  t h e ’
Rest Area to provide gs m mdance ansI other  i n d ivi d ua l ize d  s’ n i i e r g e n m d \  : h s s l s t a i l c  C .

as nee d ed , for transier ’m t indiv i d uals . fanni h ies  amid specia l  care en s t u p s  w i t h
acute  p h ysical or emotional problems an si/or cr i t ica l  c n m i e n g e ’ i m c \  needs ,

d. Upo n a u t h or i z at ion of the re turn  moveniem it . react ivates  the t’ac i I i t ~ t i m  ‘ n n s m ’ ,  I s le ’ c u m i n  i t ’ l l

ami d o ther  iiecessa~~ emerget icy services for evacsiees t rans i t ing  the (‘ou i n l \  mal i t h i c i r  n e t u u n  um

to hi om n e jur i ss h ic t ions  am i d comm emisura te  w i th  ac t ions  t a k e i i  du r ing  the  s’S as l l , u I  I l ~~1 i  1 1 1 , 1 C c

n iie n it  re inis t i tutes  coordination and support measures , as nc ’ce ’ssary , wi t h :
( I )  I ) irectio nm and Control .
( 2 )  Pu hi me ’ Sat e’l’s’ Se’n s u s e ’S.

(3 )  Fire and Rescue Service.
(4 )  Resource an i s i  Supply Scrs Ice ,

~ I I leal th anti Sles h ucal  Sen ’i l- :e ’ .

(6) Emergency Feeding Service ,
(7)  Reg i s t ra t ion  arid I mi forn u a t iomi  Servic e ’,
( 8)  Special Sc n e Cs ’s,

s’ . O f f i c i a l l y  t e r m i m i a t e ’s opera t io n  of the Rest A r e a ,  h ’o l l owi t ig  the  r e t u r n  t h u s  s’ i u u s ’ F i l , u i i c l
s i i i ’ n t u i i t s  as ’ s’ O u l l i t i l i g  atis i opera t ional  reports  to the I) epotv Re’ce ’ p t i s m r m  ( i r e ’ I s i O r t i t t i , m t ( m l
to n Reception (‘e’nters—Rest  Areas , I n n s l / s m n  to  t h e  Coummi t v  (‘o o r e h u u m , u h s n n  Re’ e’e’i’ n h  m i t ’ :  a I i m 1

Care Services ,

IF I s  t i n e  rs’s p u t i n s i i n i l i l e  s ib ’ t h i s’ R/(’ t ) n s t r i s  I ( wm t l i i t i  wh it l u m hie  R CS F - \ : , - I Is l u t s , u r s ’d i  , u m t , l  n s  i u ’ sp u  - ‘i s ’
Rs’cs ’ 1 t l i , i mm I i r s ’  S e n v i c ’ c’s , m t i m t  , i s b t l m u n m n s l r . I l m v s ’ t i l l s  m , u l s  to  es~ iip ,mti d s l , m b t  F i l e ’ t~ t ’sl \ t  .1 , l t n s l  F i n  , u i i l , m m r m  .n” m , m ’ u ’ i t c , I ,

‘ i t  k- ii 1 n m ’,s isl , muns ’ u ’ f r inti nith n s’r I)isl u i c ’ls se u lh immi thus ’  ( ‘ i t i l t i l ’ ,  l i c i s i r m s  , i s , u n l , m l ’ I s ’ m , ’ ’ — t ’ l m m , ,‘~



I , m hhe ’s of ( ) r e am i iz a t ion  Recep t ion  ( ‘are Job l ) c s u  m i l l c i  ‘ m u
S c d t i s i h l 5  A . I County  Level (‘ s m u i l n i i , i m u s l

She l te r  P l ann ing  anis l  - ‘d l- . . t t ~ s u i u

Personnel Position No. I 3

ASSISTANT DIRECTOR: SHELTE R ASSIGNMENT

a ,-\ s s l s t s  t h e  Director , Shelter  P lanning  amid Al locat ion , in d isch arging h i s  r e s p o m m s i h u h m t u e -s
and acts as t h e  Dnrector in the  absence or incapa c i ty  of t h at o t t i c i a l ,

b. Acts (‘or the Director ni all mat ters  relat ing to the al location and assignni ent i t t  s h i eh t s ’n
spaces , in c lud ing  as lj u stnient s  in C o mm n u n i i t y  Sh elter P l an is I ( ‘SI~5i n e cessa ry  to assu l  5 ’

equ i tab le  assignment of shel ter  to both the resident and the  evacuee p o p u t l a t  ioti s .

c. Coordinates requirements  for shelter  space wi th  the Assistant Director  fo r  i : x p s ’dis ’t n t
Sh e l te r  and the Assistant Director for Equ ip men t and Su ipp h ie s  to assure ade q u u a te ’
shel ter  facil i t ies f’or residents and e’v c tcu ee s ,

(‘oordinate s  p la m ’m s t’or the  a l locat ion amid assignment of shel ter  spaces wi th  th i s ’ - \ s s u s l , c  H i

I) irector for Shelter Manage ment  to assist  in t ime ehs’t e r m i n a t i ou i  ob per sou ’m nie l  r e s l u l ne rm l s ’ m i s

for shelter  operatmons au is i the de sigm i at io n and t r a i n i n g  of s taff ,

e, Un d er (lie supervision elf the Director , She l te r  P l a u i n u i n i g  and Al loca l ion . pr ov ishes t e ’e’It  l i i
guishanice amid assi stance’ in accord cin ice w m t h i  o r g a n i z a t i o n a l  amid ope ’r c mt  j on a h  req uirs ’ n u  c i i  I s
ts) the :

I ) Deputy Reception ansi Care (‘oord mnator  for W e l f a r e - S h e l t e r  Ope n :t h io t i ’.
2 )  Deputy  Reception anti Care (‘oordir m ators  (‘or th e  I ) i v u s n s s n s  and for t h i e i r

(a)  Deputy Directors for Shel ter  P l a n n i n g  ansi Ah l oca  t ion .
( h) , S, s s l s I , t n t t  R/C Coordinators  b ’s m r  Recept ion  a mi d (‘a re I ) i s l n i e l s ,

( 3 )  Maniagers of Recept ion anti ( ‘are Distr ic ts  an id i ’ s ’m r t h e i r :
( a )  Supervisors of I.oeh g i mi g and Shelter ,
( h )  Supervisors of Special Services.

(i ~~
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I . t h he ’ s of ’ Or g an i z a t io u i  R~’~ s ’ l ’ n I i ( ’ l l  ( ‘
i r s ’ l i m b  l ) e ’ s ’ n ’ u i i l i o n i

Ss’e’t u u uni ’ , .‘ \,  (‘ou n t y  Level C- ‘ m u u m m u a n s i
S h u e l t s ’n Ph a t n u i i u u u s  ant I  ‘d i -~

Personnel  Posit iou N o . 14

.- \S SI S T~~\ I DIKL ( .” l’OR: E XP LI ) I I ’.N T SHELTER

.1,  , ‘\‘t su  s t s  l i t 5 ’ Director , Sh is ’l tt ’ r P l a i in i in g  an sI .-\ t  s i c a t i o t i . ut i  sh iss ’hiargin g I m t s  r e s p o u i s t h i h i t n s -s

I ’ , \s  Is (‘s i r  t I m e  D i rec to r  m m  all m a t t e r s  r e l a l i m i g  I s) t he  loca t ion  anish ch e ’Ce ’ h s n l ’ n t i l e’h i t i’\ ~ H , i l s ’ l it

sb u s ’l te ’r spacs ’, i u i chs m sh i m ig  ( l ie  ~‘ h , u n i n i u i g  and provision of s h u l s p e m r t  b ’n~ t I le  Re’ssu u c r c e  , I F i c I  “ L I  ‘P l Y
Se’rs ice l u  ( t h e ’ c ou i s t r i i c t i on  ansI remi i ode h u n g  of ’ she l t e r  f a c i h i t u s ’s - ‘

c, ( ‘m u s u r e b i n a t e s  w i t h  t h i s ’ Assistant  Director  b ’or She l t e r  .‘ \ s s g r r m : u e n i t  in e l ets ’ rn i i n u m i g  re~~u m i r e n n i e u u I ”  ‘ 
-

m u  ur  expes h ien t sh el ter .

sI. U m i s ler  h u e  s u u i n e ’ r v i s u s m n i  01 the l) i rector ,  Shel te r  P l a i i r i i u m g  an d , ‘ \ l b o c a t m u  - r c  p n i m c t s b c s  l e c I m h u l ~~, Ih

gu ida n ice  ansI , i s s h s t a t i c s ’ , i n  accm sr s h a u i c s ’ w i t h  o r g , I ln / , I l i o n a l  an tI em p era t io n ah  r equi re ’ t l ~ m~ls ,

t o t he :

I I De’pu i tv  Re’c ep t i o hm Iri sh (‘are ( , u u ’ i s h m i c u t s n r  t s m r  V~ y hf ’ar e ’’ Sb ie h t e ’r ( ) i’ n s’r a t i ot i s ,

2 1 Depo t s  R e c e p t t o m m  ansI (‘:mre ( t , , m m s h m m t , u l i t r s  for ( l ie  Du s l s u u ’ l i s , an ~l OF  t h e i r :
f a t  l ) s ’j shIl ~ h ) i n ’ e’ e’I m u r s  t’or S h e l t e r  P l a u i h m u m t g  ~uiet  A I l , ’ ’ , i l msrn ,
I h I  ,- \ s s u s t a n r t  I-& C (‘u m c t l  3 1 1 t h  ‘ i s  for Rs’e’ e’pti on a n mc h  (‘are ’ I)ust ri~’ts

( 3 )  \ 1 , u tu j s ’ e ns  c u t  Rec cp t io t i  amis l ( tre D u s t r u c l s  , t t i c h  s m n  ( h ear:
i. t I Supers 15511 ’ s of I s u s t g i l l e  a r id  Sbueh te r ,
( h I  Su iper s  s l u rs  s i t  S~’c ’e i , u m Sen  Ice s.



I

,t b m l s  oh ’ Ur ’ g, mn m i ta t io i i  R e c s  ‘I l u H I  ( i n s ’ Job I ) e ’s~ 11 1 11 ’  ii .

St ’ s I hi t u n s  -\ I ( ‘ i ’ l l  I I I  I.s ’s c i ( 5 n n i t u u i a n d
Sb i eh t s ’r P l .uh ln i i t i g  and ,, \ l ’ , , , , , I h t  ‘H

Personus ’l Posit ion No , I 5

ASSIST ~N J l) I R L CTOR:
SLILL 1 I- . R l , Q L I P \ I I NT ,-~N l )  SUPPLIE S

Ass Is ts  the 1) irc d ts m r , S lms ’ l te r  Plc tm m n mi m i g  an sI A l k u s , i l n ’ : m . iti ~1u5dluaF g uimg I~~s t d s l S s i l l s I i ’ l t t l , t ’ s

b, A5 Is for the  Dir ector  in c t I h  u i i a t t e r s  r e l a t ing  to tIu ~’ pr os’i mreni ien i t  a nns l  p hac e ’ti i eni l  s m i

shel ter  c s (u ipm i ie h i t  antI suu pp h i s ’s . i i i c l u s h i n g  s u p p e m r t  by t h e  Re souuree an d S i h l n p h v  S S l i t  -

imi  ( l ie c u e ’ t l h h l s t t l i t h m  an i sh t n im uispon t  i i i  esse n t ia l  s’ t l i h m p n i i e n i t  au i dl  suppl ies.

c. (‘sn smr s fini cil e ’s wi t h  the , \ s s l s t , t h i t  D i r ec to r  ( ‘or S h e l t e r  , - ‘~ssn gnmni i e n l t  ansi th i s ’ ,-\ s s mst.u u i t

i )u n c ’elu nr for Shel t er  \ l , m m m , u e e ’ m m u e l l t  i l l  s i e t e r t i i iu i i t i g  ns’s l l u n r s ’n ie ’t i t s  fs) r sh ie ’ l t e’r cs~u t p u u e n i t

ansI su ppl ies

sI. I m it l er  the s u I l s e’ nv i s i o t i  of the I ) i rec tor , SIi e ’l ter  P h a m m n i n g  , u i u j  ,‘ \ l l , u s  . i l iOn . p i s I ’ ,  is les  Is ’ s lltl is . t l

gu umsla nce  ar id :t ss is t c t m i ce , in accor slan ce ss u t h  t ‘ m ’ g, ttt i z:I tm O Fl ah an t I  s u p e r a l m e i l u . t l  m s ’ m l l i m l d t i l e ’ l l t \ ,

t o t  (ti e:

( 1 )  I ) e p u h t \  Recep t i o um an is l ( ‘ c l i ’s’ ( ‘u t , m m , h i l m c t I s u r  t o r  ~~ 5’ l l , u r c  S~ L k  Icr Ope’rat u u u n t s ,  
-
‘

L) D eput Y R e c e p t i o n  ansI (‘are (‘,u st r st m rl , i lm m r s Is ’ r tI m e Dus m5i su mm s , ansi tsr t li e ’ hr

h a )  l ) e I m uI ( ~ I) ir s’cto r s f u m r  S h e l t e r  Ph a n im i i u i g  i l l s 1  A h l s m e ’a ( t o m i ,

(hi ,~ ss i s I , l n i t  R ( ( u i t i l W h i a ( o t ’ s bor  R e c ep t i o n  an sI  ( ‘ .In c l ) n ” t n m c ’t s ,

( 3 )  M . u m m a g e ’ns i mt ’ Rs’s’e’p t i o l l an t s!  ( ‘a re ’ D u s t  n m c t s  and or t h e i r ;

(a I Sn pe ns st Ir s si t  I u t sl g m mg , m mi t l  Sh e l ler .
( h i  S u i h n s ’n S s t i r s  1)1 Sj’ s ’ u ml Ss’r s le ’ s’~ .

~
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~

- .-‘ -~~~~~~‘ --~~-‘-~~



I ’ , t l n le ’s s it  ( ) r g a n m i / a t i o i i  Rc - 5 ’ e’j ~ I i u i l l  ( a l e ’ i t u  bi ~ s e n i l l t m s m n i

Se ’ s l m s u n h ’ , ,-\ , I ( ‘s i i t n u t ~ I s’ sc ’l I t l i i l l u l , l i u t

She l t e r  P l a m m n i i n g  a r id  \ l i t ’ s , u t  us i t

Personmiel Position N o ,  lb

ASSISTANT DI R E C 1’OR: SHELTER M ,-\NA (d’ M LN ’I

,-\ s su s t s  ( u s ’ Du rs ’ctor , Sh i c’l te ’u I’h a l i n m l u l m r  ansi \ l l u ’ , u t u ’ m u , m i  c l l ss ’ h m a r g in ig  h i t s  r e s j m s u u i s i h s l h l ( u e  s

h , -\s ’t s u s ( l ie  l ) i n c s t o n  s - b ’ Sh e l t e r  P l a n n i n g  ,uu s l  ,-\l l u ’ , a l i o ui m i  this ab ’ss’t ms ’ e’ t n r  h i m s , u t ’ , t s ’ t l \  ‘ - I

h s s m t h m  ( l i e ’ D ire’c’ t s i r  sO ’ Sh is ’ lte ’r P haui nimn i g  , m nsh ,‘\ l h u i s ’ , u i i u m n  ansI l ! u s ’ ,- \ s s l s t , m r m I Du i ~’ 5 I m i l  I s ’ u S l L s ’i l s ’i

.-\s sig n l I l i s ’ l i t .

c , ,‘\sts b ’s i u the  Dines  t i n  in al l  n u a t t e r s  u ’ s’ i , m t u n i g  tu ’ sh e l t e r  l i h , t t i . I ” d  l u s h 1 , ( lie ~ r i ’s n s m u ’ n m  u m i

s’sss’ n t i ~t I sh e l t e r  sers ice ’s a nsI c t c I m s  h i s ’ s , an s i  t h e  r e c r t t l t t h i c u m t , p la C e n t i e l i t  amid h i c t u n h i l i d  ‘ I

Sh u s ’ l t s ’u \ l~unags ’rs ansi t i t h e r  s i t e ’ h t e ’r s t a f ’h ’, i r i c h i t d u m i g  t I i ~’ p l . u u i u i u n g  h I t c h  i’° ’ h~~i i ’ l I  ‘ i f  5 1 3 1 ( 1 1 .

,ts app ropr i a t e .  h~

( I  I ‘I ’hle ’ h l e ’ ; m l t l  an d \ l e uhmc tml  S~-r ’ ,  iCe ’ ,

( 2 )  The 11u 1 hI Is’ S,u fe b. Ss’ rv ic’e’,
13 l t m s ’ I - i re  and Rs ’ss t ie Sen s i s  s ’

( 4 )  ‘i’hi e ’ I)ire’e’(t r mO \ m i s i h i a r v  S- n’ s Is ’ s - S , .m nt l  hIs
( c m l ,‘\s ’,ns l ; t n t  D irc ’c’t ci m’ b i t t  P e h b i h u c ’ I t i l l s  i l l ’  ‘~ I an t i  I u u f l t l i g .

( I ’ )  ,-\s s m s h , m i m t  Dire ’s’ts r b r  Rs’ I i g i s m i u s  ,- \ b f . t m r s
u c  I , -\ s s l s l , I u I  l ) Ine c lo r  (or  Re’e rea t i o n i  -

I ~ I I ’h i e ’ Ds’ p u l t y  R I ’ ( ,m, ,rchimm , Ihs n r tin ~ s’ i t , t re ’- S b m c ’lls ’r O pc ’ n u h i m i m u s . ~u nel  l m i - t
( I i  A’, s i s l ; i t i t ( s i i m r u t  111:1101 I or Fe ’ , ’ s I r  u t  i t ’ r ~ anis i  I I l l ’  ‘~ n m l . t  I I ’ l l

( h I  , ‘ \ s s u s t ; i u i l  ( ‘m i o r d i n u a t o n  h c i r  I t t s l l ’ i m m L ’ ’S f ’ s ’ l l s ’ F

I s ’)  ,-~ ssi sI  ali t ( ‘oor d lh i ;m I i n n  for I’ e’s’ sl i m m e -

Id ) A ss islc t a! ( inn t ’u h i n i , uI u u l  i umr P C I  si tmm , ul 5c r S i c  ‘ s I h u n t  h i m m m c
Ic’ ) \ s - . i ’ , l : i r l l  ,i , , L , ! nmm,ihi ’ n I I  S~~s’ s i l l  Su ’ m s i c e s

I t - - ~l , i , n n ; l ‘ , l s ’ s~~i i i  I - I  ~‘, i , s ’h I ‘ r  \ t h m m s , t l i s u n u  i l l  , l d l c i u u h h l l u u i ~ ’ i s ’t f t  ‘I  ‘I l~

l u i r ~ h u m ’ h l u ’1 l F t , h l h , i s ’ c’ t s  1 1 1 , 1  , n l b l s ’l s b t e ’l t e ’r S t I f f  c t F i s I  i i i  e’ ’ ,, t httc t lun i ti l s ’ i i u u i l s m i s ’t i t s  s i r  css i h l l . t ~

s l t c ’ I I s ’S ss ’ t  S l e e ’s a u u d  I t  I m s  I l l s ’s

s’ . ( 0(11 m h i i i , u l e s  sc u l l  (his ’ , - \ s’, I s I , u l m I  D m r s - s t i l l  I ’ m  S t u e l f e ’ n I’ t l l m l u ’ r l i s  IL ~ JI l t l ~I I f s 1 m l t e -s m u u  m I s  I ’ m

re’ i l I I i t e ’ u l l s ’ t i t s  a mi d pro s c u l t u r e s  ton time ’ . I c u h n i s i t i o t i  i i i  s’sss ’H I i i i  ) t e ’i i i \

( lim Ie r  ( lie s u I 1 n i ’r v i s i o m i  t i t  ( lie ’ I ) l l s ’~ I l l , S I1 e I I5 ’F i ’ , , t r l h i l n i g  , I F l m h  \ I l u i e , t t i i t l l  I ’ m ’ , ” u t - s  I s ,  tm ’ , i  ml

l ’ m i l t l , I i l c  s ’ , t n i t l  , u s s i s t , I m l s  c i l l  u . s  m u n u l , i l n d s ’ s~m t h n  u i l : ’ , u l l / ; m h r t u r i , t I  u n i t  t i p e l , I l l t u l , m l  l s ’ ( t i i I . ’ ; L m  ~s

li i this’



r’~~~~ 

“

~~~~~~~~~~~~~~~~~~

‘

~~~~~~~~~~~

‘

~~~~~~~~~~~~~~~~~~

“ —

~~~~~~~~~

-—

~~~~~~

— - - -  - V - - -
-

I I I Depu y Recept io n ansi I are ’ (‘oor s lmna tor  (‘or Ws ’l ta r s ” S i u eh l s ’r O p e r a t i t m u i s .
( 2 1  I ) ep u ty  R e c e p t i o n  an i s l (‘are Coordinators  b u n  ( l ie I ) i s  u s ioni s ,  d Imsi sun t h e l m ’ .

a I E)ep eity I) irector s ( ‘or Shel ter  Phann  ini g anti  AII m Is ’ ,I 1 i s i u i  -

( h I  Assistant R ,~(’ (‘oors iit i ators heir  Recept ion ansi (‘are I ) i st r ic ts ,
1 ( Ma n a gers  of Rece ptiom i and Care Dis t r ic ts  antI ,- s ) r  t he i r :

( c m ) Supervisors of Losiging and Sh ehts ’r ,
(b) Supervisors of Special Sers Ices 
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Tables smf
’ Organ izat tori Recept l O l l  ( 

‘

a ne J n nh s I )cs ’l h i ( t e a m

Sections A . J (‘01111 t~ I ,e ’ve ’ i (‘ot ’u i n t ia h i s l
Aux i l i a r y  Ser v ncs - s

Perso minel Position No , 17

ASSIST ANT DIRECTOR:
PUBLIC EDUCATION ANI ) TRAINING

a, .‘\ssists the  I) irec tor , A u t \ l h i a r v  Sers ice ’s , to discharge his respon i s ih i h i t ies . ,tns l ,uc t s :ts t I m e
i) irs’e’tor in t ime  absence or in icapac i ty  of t h a t  o f f i ce r .

b. A c t s  for I he I ) i rc ctor  m i  all mn a t t e r s  r e l a t i tm g  to s’li ie -n ’ elc’mms ’\ o r i en ta t ion ,  I it’ si ’ , L m d  a ui sb m i i e’slm c al
sd (‘— h e l p ,  amid o ther  essential  survival  t r a i n i n g  ( ‘or e’vacums ’e’ an sI ne’Sm s l s ’F i t (nolnilla l i on s , in c h u ld l  n ng

p l anmii m ig  am id im i s t r e i c t  i ona l  a ss is t : I n m cs ’, as app rop r i a t e . h\

I ‘l ’hie I heal t i  amith Medical  Sen ice ,
2 ( ‘l ’Iie F ire ’ ansI Rescue Ss’l’vlce’ .

I 3) ‘I ’hu s’ Radiol ogical  I)eI ’emis e S t a l l ’,

c’. Coor shiiia ( es s’I i ie ’r ge’l ms ’v o r ie n fa t io nm and s u t r s i s  ;tI t r , I i t i i t i g  re’sh u l i r s ’mi is ’n i ( s  ansI  p l a m m s  w i t h  I l l s ’

,-\ssis :u l l  I D i r e c t s r  b in  Rel ig ious A f f a i r s  a n t i  t he  As s i s t an t  I U ) i n s ’ e’ ( c u r  (‘sir Rs’s’re ’a (l oin I s ’

ass u l re ’ n i i u t u l a l  support  atid ni i : Ixni i d imii  u t i h i  a t io t i  s i t  :15 c t i l . l I ’ t s ’ t u n n e  amis l ( , I s ’i l l I  I s ’ s

ci . Unities the  supervis io n of t h e  l) urect or . A u h \ i i l a r \  Sen ices , provi d es lech i m i uca l  g i h i u t . i h i C s ’

:I s s i s t : Iu i e ’ e’ , in at’e’ors lance w i f h i  u ’ l ’ e r , l n i / , I t i u m n i a l  at is h opera t iona l  rs’q umrem ie’ n m t s , lo  lT i e

( I )  l)e ’ ( s u l ( v Rs’e’ep t i on i  amis i (‘are ’ (‘oor sh ina tor  t ’snr Ws ’Il ’ars’— Sb l e ’l te ’r Oj sen :tt  i i ’ t l s

( 2 )  I )e’p h l t \  Recept ion a u ish (
‘, L I s’ (‘o o r s h i l m a t t m n s  b r  t h i s ’ l ) lvlsls n li s amid (or t h l e ’i r :

( a )  Deputy Direct s)r s (‘or ,- \ i I ” , it lar \ Ss’l ’ v I C e ’s,
h )  A ss i s t c mmi t  R , ( ‘ (‘oord 111:1 humus fo r  Res’s’p t io nm and (‘ar e ’ 1)1st m s  Is

(3) \ I I l l tg e ’t ~ oh Re’e’s’I ) ( io i t ’t and (‘are’ I ) l s l n l c t s  , I t t u l  or t h e i r :
( : t )  ,\s sus t , I r i t  M ; t l m c u g s ’ n s I u n r  Ope ’r I l i o n i a l  I i , h l s u i t l

l i m )  Sm i pe’ rs’ sons (‘or Spe’s’ia l Se ’ 55 l e e ’ s

Is ’ )  Sl up e ’n s ’ l s s i b s  hit  1, i m u l g m m n g  a r id  Sb r s ’l I s ’ F



I . m i s l c s  sm t Un ’ ga 111/ , 11  c i i i  F s ’ . C ‘ i  S i l l  ( . m u c ’ it ‘Is I) , ‘--  I’ l l ’ i l - t i

Sc ’s ’ t t c i m i s , - \ , J ( ‘ u ’ u u i i t s  E , e ’Se ’ h ( ‘ s i m n u n n a n u m l
,- \ s I \ u i l , I r \  5:1’, lees

I’ersominel I’ositiomi No. 18

ASSI ST , -~N ’I l) IR E C TOR: RE L I ( JIOUS A F I’  ,-~IRS

.-\ss ’,sts (lie ’ l ) u r s ’s’ t s u n ’ , A s I x I h i a r ’.’ Sc r ’, I ce ’s, (0 eh i s s ’ ii ar g e  i l l s re’sp s n u t s u b i h l ( h c s .

In . \s’I’, as tIle ’ Dir s’s’ t s m r  enl , \ u l \ l l I c I m ’ \  Se ’r ’,  i c e’s I I I  t i l e ’ , i h s s s - I I s ~ ’ ‘ i n  uui c ’apa ci (~ e l i  Ism n thi (Its ’ 1 ) u m .  ,

s ib ’ ,‘\ u Is i h i ~Inv Ss ’n ’’, he ’ s’ s ansI t I le  ,- \s s m s t ~i h i t  Dire ’s- t on  sn P u b l i c ’ F s h l I e ’a t i u m n i  , l l l sh  I r a i l m i m m g

s’, ,’\s’ (s for ( l ie  Dir s’ctor in al l  m i ia t  t e n ’s r e l a t i n g  to t h -  s’ ’it sI~ns’( s i t re’hi gu ou ls scm ‘ i c c ’’- ansI ( h u e
pr o~’i si o ni  ot ’ s p I r i t u a l  cou t is 4 ’ h i m i g  b u n ’  e’S’ ;t s ’ i i e ’c’S and . as cire’urns ani s ’e’s mes l u l ure ’, ‘ n I  n e ’ sl ,i, ut h s ,

i m i c l u s h i n g  p lans l’or ( lie ’ u ( i h i , a t i o t m  ob ’ pe’r s ot i t i eh,  e’c~lhi p n i ms ’nt, ctt id ; u , ’ l i  l i e ’ s u n b l~~’ i m g m i ’ u i s

orga nuz a  ( mo m s a mi e l gm’ s n l l  p~

sI, ( s n u m r s l m u n : I t e ’s s’ m i i e r g e m m c ’\ re qlors ’ F u i s ’ n( s  amid  l ’ h : I u i s  los rs’ h i g u i m u m s  s e r v I c e ’ s and sp un u t u t a l s’u ’u m -

se’ l mng  w i t h  this ’ ,‘\ssu s i , i l l t  Dir e ’ctot’ I’st ’ Puu hl mc ’ I e i u l e ’ a t m s u n  ,uui ~h I . i i m m i m i g  auis l  t l ~_ ’ , ‘\ ss u s t , , n i m

Dmrec ’ts ) r b’or Ret ’i’e’a t i o t i  ts assh ine ’ t n i u i t u i a l  s u lpp or l  .mni s l I l i . h \ i ! m d l t i t  t I t i h I / , i ! u u ’ m 1  s i t  , t ’ , , m u l , i ’ i

( m ute ansi t:te’th i tie’s.

s’ , [ n i c h e ’s t h e  s m u l s e’r s l s l e u u m  c m l  tf me Din ’e’s’ I , t r  . - \ : u \ i h i , m l \  St ’ i \  I t  c’s, prt’s Isl e ’s te ’s’ h uillt ,’ ,Ll uit ~l .m ui~’ c’ , u u i , i

; I s su s t a m l e ’e’ , mni a c c o r d a n ce w i t h  uu t’ L’ , m I m m , ’ , u h j o h i a i  , t i l u h  s i ~’e r c u I m ’ u m l .l i l s ’ h l l m n s ’ lne ’ m r i s , I t u  f i l e ’:

( I )  Ds’p u i t ~ Ri_ ’e t ’p t l O l i  an t I  ( ‘a re ’ )  t ’ ’ ’ l u l l l l , l t , i l  l i i i  ~~ s’ i l , l r e  S ’ I e t t s ’I ’ I l ! s ’ l , I t l u I l is

( 2 )  Ds’p u l t \  Ree ’e’p t l on  amid ( ‘are (‘tn i rehm mia(uuu s h u h  (his ’ l ) i s i s l u l t i s  11151 t i m t hie ’ur
( : 1 1  I )e’p uI ~’ Dirs’e t s m n s  I i i ; ’ , ‘ \ m u ” , u l l , I n \  S , r ’ ,  I c e ’s,

(hi ) ,- \ s s u s t ; i l l l It (
‘ ( ‘ u n l i t ’ u h l n i : I t s n n ’ , t i l l  Re ’c’ s’ l ’ I h s i l i  a nsI ( a m e ’ l l s t l l s  Is .

( .
‘
~~( ~1ctlm ,t g c ’us u_ if I~e’s’ep t io i mi  ar id  ( a s ’ Dist n i5 ’ts ansI u u t  ( h e ’ l l

1 , 1 ) , ‘\ ssu s l , i m l I  \ I , t u i , m e s ’r s ( ‘or I l ps ’ F , I l i s i l l , I l  I , i , t u ’ , u i n ,

h I  Suipe’ns ms um n s for SrI ’s’ .1 Ss’i ”. ices ,

( C ’ )  S m u ~ i e’n’, u s u t r ’ s t i l  I s u u t l ’ l i l L ’ .111(1 S h e l t e r ,  



Tables of Or g ami i z a t ion m Recept ( I l l  ( ‘ a r e ’ Job [)s’se r l t ’ I  l u l l

Sections A , J (‘oun i l y  Le ech (‘o m n i nnan i sh
A u x i h i a n ’s Sen’s Cc ’ s

Personnel Posi t ion No, 19

ASSISTANT DIRECTOR : RECREATION

c m , .-\s si sls time Director . A u x i l i a r y  Services , to disch arge his r e spons i b i l I t i e s

b , , -~c ts (‘or t h e  I) irector in all mat te rs  rs’I a t in g  to the p l anm ’Iing ansI condue ’( s i t  e n t e r t a u m m m i i e ’ I i t  -

p a t h s’s , ansi o ther  recreat ional  ansI d iversionary ac t iv i t i es  for s’Sac il ee ’s an si , as c i r c u m i i s ( a t l c c ’s

re quire , for resi d ents  inc lud ing  p I. t ns lot t h e  u t i l i z a t i o n  umt  appropr ia te  pe’rS o) ni tis ’l , e’s h t l  I I ) ’

m n e n t  . ansI faci l i t ies  of:

I 1)  Public ansI pr ivate  schools,
12 1  (‘h iurch ’m es ,
‘3) (‘om i i n m u u n i i t y  recreatio n centers ansi p haygroum it h s.
( 4 )  I, .ihr ~m n e ’s ,

(~~~ ) ‘flieatres
I 6) Priv :mte c-lu h’s,

7 ) I ’ r ater nial  o rg aniza t ions ,

~) (‘o nii n i i m n i i  lv se rs’is’s’ or g at i iza tm on s .
5)) Othie ’r ava i l ab le  a t l i l e  tic , recr eat io n i cm l , cm nd c tml (ul ral ne’souu re’c’s

e’. (‘oi o r eh im i a tes  e’mne rge n ic y requi ren ien i t s  ati d p lans for recreat  mot ict l an d  sI is e’rsis n im , I n \ a c t  is t I m e s

w i t h  (lie ,‘\ s s i s t c t n l (  I ) i r ec t or  (‘or Publ ic  E siuc at iot i  ansi l r a l n i l t ’mg cinch I l l s ’ , ‘\ ‘s i s t  i l l  I I)trs’e (or

(‘or R e h l g m u n u u s  ,-\l ’f ’airs to asss lre  m u t u a l  su lpp or t  ansi t i i a x i m i m u u i n  l l I I h u / , I t l s m t i  s i t  IS  ,Il hahhs ’ I l n i l e

ami d facilities ,

d. Unisier (lie super s 515 1m m oh t h e  Director , ,- \ u u \ u hia r \ ’  Ss’ n s i s ’ e’s , pro s ste ’s (s ’ e’ i I t i l c ’ , t h  c u i i b , t l l t  s ’ ;i til .h

~I s 5 l 5 ( , t b t e ’e’ . in accordance w i t h  o r g a n t i c t l m s m t n ; t l  ansi oj n s ’r a t i o n ct l re’ o i u r r e ’ni e ’mi ls . l un Ills ’ ’

( I )  I)e p u i t ~ Recs’pt i omi  ansI (‘ are ’ Coordinator  f’enr Welf5 tre’-Shs,Itt’r ( ) p s ’r m l  t i l l s

( 2 )  l ) ep u t y  Re’s’ e’p ( i oni  amid (‘art ’ (‘ u n s s r s t m m i c m t o m s  Io n  t h e  I ) m s  I s l s m n m s  m i m s i  i t t  ( b l e n t
( a )  Depu l I Dires ’ t ors I ’s m n  A u ~ihi ; t rv Ss’rs he ’ s’s ,

( h I  ,- \ s ’,t sl . l l i l  R ‘C (‘ o or slm na l on’s  or R e ’ s ’ l ’ t u i ’ m l  and ( , u r u - I ) h ~~l I l s  I s

( 3 )  Mauiagc ’rs il Re’e’e’p (iomi ansI (‘are ’ I) m s ( n u c l s  :m , t d m t  I h i e ’n r :
(a) ,- \ s s u s t , I l l t  M ,u m m , ic s ’rs ( i l l  () pe’ r m l i o n m a l  I I c t u s s n l n

( h I  S u m p e r s i s u n i s  h u t  S l m e’ s’la l  S e ts  s I ’ S ,

I s ’ )  Su I j n c’n ’s s i l l s  f o r  I s i s lg mt i p  cmn i d  S I u s ’ i l s ’r ,

- ‘S



B.

RE C LI ’TION/ CAR E SERVIC E S

i) I VI SI O N LEV E L

((  ‘oninua,isl .S’tr uiu ’i urt ’)

-‘ ________  

~~~~~~~~~~~~~~ Lit :~~ -.c ~~T :‘~ I~~~L



I ’ables 01’ Or gai i iza t io i i  Re ’ce’p l t m u n m  ( .11 C l u l l S  I ) e s s  I L h m l l m m h n
Sections A , B , (‘ , I , J I ) i s i s u s m n i  Les’s’ h (‘o n n l n u l a m i d

Personnel Posi iom i No . 20

I) E PUTY RECEPT iON/CARE COORDINATOR:
1)IV 1SION LEVEL

a. h, t n s l er  t h u s ’ e i n r s ’ c’ ( u on m o)f t Ime ’ (‘c u u u mi t ~ ( t m u r s l t u h I t u m r . Re’cs’pt ion I .m is ’ Services ’

( I  I ( ‘ s u u n r c l u n i a l s ’s I iham i n m n g re’,uslln i s ’ss atiel sips’ra (mor i of Rs’s’s’ptm onm a n d  ( l I e ’ 5 c r ’ ,  l e t

l I t  rou igho u t ime I ) m v l s i e m l i  -

( 2 u  (‘oo n s f i t i i l e ’s p h 5 m n m h i m m i g  au th su ippor t  op era t iom i s  \ k i t l h i h m  t i le ’ I )m ’ ,usiu i nl tt l (l’ s’ l i ’ i i ’ i S d l h i g

I ’ ll i s ’ i  S’C I l s  \ Se ’ u s  lee ’s a n d  Ol ’I ’ucc ’s
1.1 1 (‘onn m m n u nm i c , It i s uul ’ ,

( h I  W . t r n i u i g ,

c) R :mcl io l ogi ca l  Defense ,
(ti ( Publ ic  I n f ’o rn ia t iom i ,
I c  I Publ ic  Sct Is ’I V Ss’n v u c e ’ .
(I I Firs ’ anid Rescu e’ Service ’ .
I c )  I Ie ’ :ml t hu  at i si \Ie ’s l n e ’ct l  Servn s ’ e’ ,
( i i )  Re source an d Supply  Se’r ’, Ce’,

3)  (‘oor sh in i . u t s ’s p h a n i n i n i g  ansi ssipp ort ops’rat i ot i s  w u ( l m u n  the  I ) i s ’ I s m c u h m  m i t  t h i s ’ l i i i  ‘ 5 5 1 1 m g

p u h h i c  ansI v o l u m h t , t n v  o rgan i z a t ions  5 mti si g r s u u u p s
( .1 ) ‘I ’hl e P u h i n c  Sch ool S~ st e ’ h i l (  ‘.1.

Pr iva te ’ Sch ools
I c l  The Anis’r ic c mmi  N d t i o n a l  Reth (‘ross,
I e l I  l I m e  Sals -at ion Ar m .
I c )  P u l m l i c  welfare  o r g . t r u u ! : l t  l O l i s ,

I t ’ ( Re l ig ious  s i rga u i i t a t i o n i s  ansi g r s m i h  ps
(p 1  h otels  and n u u s i t e ’Is,
( I i )  (‘u i n i i n m e r c i a l  e a t ing  s’s t a h h i sh n i e t i t s ,
i i )  ( ‘o t i m n n u ~n i I y  ss’nvns ’e’ orgam iii. citnoum s.

I ) I r at e ’rni al  org a m i m i . m I m i l l s ,

I I.. )  () t h l e ’r sve ’ hi ’, u re ’’re l a ( s’d o r g a h i i z a t i ( n n i s  .tnsl grouips ,

b , Pnuus’ u~l~’s si ire ’s’( m o i m i  p lui s p l a m i m i i n m g  and i i  m e t  , t t n o n a l  Is ’- s l u m  u s e ’ lit ‘50.1,1 i t  R~ s’p t I ’ l l  . t i m s t

l I e ’ ( s u i u n s h u h h , m ! u u r s  ~I l u m l  u i r  \ 1 , u i l , t m ’c ’ns  oi l ~te’c’s’h nIlsnt h (‘ ,u n c ’ I ) ust t us ’ts v.’t ( I l u t i  t i n s ’ I ) u s h s i s h l

7i I

I C  i’., ~~‘ ‘ LA~~,.iit,,T ?IL

-~ “. ~~- ‘—- ‘- “—---— -~~~~~-‘- ~~~~~~~ ____,_ l”~ ‘i-p ‘-
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i , mi’l s ’~ ‘ ‘ I  ( ) u l - , I u l I / a l j s u u l  Re’ce p t u m m m u  ( d I ne ’ J oh  I le s-  I l l m i l m i u u

Ss’~ I i ( u i ,s B ,  I 1) iv islo m I [,e’vs’i (‘ u n n i i i t l , m uidh

S i le l tem’  I ’ l a ui r ’u i n i p  , t ni e h \ II i - a [I

Pers tmnt iel Position N o ,  2 1

DEPUTY DIRECTOR :
sIl ( - L’rE K I’1 ,-~N N ’ lM.  .~ N l )  .-tLLOC ’ATION

.t. U m te ’c lu t mu e ’: uh g u n d a n e ’e’ aui si , i s s l s t d t i m s ’e’ I ro ui u  t h i s ’ ( t tl J ll (\’ h )ur ’~’~ t ’ r , She ’i te ’r Planntiig ci n ch
, ‘ ‘t h l m u s ’ d l t m o u m , a s sI s ts  ( l ie  l ) e p s i t v  (‘oolm ’sh lmi , m lu ’ r , Rs’ se ’j’ tus imu anish ( ‘ d l ’ s’ Se’n s’ ue ’ e’s, mu , t l l  t i i d l t t s ’l s

r e I a t i n u ~ tom Su i e ’I t s ’r P l c m r i t u i n g  cm n nsi  ,‘~ h h s m s ’ a ( i s mrn  in t h e  1) iv l s l s mn i ,  i nc l us i l n i g ’

I ,- \s s h i i l  in e ’n i I c u t  S h e l t e r  s t i l e s ’s

I 2 )  I ) e ’ss ’ h s u p m i i e ’t i t s i t  I ’  spe ’sh us ’n I  She l l s ’s .

3 Pro c’ umrs ’ni e’n ( at i s h p lace m en t oh s l ic ’l ( er  e’s l u m p u n s ’ lm t  ~tt isI Stlp I~llc ’s

I }‘hj c ’ e’ n n i s’ n i (  a m i o h  ( r a l n n , l t m c  u m t  She l t e r  M c u m m : t c ’ s’u ’ s ansi  o I l i e r  sh i e ’l t e ’r st~~t t t ,

I ’  \ s s i s t s  I ll s’ l ) e p l l t \  ( ‘ou m r s h i n i a ( s m r , Rs’ s’s’ p( i on i  an i ei I It ’ s’ Set s  c’ s’s, ni p l c t n m n i u i m p  an d u h u i l ) l e ’ u l m s ’ l l i m u i p

s lIs ’l he r su lp p or t  u n u e ’ , I sm uns ’s by this ’:

I i I Re’ssiuircs ’ ,tn i eh Sn pply Se’ is is’s’
( 2 u  I Iea lt hi ansi Mesh cal 5c r’. I C c ’ ,

I ~ I I’ll hh i~’ S,tt e l ‘m ’ Ss’re t e d ’ ,

I 4 I I - i r e ’ .mnel Re s cu e ’ Sc’ rs ice ’,

c ,  l’n o s  Isle ’s t e c h n i c a l  g l i ld :mncc ’ cm nd ope’ n c m l u o u u m h  , t s s i s t , I n u c s ’ to this ’ ~ i t p s ’ t 5 ’ l s 5 i r s  s n h ’ I ‘ , ~ ‘ : m m c

~mu msh Shi e ’ l t s ’r t i  Re’e’s’p ( i o u i  c i n ch ( l i e ’ D i s t r i c t s  . \,  13 . ( , 1) . e’Is’ ,

S I t



I .uh l es of O r p a nm i z a t m on i  Re’s’ e p l l s m u m / ( ’ d u i e ’ J u t  h ) c ’ s~ n i l u t i o m i
Ss’ct iom i s B, J Division Li’s-e l (‘si n i i n t u c t i i s l

Auxi l ia r y  Sen’s-ices

Personnel Position No. 22

D EPUTY DERE~ T0R: AUXILIARY SERVICES

a. ti1i t i l t  t ec h nical  guidance arid ass i s t : Iu ice  from th e County Director  01 Auxi l i a r y  Sc m ‘ I s
d t s shs ( s  the I ) epu t y  (‘oordinator of Reception and Care Sen ’vnee s in h ie p i a t m u l i h l p  amid pro-
S I s l t i I l  m.d . n s m , s m l m . m n  s c m  V t ees  imec e SSary to assure personal a d j u u s h n i e n m i s  and this ’ n i a i n i s ’ l m - c u u - ’ s ’

s)f morale u uider  ex t reme  emergency condit ions , inc luding:

I I t  1’lner get ’mc y onie ’ lm ta (  iohi antI survival  t r a in ing  (‘or e v a c u e e’ :11151 r e’si slenl  p o p u l a t t s m i u s

1 2 1  I’ I r s t — a i e l  :tnd m e si is-:t I s e l l— h elp ,
( 3 1 R e l u e m s u m i s  scm ’ vicc ’s amid s p i r i t u a l  coum i se hi n g,
( . 1 )  Lii ts’ r ( c i t n i i i i emi  t and o ther  rec rea t uon ah  j e t  is ’i t  is’s,

hi , ‘~ ss u s l s  th i s ’ i )s ’ h m u t t y  (‘s i o r s h i n a t or . Reception ansI Cars’ S~is cs ’s, iii p l a n u m i m u g  cin is i i m h i p le ’ l m h e ’ h l t  h i I ~
suns s a l  s’s h u i s ’ : i t i m i m m  au th t ra i u i ing  w i t h :

( I )  I kalt  hi ansI M~’5 h i c ’ , t l  Se’r v m s ’e’ .
I 2 )  Fire aui si Rescue Service.
(3)  Psi I s l e Scu I s v Service ,
( 4 )  R. m h t u l s i p i s ’ al De l ’etise S t a l l ’,

C. J ’l m i S  i m i s ’’, l e chuu iuc a i  gu ms ic t n n c s’ anti opera t iona l  a s s l st a h l e ’e’ I t s  t i m e  Assust ~t i m t  \ l u m u  u ’ s m s f o i l

( 
~ 

-s’nztti onc ih I m , l l s u ) 1 1  I l l  Res’e’ptioti an si (‘di re ’ I)Istii ~ Is A , 13 , (‘
, I) , s I c ,



I m i n I s ’ s  s n l  U r g .m l i i z , m ( ion i  Rs’ce’ I mt  s i l l  ( , m l e ’ Js ih (le ss F u t ’ i l t  - I l

Se ’ m, ’ t i d l i l s  B , (‘ Di ’. m s i u n i m  L e v e l  ( l i l l l i l i , h l u s t

Personnel Position No , 23

ASSISTANT RECEPTION AND CARE COORDINATO R
(R / C DISTRICTS A AND B )

,m . ,-\ssists t ime D e p u t ~ Re s ’ e’p t i o u l  ( ‘au ’ s’ (‘oors i ina tor  ct I th i s ’ DivIsion Ie~’e’l to ehi se’lha nps ’ h i s

rs’s h lo miS l l ) ih i t i es , and acts  cms ( lie E)eputy Recept ion/Care  (‘oor d lna to r  i l l  th i s’ ah ’,e - m m s
or im icap :mci (  of t h a t  o f f i c e r .

h , ,~\ c t s  ( ‘or t h e ’ l) eputy (‘oorsi inator  in pro v is h inig  s h r rec ( mo nm i shi i s  p lan i t i  n e  ansI 5 i h i c’I , t l i m

assistance (5) t h e  Mani agers of Recept ion  and C:mre I ) I s t r i e s A am i sh B ,



l aNe’s of O r g : m n r z a t u o n m  Recept ion  ‘(‘ are ’ Jo b I )cs’, I I  i i t ,u l l

Section B , ( ‘ l)is I s l i u r l  Level (‘urn nasa l

Pe r som imiel Position No, 24

ASSISTANT RECEPTI ON AND CARE COORDINA TO R
(R / C DISTRICTS C , D , ETC . )

a, Assist s th me Deputy  Receptio n/ Care Coordinator  at t ime Dis si ’ m m level to discharge lii ’,
re sps m n s i h u  l i t n e ’s , ansi acts as this ’ Deputy Re’s’s’i’ I i s m n  . (  ‘ are’ (‘oorshm m,u tu a r m m  this ’ a l’ se’l us ’ c’ or
inc ctpaci t y  s i t  both this ’ Depu ty  Coordin i ato r  an si the A s s u s t : t r t t  (‘oorsi i t i : m t s m r  t ’or
I ) i st r ic ts  A and B.

h ,- \ c t s  for the I) eputy  Coordinator ui pr oviding sh i r ec t io n , plus p l a n n i n g  am i d op era t iona l
assis tan i c ’e , to the  Managers of Recs’ption ansi C:tre h ) m s t r m s t s  C , D. e t c .  

~~~~~~~~~~~~~~ ‘ ~~~~~~~~~~~--- -‘,~~~~~~~~~~ -- ‘-—--,- ,~~~~~~- ~~~~~~-- -  —4
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Tables of Organization Recept ion/ (’are Job Desc r ipl ion
Sections B through J District Level (‘oininand

Peronnel Position No. 25

MAN AGER: RECEPTION AND CARE DISTRI CT

a. Directs overa ll planning, read in ess, and operat ion of Reception and Care Services in
Reception and Care District.

ft Incorporates planning and operational support pr ovided by other  Government  Finer-
gency Services into Reception and Care Distr ict p lans and operations.

c. i ncorporates resources available lrotn public and private voluntary welfare agencies
• and related organizations and groups into  Reception and Care I) istrict plans and o p c I a I R ) i ! s .

d. Provides planning and operational support , us required , to the follo w ing Fmcrg cncy
Services and Offices.

( I )  He alth and Medical Service.
( 2 )  Public Safety Service.
( 3) Fire and Rescue Service.
(4) Radiological Defense.
( 5) Public Information.
(6) Resource and Supply Service.

e. Coordinates plans and operations of Reception and (‘arc District  wi th  adjoining Rcccp~~m
and Care Districts.
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fables of Organization Reception/ Care lob De scription

Sections C through I District Level Command

Pe rsonnel Position No. 26

ASSISTANT MA NAGER: ADM INISTRATION

a. Assists the K/C District Manager to discharge his respons ibilities and acts as the  Mana ger

in the absence or incapacity of that officer.

b. Provides materials and services , and supervises staff , essent ial to the i n te rn al operatio n s

of the District Headquarters Office.

c. Maintains accounts of District financial transactio ns and other commitments.

d. Comp iles data and maintains official records of the District ’s services and op erations.

e. Prepares standing and special reports required of the District Mana ger by Div ision and

County officials.
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Tables of Organizati on Reception /Care Job Description
Sections (‘ through J District Level Command

Personnel Position No. 27

ASSISTANT MANAGER: OPERAT iONAL L1AI SON

a. Assists the R/C District Mana ger in discharging his responsibilities.

b. Acts as the Manager in the absence or incapacity of both the Manager and the Assistant
Manager , Administration.

c. Acts for the Manager in Coordinatin g advisory and support activities of the following
Emergency Services and Offices:

• ( I )  Pub lic Safety Service.
( 2 )  Fire Service.

• (3) Health and Medical Service.
(4 ) Resource and Supply Service.
(5) Direction and Control for public information , comm un ications.

radiological monitoring, an d clearan ce procedur es.

d. Acts for the Manager in coordinatin g lodging and feeding services , as required , for
personnel of Emergency Services and Offices, and in providin g other planning and
operatio nal assistance to those Services and Offices.

e. Acts for the Mana ger in coordinating the utilization of the personnel , equipment , and
facilities of the following public and voluntary organizations and groups.

( I )  The Public School System(s).
(2 )  Private Schools.
(3) The American Nationa l Red Cross.
(4 ) The Salvation Army.
( 5)  Public welfare agencies.
(6) Religious organization s and groups.
(7 1 Commercial lodging establishments.
(8) Commercial eatin g establishments.
(9) Community  service organizations.

( 10)  Fraternal organizatio ns.
( I I )  Other welfare-related organizations and groups.

—~~~~ -— 
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With tech n i cal gu ida n ce and assista n ce t’rom the l)eputy Director , Auxiliary Services .
acts for the Manager in planning and carrying on the following programs and se rvices
w i thi n t h e  Receptio n an d Care D ist rict:

I ) Emergency Orientation and survival training for evacuee and resident populations.
( 2) First-aid and med ical self-help training.
( 3) Religious services and spiritual counseling.
( 4) Enter ta inment  and other recreational activities.
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Tables of Organizat ion Reception/Care Job l)cscr iptioii
Sectio ns A , C, D, I , J District  Level (‘om rn and

Lodging-Shelter Service

Personnel Position No. 28

SUPERVISOR: LODGING AND SHELTER

a. Directs planning, readiness , a nd operation of Lodging and Shelter services in Rec eption
an d Car e District.

b. With the assistance of the Deputy Supervisor for Lodging and Shelter , deter mi nes the
divis ion of the Dist r ict into Lodging Sectio ns.

c. Coord i nates the lodging of organizational groups and/or unattached individuals and
t~i m ihi es in congregate care facilities and volunteere d residences within the various
Lodging Sections of Reception / Care District.

d. Provides lodging, as req u ired , for Emergenc y Service personnel assigned to Reception !
( ‘are I ) istrict.

e. Assists, as necessary , th e District Su pe rv isors of Special Services . Feeding, Registrat ion
and In fo rma t ion , and Personal Services/ Clothing in acquir ing and upgrading space
essential to the i r  respective ope ratio ns w i t h i n  Reception /Care I ) istr ict .

I. Wi th  the guidance and assistance of the Division ’s Deputy !)irector of Shelter P l a n n i n g
and Al locatio n , coordinates readiness and provides shelter  (as required ) for resid ent
and evac uee populations and others assigned to shelter s in the Reception / Care l ) i s l r i c t .

g. Directs and coordinates the functions of :

I ) The I) eputy Supervisor of ’ Lodging.
2) The l) eputy SLipervi sor 01’ Shelter.

(3~ The Deputy Supervisors of the Lodging Sections wi th in  Recep tio n (’are
I) istr ic t .

Ii . W i t h  t echn i ca l  g i i i tL ince  and ass is t : inc e  from t h e  Ass i s tan t  Manager . Opera t io n a l  I
ti t i h i / ~’s suppor t  i n r i c l i o i i s  of t he  fo l lowing  ser~ icc~ :

Resource s and Si ip p l ~ Scr ~ u - c  to t  construction in t l  repair re quir einen ts develop-
ii u e i i t  of t’ sped ient  sh e l t e r .  p rocureme n t  of lodging and she l t er  e q n i p n i c n :  and
supplies . t r an spor t a t ion  re quii re l i i enN .  san i t a ry  fac i l i t i es . t i t i l i t ~ r e q n i r e m e n t ~ .
col lect ion and dispos al of trash and garbag e . and u t i h i i a t i o n  of evacuee ni~i ii po~t c t



(2)  Health and Medical Service for health and sanitary inspection and supervision of
lodging and shelter facilities; vector control ; first-aid , nursing and emergency
medical coverage of congregate care and mass shelter faciliti es; and the handling
of deaths a mon g evac u ees.

( 3) Public Safety Service for police coverage of congregate care facilities; main tena ne c
of Street patrols and police surveillance throug hout the Lodging Sections , i n c l u d i u i g
specia l care faci lities and registr ation and special service centers; designation of
parking areas ; ant i control of traffic throug hout the District and its Lodging
Sections.

(4) Fire Service for fi re safety inspection and surveillance of congregate care f ac i l i t i e s
desig nated shelters and special care facilit ies; f’i re sa fety patro ls in lodging Sections :
and l’ire prevention and contro l measures throughout the District ’s Lodging Sect ions.

With support through the Assistant Manager . Operational Liaison , provides re ligious
services and sp ir i tual  counseli ng , emergency orient ation and surviv al training,  and
recreational and other diversionary activities for populations in coneregate facilities
and reside ntia l  areas.
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Tables of Organization Reception/Care Job l)escr iption
Sections A . C, F District Level Command

Feeding Serv ice

Personnel Position No. 29

SUPERViSOR: EMERGENCY FEEDING

a. Directs p lanning, read iness, and operat ion of a l l emerge n cy feedi ng services in R eception /
Ca re Dist rict for disp laced i n divid ua ls a nd fam ilies , special care groups , tra nsient evacuees
and Em erge n cy Service pe rsonn el at r ta t ion ary  feedi ng faci l ities an d wi th  mobile t’eeding
uii it 5.

ft Organizes individual feeding personnel and emergency feeding c:idres as requir ed . and
assigns t he m to h ospitals and othe r in stit ut io n aliz ed or special care facilities req u iri n g
supplementary feedi ng assistance and services.

c. Directs and coordinates the functions of:

( I )  The Deputy Su perviso r for Fixed Feedi ng Statio ns.
(2)  The Deputy Supervisor t’or Mobi le Feeding Un its.
(3) The Deputy Supervisor for Emergency Support Units.

~i . With technical guidance and assistance from the Assistant Manager . Operational Liaison.
ut i lizes su ppo r t t’unctio ns of the following services:

I ) Resource anti Supply Service for t’ood , fuel , feeding equipment and supp lies :
transportation services ; mobile equipn ’ent :  constru ction and mainten ance of
fi~ed ing facilities ; and garbage disposal.

(2 )  Health and Medical Service for sanitary supervision of Fixed Feeding Stations and
Mobile Feeding Units.

(3) Public Sat’ety Service for police coverage of feeding centers.
(4) Fire Service for fi re sal~ ty i nspection and surveillance of mass feeding facilities.

e. Coordinates support by the Lodging Service in acquiring feeding space in congregate
care and other fixed facilities.

t . With the technical guidance and assistance of ’ the County Assistant (‘oordi nator ol Feedin g .
organizes and operates fixed and/or mobile feeding units for transient re locatees . as

req uired , at  Reception (‘e n te rs a n d Rest A reas , or ot her design at ed locations es t abh i slictl
within Reception/Care District.
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Tables of Organization Reception/Care Job I)escript ton
Sections A, C. E District Level Coni iuand

Registration and Infor m at ion
Service

Personnel Position No. 30

SUPERV I SOR: REGISTRATION AND INFORMATION

a. Directs planning ,  readiness and operation of Registration and Information services in
Reception /Care District.

b. Coordinates registration of displaced persons and families in the various Lodging
Sections, and of persons assigned to insti tutions anti other special care facili t ies wi th in
Reception / Care District.

c. Coordinates receipt , recording, and response to inquiries concerning the welfare ot
individuals , families , or groups within Reception /Care District.

d. With technical guidance and assistance l’rom the Assista n t M anage r . Operational L ia i sni i .
coordinates the gathering and release within the Reception /Care District of genera l antt
operational information and instructions concerning emergency conditions and th e
availability and use of emergency facilities and services

e. Coordinates support functions of the following Services and Ot’fice s :

( I )  Assistant Manager , Administration , for space anti facilities in the District
Headquarters Office.

(2) Lodging Service for reg ist ration space in Lodging Section Offices.
(3) Special Services for registration of persons assigned to special care facilities

within  Reception /Care District.
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lab les of Orga nization Reception/Care Job Descripti on
Sections A . C, ( , 1, J District Level Command

Special Services

Pe rsonnel Position No. 3 1

SUPERVISOR: SPECIAL SERVICES

a. l) irects p lanning,  readi ness and operation ot ’ Special Services in the Reception and
(‘are l)i trict .

b. Organizes anti coordinates the provision ot’ emergency fi nancial assistance and emer-
gency social services, including i ndividual  and family guidance and counseling for
both residents and evacuees in need of such assistance and services.

c. Organizes and provides emergency care and services including the operation of specia l
fa ci l i t ies ,  as required for such groups as the aged, infirm , ha ndicapped . and unattached

‘ch ildren.

d. Plans and coordinates the placement and emergency care of evacuated inst i tu t ional
groups such as pub l ic  and private orphanages and homes f or  the aged and disabled.

c. I)ir ects and coordinates the functions of:

I ) The I )epu ty Supervisor for Emergency Financial Assistance.
2) The Deputy Supervisor for Guidance and Counseling.

(3) The Deputy Supervisor t’or Special Care Groups.

V. Wi th  technical guidance and assistance t’rom the Assista nt M a nager , Operation a l Liais on .
ut i l i z es  support functions of the followin g Services.

I ) Health and Medical Service tor nursin g and m edical coverage of special care
faci l i t ies :  ins t i tu t ion  and maintenance of proper health anti sanitary standards in
specia l care t ’aci l i t i e s : estab l ishm en t of proced ur es for handl ing  crit ica l emergency
medical cases and deaths in special care facilit ies : provisio n of essential medicines
and medical supplies and equipment :  and provision of space in establishe d nursing
ho mes and other medical and nursin g in s t i t u t ions  to care for the  needs of evacuated
special cart ’ g r oups.

( 2) Resource and Suppl y Service tor procuring beds , beddi ng. a nd othe r d ry goods
esse nt ia l  to the operation of special care f ac i l i t i e s :  construction and repair require-
ments:  t rans por tat ioi i  services: development of exped ien t  shelter for special care
fa cil i t ies:  procurement ( w i t h  H ealth and Medic a l  Service ) of equ ipment  and su pp l i e s

for specia l care facil i t ies:  san i tar ~ t ’a c i h i t  Ii ’s: u it  i l i t v req ui re m ents :  and dispo sal ot
rash an u.l garbage.



( 3) Fire Service for fire safety standards and sur~e iIl an ce of specia l care facilities.
(4) Public Safety Service for police surveillance of ’ special care facili ties.

g. Coordinates support func t ions  of the following Recep tion /Care Distr ict Services and
Offices:

( I )  Lodging Service in the designation of space in congreg ate lodging and/ or
other space t hat can he adapted to the care of special groups.

( 2) Registration and Infor mation Service in the registratio n of special care groups .
and in the processing of in fo r ma t ion  and inquiries concerning I)ersons in special
ca re facilitie s.

(3) Emergency Feeding Service in providing for the feed ing requirements of special
care grou ps a n d , as req u ired , i n supp l emen ti ng or establis hin g feeding services
in special care facilities.

(4) Assistant Manager . Operational Liaiso n . in providing religious services and spi r i ta u l
coun seling for persons in special care groups : for appropriate emergency orienta-
tion and survival training; and for recreational and oth er  diversionary activities.

_ _  _ _ _



Tables ot’ Orga nization Reception /Care Job l) escript ion
Sections A. C, H . District Level Command

Personal Services /Clothing

Personnel Position No. 32

SUPERVISOR: PERSONAL SERVICES /CLOTHING

a. Directs planning , readiness , and ope ration of ’ Personal Services / Clothing in Reception
and Care District.

b. Coordinates requirements for the acquisition and distribution of clothing. bedding, and
other d ry goods for special populatio n groups and other persons in need among Lodging
Sections in The Reception /Care District.

c. Plans and coordinates the provision of laundry,  clea ning , bathi ng, a nd such other  essential
pe rsonal care facilities and services as may be required.

d. Establishes policies and procedures governing the handling and maintenance of t’ami l y  pe ts
belonging to evacuees , and coordinates the oreanization and operation of such l’ac i h i t ies
( Pet Shelters) as may be required for the protection and proper care of pets in Reception
Care District.

e. Directs and coordinates the functions of:

( I )  The Deputy Supervisor for Clothing.
( 2) The Deputy Supervisor for Personal Care Services.
(3)  The Deputy Supervisor for Pet Services.

f. With technical guidance and assistance from the Assistant Manager . Operational Liai son.
utilizes support functions of the following services:

( I )  Resource and Supply Service for procurement of essential clothing , bedding , and
other dry goods; laundry and cleaning supplies: transportation services ; construe-
tion and repair re quirements: acquisit ion anti installation of equi p m ent essential
to the operation of Personal Care facilities anti Pet Shelters : and u t i l i t y  and s a n i t a r y
facilities.

(2 ) Health and Medical Service for heal th  anti sanitary stantiards required for the care
of pets in congregate lodgings , p rivate re sidences , and pet shelters : and for coil-
t inuing health and sanitary supervision of all such facilities in which pets belonging
to evacuees are m ai n tai n ed.
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g. ( oord i n at c s support func t ions  of the following Reception /Care Services and Offices
iii  the Dis t r i ct :

I ) Assistant Man. er . Adminis t rat ion , i n mai nt aini n g offi cial accounts of f i n a n cial
transactions and ot her commitments incurred by Personal Services and Clothing.

( 2 ) Lodgin g Service in acquir ing or modifying space for the provision of Personal
(‘are Services and for the operation of Pet Shelters in congregate care and other
fixed facilities .
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D.

WELFARE-SHELTER OPERATI ONS
p

LODGING-SHELTER SERVICE

( Vertical Orga,iizarion)

Other relevant job descriptions appearing elsewhere in this document  are:

Section Position Number
A Deputy Coordinator: Welfa re Shelter Operations ((‘o u n t y )  2
A Assistant Coordinator: Lodg ing- Shelter (Coun ty
C R/C District Manager
C Supervisor: Lodging-Shelter ( D i s t r i c t )

For page numbers , consul t  the Re l ’eren ce List on p ag es 1 73-I 79 .

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
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Tables of Organization Reception /Care Job Description
Section D Lodging-Shelter Service

( Distr ict  Level )

Personnel Position No. 33

DEPUTY SUPERVISOR: LODGING

a. Assists the Supervisor of Lodging and Shelter to discharge his responsibilities and acts
as the Supervisor of Lodgi n g and Shelte r in the abse n ce or incapacity of that  officer.

b. Acts for the Supervisor of Lodging and Shelter in coordinating the functions of the
Assistant Supervisor for Congregate Care and the Assistant Supervisor for Residential
Areas.

c. Coordinates assistance to the District Supervisors of Special Services , Feeding, Regis-
tration and Information , and Personal Services/Clothing in identifying, acquiri ng, and
up~ ’ading space essential to thei r respect ive opera t io n s.

d. Ascertains and evaluates the R/C District ’s lodging capacity , i n clu di n g capac i ty for the
care of specia l grou ps , and assists t he Su pervi sor an d th e Dist r ic t M an ager in design ati n g
cong regate and special care facilities.

e. Assists the Supervisor with the determination and/ or application of lodging standards
necessary to accommodate the District ’s evacuee load .

f. I) eter mnines personnel requirements for lodging operations within  the District and assists
in the recrui tment  and training of staff.

g. Coordinates readiness and operating functions with the Deputy Supervisor for Shelter
to ass ur e the best avai lable shel te r p rote ctio n for bot h reside n t a n d evac uee pop ul atio n s
within  the R/ C District.

h. Assists the supervisor in evaluating reports from the Lodging Sections , i ncluding evacuee
arriv als and assignments , and in takin g necessary actions to correct imbalances anti other
l odging proble m s.

i. Assists the Supervisor in the assumption of cont inuing responsibility for overseeing all
lodgi ng aspects of Reception and Care operations throughout the emergency . including
the estab lishment and maintenance of an tip-to-date “master lot iging file ” for the District.
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1 ables of Organizat ion Rec ept io n / (  ‘a re Job I)esi f i p t  i . n i
Section D. I Lodging-Shelter Service

Shelter P lanning  and A iloca t  n ii

(Dis t r i c t  Les c i )

Personnel Position No. 34

DEPUTY SUPERVISOR: SHI LTER

a. Assists the Supervisor of Lodging and Shelter to discharg e hi s responsibi lit ies.

b. Acts as the Supervisor of Lodging and Shelter in the absence or incapaci ty of both t l i c
Supervisor of Lodging and Shelter and the Dep uty Supervisor: Lodging.

c. Acts for the Supervisor of Lod gi n g an d She l ter i n coordinat i n g the func t ions  of t i me
Assistant Supervisor: NSS Shelter and the Assistant Supervisor: Expedient  Shelter.

d. Ascertains and evaluates th e R/C District ’s potential  shelter capacit y,  i n c l u d i n g  N:i i i o r i ~~
Shelter  Survey spaces and Expedient  Shelter spaces in both congregate fac i l i t ies  and
pr ivate  dwellings.

e. Assist s the  supervisor wi th  the deter minat ion ant i/ or appl ica t ion of shelter s tandards
t l cc i ’ss:Irv to aci’o i lm n io d a t L ’ an d prote ct the District ’s reside nt and evac uee I ) Opt i l a t lo f l s

Determines  p ersonnel  req uir i ’me i t s  for  shelter operat ions  w i t h i n  t he  I) ist r i c t  and
ass is ts  in the des ignat ion  and t r a i n i n g  of staff ’, inclut l ing householders wi th  basement
or other  shelter space.

g ( ‘oord in ates slit ’It er  readi ne ss p lans  w i t h  the  l ) eputy  Supervisor t ’or Lodging to : I s s i i m

pr on ip t  and e f f e c t i s  c ~ ~ c i smo n  t rom Lodging to Shelter Operations du r ing  an at t ack
or .in a t t a c k  a ler t .

Ii \ ‘. s i s t ~ the  Supcr ~ Nor I I I  t i n ’  . i s s i m n ip f i o n  of ’ cont i nu ing  responsibi l i t y  for n~cr sccir ig  al l
aspecl ’~ of sh e l t e r  p lan  ii mu g am i d  read imk ’ss t h roughou t  the  Reception and (‘are I ) i st n e t
d u r i n g  t i re  period of cr is i s  r e lo c a t ion .

1 ~2



l aN es  of Organization Recepti on!Care Job I )csi p In ii

Section 1) Lodging-She lter Service
( District Level )

Personnel Position No. 35

ASSISTANT SUPERVISOR : CONGREGAT E CARE

a. Assists tile Deput y Supervisor: Lodging to discharg e his responsibilities and acts as
t he Deputy Supervisor : Lodging in the absence or incapacity of that officer.

h. Under the supervision of the Deputy Supervisor: Lodging:

( I )  Coordinates Congregate Care plann ing and operations throu ghout tire R/ C
District in all matters relatin g to support from the Resource s and Supply.
Health and Medical , Public Safety, and Fire Services as set forth in I tem 6g
un der responsibilities and functions of the Supervisor. Lodging and Shelter
(Section C, Position No. 28).

(2) In cooperation with the Assistant Supervisor: Residential Areas , coordi nates
identification and conversion of congregate space and other facilities necessary
to meet resident and evacuee requirements for congregate lodging, special group

care , emergency feeding, registration and info rmation , special services , amid pe rsonal
services and clothing within the R/C District.

(3) With time Assistant Supervisor: Reside ntial Areas , coordinates with th e Lodging
Sections the assignment and reassignment of evacuees to congregate care fac i l i t i es
and/or volunteered residences throughout the R/C District.

c. Provides technica l guidance anti assistance to the Deputy Supervisors for Lodging
Sections and the Mana gers of ’(’ong regate Facilities.

_ _ _ _ _ _ _ _ _ _  J



Tables of Organization Reception /Care J 01) D cscn ipt  on
Section D Lodging-Shelter Serv ice

( l) i stni ct Level )

Personnel Position No. 36

ASSISTANT SUPERVISOR: RESIDENT I AL AREAS

a. Assists the Deputy Supervisor: Lodging to discharge his responsib i l i t i es .

b. Acts as the Deputy Supervisor: Lodging in the absence or ii1 ca 1) acit ~ of 1)0111 t l i c
Deputy Supervisor: Lodging anti the Assistant Supervisor: Congreg ate ( ‘are.

c. Under time supervision of time Deputy Supervisor: Lodging:

I )  Determines the number , location , types , amid capacity of p o t e n t i a l  vo lunteered
reside nces in the R/ C District.

(2 ) Takes steps through the District ’s Assistam it Manager for Operat i onal  Liaison R’

secure the support of Direction and Contro l in publ ic iz ing  the  need of vol  i i  n t e c mc d

residences for lodging purposes.
(3) Develops anti carries out plans for lodging evacuees in volunteered re sitlences

throughout t h e  residential areas of the R/C District.
(4) Coordinates plans anti operations relating to the use ef volunteered residences

in all matters requiring support from the Resources and Supply .  I i ea lth  arid Medical.
Law and Order , and Fire Services as set t’or t h in item fig under r e sponsibi l i t ies  and
fu nctio ns ot’ time Supervisor , Lodging and Shelter (Section C, P o siti om i . No . 25)

(5) With the Assistant Supervisor: Congregate Care . coordi nates the as s ig ni mem it  and
reassig nment of evacuees to volumiteered residences an t i / or  eomigregate care l . i c i i i t m c s

throughout the R/C District.

d. Provides technical guidance and assistance to the Deputy Supervisors for Lt )dg ir ig Sc~ l i o n s

and the Lodging Aides for Residential Areas.
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Tables of Organi zation Reception / ( ’ar c Job Description
Sections D. I Lodging-Shelter Service

Shelter Planning and Al lo cat ion
( l ) is t r ic t  Level)

Personnel Position No. 37

ASSISTANT SUPERVISOR: NSS SHELTER

a. Assists the Deputy Supervisor: Shelter to discharge his r e spom i sih ih iti e s and acts as time
Deputy Supervisor: Shelter in the absence or imicapa ci ty  of tha t  officer.

b. Under the supervision of ’ the Deputy Supervisor: Shelter and wit h technical guidance
and assistance from the Dep uty Director for Shir ~1ter Planning and Allocation at the
Divisio n Level:

( I )  Ascertains the number , location , and types of National Shelter Survey spaces
i n bo t h congregate t’acilities amid private dwellings throughout  the District.

( 2 )  Determines potential need for addit ional  shelter spaces to meet the Distri ct ’s
reside nt a nd evac u ee req u ire me nt s a n d , as necessary, to provide “back-up ”
shelter for nearby R/C Districts.

(3 )  Evaluates existing Community Shelter Plans (CSP), including provisions for shelter
management and shelter equipment  and supplies , in terms of crisis relocation
p ia nm i ing ret luire memits.

(4) Wi th the Assistant Supt’rvisor: Expedient Shelter:
(a) Recommends adjustments in exis ting CSP assignments of shelter spaces and/ or

ad vises other actions required to assure the most feasible shelt er prot ectio n
I’or both resident and evacuee popu lations.

(b ) Through time Assistant Manager . Operational Liaison , develops plans and
procedures with the Resource and Supply Service for securing and posi t ioni n g
essen tia l eq ui pment and supp l ies in al l Dist ri ct shelter  facil it ies.

(c ) Determines shelter staffing requirem ents anti recommends procedure s f ’or the
selec t io n , placement and tr aining of Shelter Managers and other shelter per-
sonnel.

(d) Provides technical guidance and assistance to Lodging Aides relat ive to up-
grading both the protective and oper ating capabilit ies of basements and oI l i er
family shelter facilities.
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Tables of Organization Reception /Care Job i)e sci p l ion
Sections D, I Lod ging-Shelter Service

Shelter Planning and Alloc ati on
( District Level )

Pe rsonnel Position No. 38

ASSISTANT SUPERVISOR: EXPEDIENT SHELTER

a. Assists the Deputy Supervisor : Sh elter to discharge his responsibil i t ies.

b. Acts as the Deputy Supervisor: Shelter in the absence or incapacity of bot h the D epi it ~
Supervisor: Shelter anti time Assistant Supervisor: NSS Shelter.

c. Under the supervision of the Deputy Supervisor: Shelter and with technical  gu idance
a nti assistance from time Deput y Director for Shelter Plan n ing and Allocation at th e
Di visio n Level:

( 1) Ascertains the types , locations , amid shelter capacities of District buildings and
ot h er avai l ab l e faci l i ti es w ith i n which adequate Exp edient  She l ter ca n he
deve loped.

(2 )  Th rough the Assistant Manage r , Operational Liaison , secu res amid co ordim iates
su pport f ’rom t h e  Resource and Suppl y Service in t ime construction arul  ‘or (1( 1 .‘l
ment of facil i t ies selected for Expedi em it Shelter in the R/ C District.

(3) With the Assistant Supervisor : NSS Sh elter:
(a) Allocates developed Expe d iem it  Shelters wi t h in  the District to their

app ropriate Lodging Sections and provides for their activation as compoiients
of those Sections and/or  their  respective R/C District ’s sh elter operations .

(b) P lamis and recommends the most feasible assignment of evacuees and/ or
residents to Expedient  Shelter facil i t ies wi thin  the D istrict  and/or , as neces-
sary, to shelter facil i t ies in nearb y Districts having surplus shelter space.

(c) Assumes jo int  responsibility for the plans and procedures set forth iii

Items ôb(4) (h), (c) , and (d )  relating to shelter equip m ent and supplies.
sh elt er sta f ’fing amid t ra ining and technical guidance and assistance to Lod gi ng
Aides ~of the responsibilities listed for the As sistan t Supervisor . NSS
Shelter (Sectiom i D , Position No. 37).

I Oft
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l ab les  of Organi z a t ion  Reception/ Care Job Description
Sections I) . I , J Lodging-Shelter Service

( Lodging Section Level )

Personnel Position No. 39

DEPUTY SU~~~RV I SOR:
LODGING SECTION NO. _____( i , 2, etc. )

a. is di rect l y respo n sible , through the  Supervisor of Lodging and Sh elter , to t h e Manager
of the Reception and (‘are District for  the supervision and coordination of Lodging and
Shelter plans and operatio ns th roughout  the  Lod ging Section.

b. With t he assistance ot’ time Deputy Supervisor: Lodging, determines through surveys or
other means h i s  Section ’s lodgimig capacity,  under  vario u s “lodging standards ,” imiclud i m ig
faci l ities t’or the care of special groups.

c. With the assistance of the Deputy Supervisor: Shelter , ascertai n s t h e potentia l num be r
of NSS and Expedient Shelter spaces t h roug h out the Section imnder the app h icatiom i of
vario u s “she l te r sta ndar ds. ”

d. With i technical guidance anti assistance through the Deputy Supervisor: Lodging amid the
Deputy Supervisor: Sh elter , deter mines the division of the Lodging Sectiomi into Resid e mi t i al
Areas.

e. With technical guidance and assistance through time Deputy Supervisor: Lodging and the
I) eputy Supervisor: Shielter , applies “of ’f’mcia l”  sh el ter  stantiartis in deve lopim i g anti , as
necessa ry, carrying out meas umres t’or th e conversion from Lodging to Shelter  operat io n s.

f Through the Supervisor: Lodging and Sh elter , acts  fo r the District Manager in the  assign-
mn ent  anti reassignment of evacuees as organi z at ional  groumps ant i/ or  as ind iv idua l s  to
Congregate Facilities and Vo ltmnteered Residences wi th in  Iri s Section anti with other
Lodging Sections in the District .

g. Acts for  the Deputy Supervisor: Lodging in the  implementa t ion  of assistance wit h in
h i s  Section tt) time E ) i strict Supervisors of Special Services . Feetiing. R egistrat io n and
Ln format i on , and Personal Services / Clothi n g in i d e n t i f y i n g .  act~u i ri mig.  amid upgradi ng
space esse n tial  to t h ei r respective operat ions a n d in f ’a e i h i t a t i n g  the  incorporation of
their  services into the District ’s overall Reception and Care pro~ ram.

h i . Determines requirements  for . a nti coordinates , su ippo rt imi g services pro videt l  w i t h in the
Sect ion by ti m e Resource and Supply .  I leal t  hm and Med ic .i i . Pub l ic  Sat c lv.  and Fire Scr~ ices .

Y t / i th  the  guidance  and a s s i s t ance  of t h e  l ) e p m m t v  Super ~ isor s f o r  I od gi ng  and Slme lt t ’r.  p lans
and i i m ip le ment s  time lodging and shel ter  s t . i t ’t r e q u i r e n m e n t s  of h i s  Sc~ t i o mi .
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Fables of Organi z at io n Xeee’pt ioi) , ( a rt ’ J Ot ) I )cse I if t it ~i I

Section s 1). 1 , j  L ot igim ig- Sf mel te r Ser~ it e
( 1,odging Section I.xsel

Personnel Position No. 40

MANAGER: CON GREGATE FACILIT Y

a. Assists the Deput y Supervisor for the Lodging Section in discharging his respom is ib i l i t m e s

a nd acts as the Deputy Supervisor : Lodg i ng Section in the absemice or incapaci t y  of t h a t
*oft ice r.

b. Under the supervision of the Deputy Supe rvisor for the Lodging Section , is responsii) i ’.

to the Supervisor : Lodging and Shelter and the Manager of the Reception anti Cart ’
District for plannin g,  organizing, and directing (lie operations of his Congregate Fac i l i t y .

c. In cooperation with t u e  R/C District Supervisors of Feeding , Spec ial Services . Registratio n
and information , amid Personal Services and Clothing , plans ami d meets the emer gemi c> n eeds

of individuals . fa milies , and organizational and/or special groups assigneti to his t ’a c ih i t ~

d. In cooperation with the District ’s Assistant Manager for Operational Liaison s , secu res

and coordinates support by the Hea lth and Medical Service in answering fi rst-aid emer-

gency medical nursing and other Hea lth and Medica l Services required by his comigregate
faci l i ty .

e. l)esignates . as necessary , a Deput y Manager ** respo nsible for the lodgi mig funct ions of

the congregate faci l i ty including:

I i )  Determinin g lodging capacity and t h e  p oten tial  to accommodate other essen tia l
emergency needs and services wi th in  th e facili ty under the re qimired “Lodging
Standard. ”

( 2) Arranging anti assigning living space.
( 3)  Mainta in in g  close contact with evacuees anti respondin g to their  respective

needs.
1 4) Recommendin g anti/or takim ig actit ) n miecessar y to correct or allevia te pn ol ) lenis

arising from t Ime “hi vimig ” si tuat ion within (lie congregate facilit y .

~Thc Deputy Supervisor for a Lodg ing Section is responsib le t n r  desmgna imng one of In s (‘oi igregai t

l . t tmh ty  Managers to act in his absem ice. If there is hut one Congr egat e Fa cili iy in the  Secn mon mite  ~t e s i g m r ; i m u i

should he au tomat ic .  In a small operation the Deputy Supervisor of ’ the 1 od gi ng Section and the  M ar i , i~~’r

of a Congregate Facility may well be the same person .
**The Deputy Manager of a congre gate facility housing an org ani ia t io nr at  group should he a eoin i ; t ~’ie mii

individual selected f ’n tm t hat group or fron t I lie pred om inam s i group in mu l t i  group f ’a c m l i r  y In a r n u i l  I

tJ :ili iy the l)epi ity could select As.sist an ts  fro m ot hi er  gr oups us t he f a c i l i t y .
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f ’. Designates , as necessary, an Assistant Manager respomisibl e for overseeing the p h ysical
mainte n an ce and operation of t h e  Congregate t’aci h i ty ,  i ncluding cooperation wit h t ite
District ’s Assistant Manager for  Operational Liaison in securi mig necessary support b y
the Resource and Supply.  Public Safety , amid Fire Services.

g. Under the supervisioii of the l)eputy Sumpervisor for the Lodging Section , co Oper ate s
with  the Lodging Aide(s) in time selection of individu als  and t’am n i l ies (‘or assign me n t  to
volumi (eered reside nces , and in making lodging reassignments to overcome lodgimig
i m bala n ces a n d oth er prob l em s.

Ii . Establishes and maintains an up-to-date Congregate Care Recorti File for his f a c i l i ty .
and maintains a system of liaison and referral with the Regis t rat iomi an ti i n f o r m a t i o n
Service to assure t h at records at the facil i ty,  Section . and District levels reflect cur-
re nt lodging assignments and reassignments of individuals , f ’an n ih ies , anti im i e n ih em s t) f

organi zational and/or special groups.

Under the technical guidance and assistance of the Assistant Supervisor: (‘ongi egate
Care - -a nd in cooperation with Welfare-Shelter and oth er Emergen cy Services operati ng
units  m i  his t’aci l i ty— is responsible for recruiting amid / or assignim ig staff requir e d by
t h e  facility. The following policies should guide (lie recrui tment .  assigm inient . a nti
supervision of staff:

( I ) When feasible. persomis familiar with the building or buildings used for a
congregate facility shoulti he selected for key mamiagememit.  engineering.
a nd custot l ial functiomis.

( 2) Leaders h ip personnel t’ro m organizational grou ps assigneti to the  f ’ac i l i t v
sh ould he givemi key responsibilities , especially responsibilit ies relatim ig to
personal and gro up needs.

( 3 )  W ith the support of (lie Assistant Manager: Operatiomial Liaison , u t i l i z e
personnel , faci l ities , and equipment availa b le f rom pu b lic  am id p r iva te  sch ool
systems , pub lic amid voluntary wel fare agencies , religious organ i/a t  ions
groups , commercial establishments , a ntI f ra ternal  antI  o the r  comn ni i u n i l v
orga n iz at io mi s anid grotmps.

( 4) Each staff m ember assigneti to the facility should he t inder (l ie at ln i in is t r at ivc
superv ision s of (lie Facility Mam iag er anti / or omie of (lie ke y assistant s , amid. wh ere
app licable , u nder the t ec h m si c al directions of his own servic e or program.
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l’ahles of Orga n si tat ion RL ’ccpt u ‘i i  ( ~i i  i. Job l)cst  i~~ i t  i i

Sectiomis I) , I , J I o d i i iug -S hm c l t e i  Service
I I .odgi ig Sect iou Le~ c i )

Pe rsonnel Positio n s No. 41

LODGIN G AIDE: RL SI I ) L N TIAL AREA *

a. Assists the Deputy Supervisor for  t i n e  l.odgin g Section to disch arge h it s re sponsibi l i t i e s

b. Under the supervision of the Deputy Supervisor (‘or t h e  Lot iging Section. is r es pom i smhlc
to (lie Supervisor: Lodging and Sh elter ant i time Mami a ger of ’ the Reception amid (‘are
District for solicitin g volunteered residences throu ghout  h is assigned area -- and f ’t)r
evaluating,  planning anid directin g time use of such residences as a lodgin~ and s l me l ten
reso urce imi accordance with established lodgum i g and shelter standard s. *

c. Gives emphasis to duties primari ly designed to make (lie assignm eml ( of evacuees to
emergency lodging in vo luii eered residences fast and efficient , amid as approp riate ami d
considerate as possible for both evacuees and (heir househiol der h osts.

d. During Crisis Relocation receives assigned evacuees at h i s  Lodgimig Sections hm e a t l qu am t crs
and escorts them to designated lodgings in h i s  Residential Area.

e. Provides infornnation and instruction for:

I )  Householders on t h eir role iii t h e  lodging prograni as h osts to evacuees.
( 2) Evacuees on their responsibilities as t u e  guests of householders in volunteered

residences.

~

. With in  Iri s Residential  Area . main ta ins  close contact with both househol ders and c’. j oeL s

resp onti s to their  respective neet is . amid serves as their  of f ic ia l  h imik  wi th  tI m e 1.otl g ii ig Sec t i  in

anti t he R/(’ District.

g. Provides in format ion  amid assistanc e , as requireti . to bot h evacuees and l iou seholdc n s iii

o bta in imig  esse nt ia l  emergency gootis amit i servmces available in Congregat e (‘a re fac i l i t i e s .
Emn erge m icy Feeding faci l i t ies . Emergency h eal t h  and Met l ical faci l i t ies . Special Serv i~. cs
fac i l i t i es , Personial Servic es/( ’I o t h i n g  faci l i t ies . Registration amid Iui t ’orn iatioii  f a c i l i t i e s .
antI ot h er faci l i t ies  and services w i t h i n  the  Lod ging Sect ion antI t ime R ( ’  I) ist n e t .

~Shou I d . if ’ pos sible . he a n int l ividu al esid in i g wi t  lii  i n m d/ nt  well tcq ua mn m ct t  wi t  I l i i ”  .i ss i i ~u ucd j e t
* A Rt’ s i t t c n t m a l  Area normal l y ha s f r o m  t w e n t y  no f t % r t ~ p r i V a t e  dwe ll ing i n u t i t s  dept ’ i L t i i i i ~ oi i to~ i I ~~ii

and oi l ier  t- i r c u u n is t an ccs .  [bc workload n i us t he oi tc  ot nhimuiageal ) lL’ P IO P Ot i ons
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h i. Um i d er (lie tec f immic a i  guidance , iumd a s s i sta u ice of ti me Assistant Supervisors of NSS
Sh elter and I ~p c t i i c n i t  Sh e l te r . s l i r \ c v s  and evalu ates sh elter and potential  exped ient
shelter spaces in p r i s  ate  dwe l l in g s  wi t lm i u i  mis  Residential  area and t rans mits  this
imifor m at ion to the I )ep u t Siipcr ~ u son for  the Lodgiiig Sections.

m. Under the supervision s of the  h ep u tv  Superv isor for  the Lodging Section . coope rates wi th
the Managers of (‘ongreg ate I a c d t t i e s  in t u e  selection of Hit ‘~~‘Jua ls and famil ies for
assigni nii e nt to volunte ered residences , and in making lodging reass ignments to either
sol unteered resid ences or comigr eg ate facil i t ies to overcome lodging imbalances and other
problems.

j. E stab h mshie s and maintains an up-to-date lodging file for h i s  Area . and mainta ins  a system
of liaison and referra l wit h the Registrat iom i anti Information Service to assure that his
records and those maintained at th e Section anid District Levels reflect curre nt lodging
assignments of inidividua i s , fa m ilies , a nti members of organizational arid/ or special
groups.

k. Wit h the concurrence of the Deputy Supervisor for the Lodging Section , selects su itable
space i n a volunteered residence or other facili ty within his are a , or immediately adjacent
the reto , as an operat ion a l headq u ar te rs.

As req u i red , desig nates householders and/ or evacuees assigned to his Area to assist with
the performance of responsibilities under his or her supervision.

I l l



E.

WELFARE-SHELTER OPERATIONS

REGISTRATION AND INFORMATION SERVICE

( Vertical Organization)

Other relevant job descriptions appearing elsewhere in this document are:

Section Position Number

A Deputy Coordinator: Welfare-Shelter Operations (County) 2
A Assistant Coordinator: Registration and Inform ation (County )  8
C R/ C District Manager 25
C Supervisor: Registration and Information (District) 30

For page numbers consult t h e  Reference List on pages 173- 1 79.
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I ahles ol Organizations Rec eption / ( ’are Job l) csc ri j t i on
Section h Lod ging-Shel te r  Service

-
‘ (District Level)

Personnel Position No. 42

DEPUTY SUPERVISOR: REGISTRATION

a. Assists the Supervisor of Registration and Info rmation to discharg e his responsibilities
and acts as the Supervisor of Registration and Information in the absence or incapacity
of that  officer.

b. Acts for the Supervisor of Registration and Info rmation in organizing and carrying
ou t proced ur es for t h e registra t ion of ’ displaced persons and families in the various
Lodging Sections and of persons assigned to institutions and other special care facil i t ies
wit hin the District.

c. Establishes a central registration file (‘or the District and maintains a system for p ro u l ip t
repo rting fro m the Lodging Sections of lodging assignments and reassignments of
i n di viduals , families , a nd m em bers or organ izatio n al grou ps an d of persons assigned n o
institutions and other special care facilities.

d. Under the direction of the Supervisor of Registration and info rmation:

( 1) Takes joint action with the Deputy Supervisor for Lodging, Deputy Supervisor (‘or
Financial Assistance , and Deputy Supervisor for Special Care Groups to improvise ’
a registration and information format which can be used to serve t u e  commons pur-
poses of the Registration and Information Service , the Special Services . anid (lie
Lodging and Shelter Service. *

The improvised format should be designed for recording the following kinids of
information on a basic registration sheet or card and , as necessary . on at tac h ments
to the basic registration:
(a) Last name of family or individual person registered (a s~i m g le person is

considered a family of one).
(b) Home address (pre-emergency address) .

*This action should be taken in the absence of an official registration form on a recommended regis t rat ion
format developed at the State or County level prior to or at the i m s i t ia t m om s of a cr i s i ’  r e t t i c a n i o n i  operati on

1 1 5
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Ic )  Fami ly  members wi t  in t ime last n ame assigned to t i me same emergency add i  .‘Ss
in t t i c  order  l is ted below:

- N ian i
— W o n i ia i s
- C h i l d r e n  ( in  descending order by age)
- Ot imer  re la t ives

‘I ’h ie f irst  and midd le  nanies . age , sex , and re lat iomis l i i p  to t Ime  h ead of t he
f ’an i i iy  sh ould he recorde d for each member of the tam s i i l y .

( d) A: ~n gned lodging address ( inc lud ing  mmmc of Congregat e F a c i l i t y ,  where
applicable ) with i t i e n t i t y i n g  District , Section and Area Codes.

I c )  h ouseholder ’s name , if assigned to a volunt eeret i  resitleiice .
( f )  Organi zational Group, if assigned to lodging as a member or n ienibers of

an off icially designated orga n i zatio n al group.
( g )  l)ate of registration amid / or assignment to the lodging faci l i ty .
( i i )  Employment status giving special skiiis , e n le rg cnc v  work assignments . if

amiy. amid avai labi l i ty .
( i )  Serious heal th or medical problems.
(j ) Eniergency hospi tal izat ions or medical  cane.
(k )  Emergency financial  assistam sce or ass i s tance  in s k ind .
( I ) Assigmied shelter faci l i ty .
(iii ) Lo dg ii ’n reass igmin sen i t s .

( i i ) Date ot depar ture  froni assig icu lodging.
(o Relevant  notat iom i s . co nm nm eiits  anti suggestions.

2 )  D eter i i i in ies  j o in t l y  w i th  the  [)eputy Supervisors fo r  l n t i u i ry  Scrs ice s and fo r
in forn i a tu on and Rel ’erra l t h e  space re quire ti to serve  al l  R e g i s t r a t i o n  an i d I n t ’orma-
t i O i l  f u n c t i o n s  in ti m e District ’s respective Lodging Sections.

( 3 )  Acquires  fro m tine Lo dgiui g Service t ine  space in Ledgimig Section h eadquar t e r
Of l i es anti suh ot ’tices required t’or the conduct  of Reg i s t r a t ion . hm ’iqui ry .  an t i
in s form at ion anti Re f’erra l fu miction i s.

( 4 )  (‘oord in ates wi th  t h e  Deputy Simpervisor for h miqu i rv  Services
ant i t h e  Deputy Supervisor f ’on I mi to rm at i om i  and Refe rra l the  orga n iz at iomi and
tec h nical supervision of Registrations and ln f ’ormatio n per sonu iel assigne d to Rc~ ci’
ti t ) n Cemiters  auid/or Rest Areas (located w i t h i n  the Distr ict ) to pertor m su ch nc ~ns~
trat i o mi amid in format ion  functions as m a y  be ret iuire d by csacu ccs processed h~ on
p assi t . i i i  ou g li  thio se fac i l i t i es .

I S )  I a l i l i sh i e s . w i t h  the assis tance of tIme Assistant Mam ia gen ton Opera t iona l  ~i i s o t t  -

a i r i n .i - I i i i - - w i th  the  Hea l th  and Medical Service for the  m u t u a l  c I i , I i I L ’L’ ol W i t , i

~ i i t t  uni o n n mn ~i t i o n  css cn s f a l to the  ma iu i t c n ance  ot o f f i c i a l . up —to—d at e .  and comii pls ’t .
rc~ i r t ls  t on each Service on perso u is as s igni t ’d to hospitals  or ne ed s t u g  o t h e r  mcd m e al

i i  i~i care. ami d to assure a it o f f i c i a l  and co imm plete cuiie mgencv  ret ond I dc .i t h i s
and b u r i a l s  o c c u r r i n g  do r ing  cr is is  ne loca t i ou i .

I .ou i l ~ ii i L ’ n n i h i ’rs  w i t h  : m d i f f e r e n t  l ist  niainc in .nssI ~:nii ’i! i t  oi - 0 en lod g i ng l , i c i I i t ~ ini i i s t  he t’g l s t i ’ I ~ ii

I l i t ’u n egi s t r . i t i n i s  should then he ro s s- t t ’k ’renced . w h ere t e , i s i ( ’ lc . ss TIm the t ’ g t ’ t i . i t m o n ns  ‘t  ouh i t ’n
tain t I\ i i l i ’ U i I  5’~~
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e. Coordinates with the l) eputv Supervisor (‘or Lodging the p lans and procedures for  the
registnatioii of ’ individua l s  amid f ’a nii i ies assigned to Congregate Facilities and Volunteered
Residemices wi thin  the District . including:
( I )  Procedure s for recording changes in lod ging assignments wi th in  the l )mst n ict .
( 2 Procedures tor recordin g the tnanisfe r of in t l ivi t lua l s  amid famil ies  assigned to

other R/C Districts and for registerin g individuals and families tra n sf erred in from
ot her Districts.

( 3 )  Procedures (or processim ig. tra nsmit t ing ,  and main ta in ing  registration f’orms amid
ot her official records.

t’. Coordi n ates wi t h the Dep u ty Su pervis or for Lodg ing and the Deputy Supervisor for
Shelter pEnis and procedures to effect those changes in individual and t’ami ly r egistratm omis
that  would be required by conversiom i fro m Lodging to Shelter operations durin g an
at tack or attack alert.

g. Coordi nates with the Deputy Supervisor for Special Services the plans and procedure ’s ft) r
time registratio n of persomis assigiied to inst i tut ions and other special care faci li t ies wuth imi
time District , including provision for the record ing of data and o ther  in t ’oni ’m at io n  01’

special sig nificance hearin g on t h e  care and the welfare of the respec tive individuals
assigned to such facilities.

hi. Recruits qualified persons to staff registration f ’unct iom i s  at t u e  Distr ic t  Level amid m i  t h e
Lodgiiig Sections , and provides on-the-job inist r uction anti guidance oni registration
retl uirements and procetl lmr es . *

i. Provides dircctiomi aiid technical guidance and assistance to th e As sistamit Supervi sors f~~u

Registration in time respective Lodging Sectio u i of time District .

*Q uimln tled pet sont s . such as sct iot i t  t eac hi c is . l ibrar ians , off i ce n i i aumag ers and ol li e r~ e spe i ie’n iccd mit w o rk m nt g

wit h peo p le arid ( anumh i ~m r wi t h nt ’~ ii i t i n ~ ’ a nd I h u g  ss s i e u i i ~ . should he re c ru utcd I ron s both tine rc~.nde iit am id
evacuce P 0 h ) imi a t  ii h is.

lii Ia~1gi uug Secti ons st i S i i i ~z o r g a m t m i a t m t n u n a l  g n t i u m ( b s . q m n a t m f  med pe t sou is  w mt l i m nn  such g n i i ips  should he m e

c r u i t c i l  a u n t  ii ss ’d wl tc n is ’v en p ss ih t c  -
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l ab le s  of Or g a t i i i .a t i on m R e c e p t i o n s  .( . m n c  Job I ) cse Ci ~~I h t i i

Sec t ion !  I I .o dg i mng -S lm e l t e r  Sers ice ’
I l ) i s t r i c (  Level )

Pe rsonnel Positio n No. 43

DEPUTY SUPERVISOR: INQ UI RY SE R V I ( LS ~

i As s i sts  the  Supervisor oh Re’ g i s t n . n t i ( m u t  a nm d  i r i t o r i i n . i t i ( > t t  t i n  i h i s e - t i a roc ’ h it , r e s p i n u i s i h i i i t r c s

ft ‘Ne t s  as t ine Supervisor oh ’ Reg i s t r a t i on s  and h t i f o n m i i a t i o r r  mi t i n e  :thsei ’ce - i i i  i n m c a p . i c t t ~ i t t

both t ime  Supervisor of ’ Reg i s t ra t iomi  anid  I n i f o n n i a t t o i s  am i d  t h i s ’ l ) c p u n t ~ Su i p e ’r s son R c - t ~ t r . t r i , t n .

e’. Act s t’t)n t ine Supervisor of Reg i s t r a t i on  :m n m d l i n f i n r m a t i o n  in o r g a m m i / i t i g  .ind c a r t  i i n ~ t i i t

pn ocet iures ton:
I )  Rcccivimig.  proce.ssing . amid r c s p omi el im i g to i mme l e i i r i e s  f r o i m m  t h i i t s i t l s ’ t h e  l ) n s t n i c t  co o—

cerm iing the  locat ion amid , or ~~- h l — h ~’i ii g of i n d i v i d u a l s . f a m n i m l i e ’s. on cu t u ps n esn t l e ’ n n l

and evacuee ) w i t h in on possihh~ w m t h n i m m  t i r e  I ) i s t r i ~’t .~ 
*

I 2 ) Receivim ig.  processim ig. amid re sp o i i el imi g to mmi qu i r i e s  fr om residents  and c’s ,ictie ’cs

wit l mimi t h e  l) i st n e t  c O iice nt i i i ig the  sp ec i f i c  wh ie re aho u  ts a r id  ir  we l l—b e ing  id

i i i t l iv idu i a l s .  f a m i m i h i e s . on gi .)ups locate i f  w i t  ( s in  t he  l ) n s t n i e ’t -

(3 )  Receivim i g anti e v a l u a t i n g  the  urgency t f  im i q u ni r ie s  f rom ne st che ’t i t s  anti  eva cu ees
wit h i in i  t ine I ) i strict concernin g ind iv idua l s . f ami l i e s , anti  groups located ot t  t s i e i c

tIme I ) i s t n ic t  ( in  o the r  l) i st r i~ t~ . I ) i v i s i oni s , tin coun t  es w t m i c h i  miiav on imi a \  sot he

kmi ow i i  to this’ m nquir ers ) .

~‘~h ii t ~ut r y  Se r v i c e s ” do not rela t e to re t i mm e sts  t in  ge n t e r a l  u t i t o r  i n a t i t i n i  b n i i  s~’c~ i i  a l l ~ t o  i l t t t t i i l  es

se ’ c’ k r i n g  to  l e a n t  the  wh i e r e t mh o u is  of indi viduals . f : m i m u m h t e s . or spec ial 21 t i p s  I i  t h i s ’ p t n r  lose of l e t  c l i  i n i g  or

mr an m si nm it ing i un t t inmnt mt ioii detcnnine’d to he e s sential  to  t I m e  wehI - hc i i i t ’ i i  t i r e  r u r t l i i u e ’n . t i c  pc ti ~ un~ u i l t

, mhorm t  , or hoi ln.
t h e  w lm cieaho m ii s oh i i i t i s t  t n m d i v i d u a h s , f a tu i t i e s . m i t t  5:u ilp s with not ft L i t si ii i i  ( l il t n u . i L r i r ~’ I r t h i i i i  k’

. 1 ‘ i i  ilme ’nmm . rherefo re . i n i.i r iv ot  ilt e u i lm h mir ri cs recemsed will he seeku it ’ It , t c.mrir it t ti , se inqu ired h u t  i i i  t i

P iss ibhi h~’ located w i t h u n i  t ime I ) ms t  m e t .
* + li me piocessrng of imm qtu r u e s  n u us t  he k~’s eel to tins ’  r e a l i t i e s  ol ih i e~ e’ r t i e ’p ’ e u i . ~ , i l i m . m i m i t i t  t u c h i i t h t u i g  is~~i

lo , r t t t ’t t ct u i m m u i m u i c . m u i o n  f a c i l i t i e s  ails1 t i r e ’ d i s r u u i h t i o u i  ol nm o mn n al it oh St ’i iit i’ . Int h im i r i es t u ~ i n i . i r i t i ~: ‘,~ n un ihic

1)1st u ct mi t t  i i i  j i md i vmt iu .m hs . I . m i r u h r e c . an t i  t o  ii ~ t i C .1 ici t s~ ii m u  th e  t r ~ st I en c c i  he pt oe s s t ’ t t  ii! tile Is ‘ l i i i  I

r t ’ei si I m u m  f i l e s  at  the  I t ’ t t ~’ i t i e  S e c t m o m i  in t l t i r e ’ I ) i s i r i c t  kick hm ~m ve  hne s ’ut  set up I l tie~ t i n , t i me i n t ct ’s~i i i - . ’ m u

L i t 1 ’ r u i t m i i n ’ , s  ii m r r q m m m n i e s  beyond t i r e  l ) i s t u i c t l evel ~ o u t t  i m pose e t i l l n c r i l t  i f  u n it u i s i i T i l u h i m u l i , i h i t ’ p i c i t l e n r i s

d im um mg tire m i t  ic ip~m tcd  h i t  i i i  in i i .m ( I s i s  Ret ‘c.i I I I  I I re r e l i ne .  ‘i i Is n u q u i n  tcs cc tnisitt c rett “iii 1 7 1  I ’ .i ni e t C  i i  l \

esscm m t mill (ci i b re i e’lie ’I I i mi m d u e  h i S  miii .urml disi li i i  o u t  t n  t o  assmi  u’ tir e s i  ci and w e t h . h e m i m ~ ,m~ i h rcise comi c t i  lii i

u n t r u th Inc mece~ 
, u i f o r  i It ii ‘t’~ t t i i t t  t ir e ’ ii i s l i  j t t
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(4) Accepting anid t ransmi t t ing  “urgent ” inqu i r i es  for  processi ng, as ret tuired:
( a )  By th e Inquiry Services of other Distr icts  w ithi t i  the Division.
(b) By the Inquiry Services of Dist ric t s wi t h i n oth er Divisions of t h e  C o u n t y
(c) By the Registration and information Service at the Coun ty Level , inciut h i ng

re ferrals to the Registration and Information Services of oth er Counities

ci. Under tine direction of the Supervisor of Regmstratiom i and In f o r m a t i o n :
( I )  Coordinates with the Deputy Supervisor for Registration m i :

(a) improvising an inquiry form which can be used to record data on inquir ies
received conce rn ing people , including actions taken anid final dispo sit ioiis of
inquir ies . * The improvised inquiry form (a card or sheet of paper) should
be designed to record the following kinds of info rmation :

- Name and pre-emergency home address of persons iniquired about .
I f the inquiry is about more than one person in a family,  t h e head ol
the family should he listed as indicated above and t u e  full  n amii es
of all other family members inquired about listed below t h at.

- The name or other identifying info rmation of a special group inquired
abo ut and its pre-emergency address , if any (i.e.. a niursinig honne ,
orph anage , or other ins i t i tu t io n al  group) .

- Identi ty of Lodging Section and Reception and Care District iii whic h
i n ( l tmiry originated.

- Information sought and date of inq u i ry .
- lui formation furnished , date , and signature or ini t ia ls  of ’ worker  pro-

vidin g the information.
- Name and current address of personi makinig  inqu m i r s .

(b )  Estah i ishi ini g ,  as an adjunct to t h e  central registration file (‘or t h e  l ) i s t n ic t .
sectio n for inq u iries including a “tic k le r file ” of untinis h ied iu iquir ie s  to d i rec t
at t en tio n to f u rther actio n tha t  i s requi red at  a specifi c t ime.

( C )  Establis h ing procedures governing the use of the Central Regis t ra t ion  i mhc as

a source of information from which to answer incominig iniquiries c o nc ermiinig
the whereabouts and well-being of individuals an d fami l ies.

(2 )  Determines jointly wit h t h e  Depmfl y Supervisors (‘or Registrat ion and for  lii  t i m r r n a t  urn
and Referral t h e  space required to serve all Registration anid I ti f ’orm atioim f u n c  t t t .) n i s

i n the l) istric t s ’ respective Lodging Sections, a ntI acquires from t h e  Lodging Sers icc
space in Lodgimig Section h -le adt iuart er Offices and suhoffices requireti for time ’
con duct  of R egistratio n , inquiry , a nit i Information anti Refer ra l  f ’un ’mc t i on s .

(3 ) (‘oordinates wi th  the Deputy Su pervisor for Registrati oti  amid the l ) epi i tv  Sniper s m i ni
l ’or I ni formiiation and Referral t lie organization an’n d tec h nical  sup crvi s iomi of ’ Regi s t  i i t  ioi t
and I n for ni a t iomi  pen somiii el assigned to Receptiomi (‘en m ters amid i on Rest Areas locat ed
wi t hins tIme Dis t r ic t . to perform suc h registrations and inf ’ormiiat  iou f umic t r i r n i s  as may lie

re quimre t h by ev~ie t i e e ’s processed 1w or passi ng throug h t lit )se f~m c r l i t i e s

* 1 his , l e i m u i n r  s l i t cu l d  hc t , mk c i r  in t lu e  tm h s eiic e ’ ot aim tn t f i cm a l  in quiry  I c i m n u  to n e c m u u m r n n i e i t d c d  t m u i u m t , c I  dt ’vC it l h u t t !
ml i tm ~ State or (‘o nm n t v level prior t i n  m n r at  t h e  i m m m t i t m t i o n  of a crisis r ci o c ,mi ioi r t i nc ra t i on .
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(4) (‘oordinate s wit h the Dpt m y Sumperv isor t’or information and Referral in:
( a )  Obt a im sin g from the Deputy Supervisor for Special Care Groups a list of

- all establis hed insti tunti ons and emergency special care groups located w m t h m u i i
t u e  District , i nc lu m dimig the names and kinds of facilities , their iocatio mn s. t ine
nu mtnbers of negular and/or emergency i nhahitamits.  and such other i nt ’t r nn i ia t i u t i
as wil l facilitate the processing of inquiiries anti t ine provision of operat i onal

in i f ’ormation and ret ’er ral services.
(b) Ohtainiim m g . with the assista mice of tine Assistant Mamia ger for Operational Lta i somt .

a list from ti n e Health and Medical Senvice of all estah lisiied hospitals , enter-
gen cy h osp i tals , and auxi liar y meu l ical fa cili t ie s locate d wi th in  the D i s t r i c t .
including their  names and locations , t h e  nut sihers of patients . and such n oth er

infor m ation as will  f ac i l i t a t e  the pnoce ssing of inq uiiries and time Prov is ion of
ope rational  informii a t ion essenti al to t h e  fuiictiomis of the In iq uiry and tint’
Inf or t n at i om i  ansi Ref ’erra l Services.

5) Recnutits sj ua hi f ’iet l persons to staff inqui ry fu mnctions at the District Level a m i d .

as rcqu iret l . i n the Lodgi n g Sections . and provitles on—the— job inst ructi ot i  ant I

gui is lanc e on inquiry requirements amid procedures.

* Mat mire men amid won iemi , s’s pe uncut  cccl in iSlet’ ii  m ig tine public , wtt In mmii i ’ rvn e ’wn u r g C’S pe l i e ’ I ~ c i i  1 t t  is rb i t  -

s imm n uld he recruited (‘ni m u both tine resue t c mm n and evacuee p op im ha l  ions .
Where feasible , qualified persons lr onii tc rg tm ni i ia n i u t i ma l  groups shc nu ld hc re c ru i t ed  u mn ie t t i s e i t  i i i  Set vi ’

mm mcii mh e rs o f t  Item r groups.
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l’ahles of Organ itat i on Reception / Cane Job Des cription
Section h ’ Registration and I n tonn i s a t mo n i

Service
( District Level )

Pers onnel Posif ion No . 44

I)EPUTY SUPERVIS OR:
INFOR MATION AND REFERR AL

a. Assists the Supervisor of Registr at io n amid lnf ’ornmiation in dis elmarging Is is responsibi l i t ies

h. Acts for tine Supervisor of Registr ation amid in f ’ormation in pla nnimig.  organizing, and
carrying oun t proceslures t’or assembli ng and rele asing w i th in  t Ine District ot ’ficia l and general
ope rational inf ormation and in is truct ion i s  relating to emergency comiditions , emergenc y
requi rem ents , anti t h e  availability and use of em ergency fa cili t ie s and services. *

c. Under the t iirection of the Suiperv isor of Registration amid In formation:
( I )  Obtains th rough t h e  Assistant Mamiager f’or Operational Liaison the overall policies

and procedures est abh ish ned by Direction and Control to governi t h e  acquisi t ion and
i ssuance of official public information and instructiom is wi t h in tine Count y .

(2 )  Obtains , wit h the assistance of tine Assistant Manager for Operational Liaisons.
official general and operational info rmation and instruict ions issued and/ or to he
issued by Direction and Control for dissemination thr oug hoti t tine (‘ou nty throug h
ad ministrat ive and oper ational c inannels or the mass media.

( 3) Obtains from tine Distr ict Manager tine general R eception and Care int ’orm i i a ti ou
amid in st nnctions authorized at tine District , the Division or t ine Cou mn ty Level fo r
disse niinati on to evacuees anti the m ost area p opr .mlatio nm .

*Genier al operational mn t or mat ion  and imns t ructio ns include official public in fo rmat ion  arid in s t n im c t iomi s
released by Direction and Control at time County Level through adn nimn ist r at i ve and operational c’h ra u ini els
and /or the mass medha , and supp lementary or oth er information am i d instructions o f a general n n a t u m c  iss u ed
by Reception and Care at the County anti/ or District level amid relat in g specific a lly to Reception s arid (‘are
operations ammd resources.

Information and Referral dissemin ates of ’ficia l p ub l i c  info rn iatio ms and m m r s i m u e t i t n n s  mss t me i t  rh ro ug im
ad ministrative and operat ional channels and supp lements public in fo m u n at iom i an d i mi s t r i me tm cm r i s , mssuc e el  t lm n mi uu g hr
the mass media , to ensure that t u e  (in st area populam ion amid all ev acu ees re cerv e amid under s t~m nid al l t i f t m c r , m l
pub lic informati on and instructio nal releases.
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4 1 (‘oor, i m n a  k’s w n  n i t Lbs Ds’put Sm m p s ’ r v m s o r  for I n q u i r y  Services in:
L a )  O h t a i m m i m m g  fno i i i  th i s ’ I) e p u t  ~ Su pervisor (‘or Special (‘are Groups a l is t

t n t  ~m lI  c’ s t a ( i l m shm s ’d ins t  i t u i t m i m m i s  am i d specia l ennergemicy care groumps located
iii t i m i m i  t ime l ) m st  n t , u s c  h u m d i m n g  t lie namiies am i d k m mis i s  of s ac - n u t es . t he i r
h u t . a t i u m m i s . t ime ii u m m i n h e m s  of re gular and/ or emne rgen c~ imi l na h i ta mn ts .  amid su c h

oth er m i n t u u n i m i a t i u n n  as is t m c es l cd  f or  th is ’ processing of i m i q u m r m e s .
( h i  O b ta i mming .  iv r t h i  t h e  assistance of the Assistant Mana ger tor  Operat ion a l

I m a n s o m i . t h e  f o l l o w i n g  inforn ni a t io n  from the h ea l th  and Med ical  Sen usC.

to f a c i l i t a t e  t i m e  provisio mi t) f operat ional  i i i t  s nn mn a t i o i i  ansI r s’ f s ’rr .u I sen icc ’s

,im it i t lie m m  t )s ’ e’s s im i g of ’ im ’iuju mi ries:
— Establis h ed h ospital s and their  locations ,
- Fu imerge nne y  h ospitals and auxi l i a r y  medical amiti m iur s ing l a c i h u t i t ’s

aniul t h eir loc at iomi s.
- First aid and emergency medical cane centers.  t h e i r  locatio n s.

amid h ioumrs of operation.
- Avai labi l i t y ,  services , and procedures f ’or procurem n en t  of tieces-

sary drugs and pharmaceuticals.
- (‘ri teria and proced umr es for assignment anti s’mtie rg s ’t ne~ mm mi ct i i t .’ u mt

of cri t icall y ill anid injure d to designated h i uns p i t a ls .
- Piamis for th se provision of medical selt~he lp  t r a in ing .
— Health amid sanitat ion sta mi dart i s and rs’ :lu m irenie n ts  p lus p la i n s  , m i i i ~

procet i ures for periodic he a l th i  and sam i mta t i on  inspector ’ .

( c )  Obtaining. wi th  the assista nce of the Assistant Man ager f’on ( ) p e r a t n o m r a l

Liaison , the com municat ion fac i l i t i e s  and/ or  services irons i ) m n e’ctiom i a m i d

(‘ontrol  which  will  fac i l i t a te  pronipt amid ef ’fi c i ent  t r a m n s m m t t a l  of i m n q u i  i r is ’s

amid responses au th of gemieral  and operational i mif orn n at iomi  essent ial  f i r  t i n t ,’

fu mict ions of (lie Infor m ation and Referra i  Service and this ’ l m i qu i mr v Service s
( 5 )  Obta ins . wi th  the assistance of t h e  Assistamit Ma mn agen f ’on Open a t iomi a l  I n a m s u i m .

t ia l  in format ion  anti in s t rue t io t i s  s’ou ic ermnluig services . f ’a c i l n t  es . , mnui  r e J r :  m u t , ’ m n : c m m t

h isteti ummitier  t ine t’o l l owim ig Emergency Go ve nn i mn e mn t  Services:
( a )  P t m hl ic  S~m t e t y  Service

— Stagimig areas and pass sv s l c n m  for essential worken s w l nt n  c o n t i n i m m i t s

to risk area.
- l)esignsated parkim i g areas and rtmhe s  amid proced tmres g ov ern ing  t h eir :ust .

- l’r aff ’ic cont ro l .
— I’olis’e ens cra gs’ of ’ p a r k i n g  areas , cc.im igrega ts ’ h d g n igs . am nu l ni mis I s’s’d m mig

ta  c i h i  t i e ’s
- Street P atrols and polic e’ s i m rve i l l a t i c s ’ of lo slg mt sg an ’eas. spe cn .t l c an e

fac i l i t ies , special se rvice ’ center s , atm si  o t i ne r  R e ce p t n omi  i( ire f a t .  m l m t  i i , ’

( a s  required )

(h )  Fm ne ’ and Re scue Service ’
— i - m i i e r gs ’t i cv  n e q t m i r c n n m e n i t s  f ( m r  (‘irs’ h t m ’ u e n t m o h n  , m n i l  c & i t i t i o l
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• Special t ’ire sa(’ety measures in con gregate lodgimigs . m ass t ’eedim ng
fa ci l i t ies , special care facili t ies , amid o ther  Reception / Care faci l i t ies
(as req uired ) .

- Fire sa fety r a t ro l s  and surveil la n ce thnou igliou i t the Resit i emitial  Areas.
I c )  Res oumrce ansI Suipply Service

- Food sumpp l ies and retail  out le ts  or other  desigmiated d i s t r i hu t io mn
centers.

- Rat io mn ing of water , food , power , fue l  on ot h er essent ia ls .
- Collection anid tlisposa i of trasim and garbage.
- Bums service or o ther  fo rm s of tramisportat ion for evacuees anti nesndents

wi t h  and/ or  w i t h o u t  t )tiier available miieam ss of ’ t ranspor ta t ion .
- Use of evacuees in augment ing  t h e  emergemicy labor force.

(6) Obtains f rom Lodging and Sh elter . Spec i al Services , Personal Services and (‘ k nt tm i u i g .
arid Feeding Services , at t Ime District Level , essential  i m n l ’ormiiatio nn a nd ins t ruc t i o mis
co ncern m ui c ’:
( a )  Types and locations of Reception and Care facilities and the  k inds  of emem ’-

genicy assistance and services available throug h t h ose facil i t ies to evacunees
and/ or  residents.

(h )  Poh icie s .e  h ig ih i h i ty  requirements and procedures governimig the use of ’ Recept a i r
and (‘are fac i l i t ies  amid (lie provision of Reception anid Care assis lami ce am id
services.

( 7 )  Establishes procedures wi th  all sources to assure th a t  general arid operational
in formation n anti instruct ions are constant ly  updat ed . as circumstam nc es amit h
deve lopments require.

(8) Dt’te’nmine s jo in t ly  wi th  th e  Deputy Supervisors fo r  Reg istrat ion and for I n q u i r y
Services (lie space re qu u ired to serve all Registrat iomi amid Inn f ’onmn a t io mn f ’unc t i on i s  m i
the District ’s respective Lod ging Sectiomis. anti acquires fro m tine I o dg im n g Sen ice ’
tine space t h a t  is ret iuiret i in Lodgimn g Headquarters  Ot ’t’ices anti subof I ices t u r n  i t s

condt m ct  of Registration . lnq u m iry .  and hmif o r m iiat io i i  au th Ref ’erra l Services .
(9) E stablis h es an In fo rmat ion  and Referral  U m ni t  m i  Ree eptioni  (‘s’nters a m i d / t i n  Rest

Areas (located wi th in  the District ’) . and coort i inat es wi l ls  t ime I ) epnn t ~ Sup erviso m
for Regulation amid the I) eputy Supervisor for I u n t i u i r ~ Sers ices the  assm gm i mi ien t amid
technical  supervision of the Regis t ra t iomi amiti lu’ n t’ornn at i on  perso m imnel assigned to
perform such registratio n antI i m m f ’onn n at iomi  l’u m t i c t io u is  as mnia he re qum reu i h~ e’v , m c u i c e ’s

p rocessed by or passing th roug h  those f’a c i i i t i e s

d. Organizes an Informat ion  anti  Re( ’erna l  (‘em i t s ’r at the  l ) u s l n i e t  i l e a t l q u :m r t e ’rs amid e s t a h h i s l t s ’s
a centra l file containing essential in fo,rnn a t i ou i  and i n s ( r u c ( i m n m n s  m e ’la t m ng to all Re cept ion
and Care t’aci i i t ies and services ani4 o t h er c o n n m n i u m n i i i ~ nes ouirces ava i l a b le , b oth  inside
and ouitside the District , to s’vas ’Lies ’s acid , as requnins ’d . to  tine po pula tmo m i  of ’ t u e  host area
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e i’s tahl is lnes suhcenters for lnfor tn iat io n n amid Ret’enra l at tine headquarters of t ine Lodging
Sect m omis aniti provides (lien s wmt i n  basic and updated imn formatiom n amid i n s t ruc t i e n ns  r e l a t i n g
to enn ergem icy cont i i t iomi s , (lie status of emergency operatio uns . and tine f a c i l i t i e s , se rvices .
and oti mer resouurces avail ; ble to evacuees and residents.

I’. Provides support to tine Assistant Supervisors for lnfor m at i omm anti Re ( ’erra l  in t ine Lod g imn g
Sectiomis by resp omiding to t h eir req uiests for addi t io m n a l  in f ’ornnat i oni ansi i mns t ruc t ~t n nis .
aunt! to their  requ m ests  for refe rral ot’ i m ndividuma l s anti t’a miiies to resources outside th e me-
spective Lodging Section s or tine I)istni ct .

g. Prepares , fo r general th istribution throug h oum t the District , sumnna n ies set t im i g l ont l i  t ime ’ n i a t  i nns ’
of tine emergency, the statuis of emergency operatiomis . special ins t ruct io mns for t i r e  pub l i c .
aind t h e  kinds and locations of resotnrces available to evacuees amid time host area p o p u m l a t m e n m

ii. Under time supervision of the Supervisor of Registration and In fo rmation :
( I )  (‘oort i imiates wi t h  tine Depum ty Supervisor t ’or Guidance amid Counsei p lant s amid

procedures (‘or tIne referral of evacuees determined t h rough (lie registration Pro-
cess or by ln t ’ornn ation amid Referral Centers to have special mn eeds and problen sis
requir ing individuma l i , ed  at tenit ion.

2) Recruits qualified persons to staff in fornnat ion and ref ’erra i funct ions at tine Dis t r ic t
Level arid . ;is re quiret l . in th e Lodging Sectionns . amid pro s ides on-tIne-job i m is t ruc t iomi
ant i guitia mi ce on in t ’ormat iom i and referral requirements and proced unres.

( 3 )  Prm~s u e i e ’s direction an d tech n ical gu i da n ce and assista n ce to th e Assista n t Supervisors
h r I n n forn n at io m n and Referral in tine respective Lodging Sectio mi s of the District .

*M , u n u n r e  mcmi and women , exper ienced in nnneel i nn g t Ine public . w i t h imn tenvi e wiui g es.p e uu e ’mrc c  r t  p t t s s u ( t l u ’ .
s inu tn u l d  he r ee ru itesf fronni both t h e  resident amid evacuee populations. Staff  inn key p osi ti om i s s i n u muld  he w i l l
gr o m m n si e e h in overall emergency op erat i om ns an t I should hmav c kunu nw l e d ge of e s tah lishi ed c o n i n i i n u m i n m ~ r e s t u m i n  ci

as well us u nf  s p e c r m l  et mnergemicy re su n t mr c es .
Wire me fea s ible , si um a ii fled persons fro nnu t nrga ui mt ~st io n al gro ups sln o ui l d he ums ed I i  semi c mii em sih er s u t  n i n e  i i

gm m iu p s
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Fabl e’s ot ’ ( ) n g .it n i / . a t io mi  Re~ e’pt mc ii i  ( ‘are’ Job I )e ’s c r i p t i u n u i
Se ct mo m n 1’ Reg s t n  . m t m o m i  a m i d  l m n t i m r m m n a t i o m i

Ss’rv ice
( I o d gui mg Sect moms Level )

Personnel Position No. 45

ASSISTANT SUPERVISOR OF RE GISTRATION:
LO DGING SECTION NO , I *

a is si irect ly responsibl e to tIne Deputy Supervisor: Registration for time es tabl i shment
of t h e  Sectioni ’s R egist ration File an d t he reg istrat io n of disp laced perso ns an d t ’a mn i i ii es
iii [.oslging Section No. I , ine ludi un g person s assigned to in s t i t u t i ons  and other  special
cane facili t ies w i th in  tine Section.

h. Wit h  tine Assistant Supervisor: Informa tion and Ret ’erral , esta blishes a joint cen tra l
o ft ice — pre (erah ly with imi tine Lodging Section ’s ineati q uarters buii l ding — froni which to
siireet and c;mrry on registration , inqui ry ,  and im i t’orniation anti referral services f’or
evacuees and residents of the Lodging Section.

c. ( ‘u ) c ) nm .l i n iate s wit h the Deput y Supervisor for the Lod gi ng Section the implemet itation
4 1) sfn is ’t reg istration procedures and the maintenance of a system of liaison and

referr a l  wit h  tine Managers of Cengregate Facilit ies , Lodg iung Aides for Residential
Areas , amid time Ass istami t Supervisors for Special Care Facilities—-to assure that  tine
Section ’s R egist rat io n File is q u ic kl y set up and contai n s, at al l times , an up-to -date
reco rd of lodging and sm elter assignments and reassignments of individuals , fa milies ,
and members of organ izational and/ or special care groups.

d. ( ‘arries out procedures established by tine Deputy Supervisor: Registration to provide
time Ce ntra l  Registration Ft t u~ at tine District Level with duplicate copies of connp leteui
r u ’gi s (ratio m i fornis (or connp irah ie informat ion) ,  plums prompt not i f icat ion of channg es in s
l os h g i m ng assi gn ments amid other pert inent  facts amn d inform ination rel at ing to registered
indi v id u a ls, f ’a m i l ies , anti members of organizational  amid /o r special care groups.

e. U mn s l en tine t e c h nica l sumpervi s iomi of the Deputy Supervisor for Inquiry Senviu ’e’s at ti ne
l ) i s t n mct  Level , functions for t ine  I nqu i ry  Services wi t h in the Losigimng Section amid coondi-
mutes  plans amid procedures wi t h  tIne Assistant Suipervisor: inn t’ornns ation anti Ret ’enn ai
amid ti ne Assista n t Supervisor: Gtm idannce amid (~oumise l ,* to:

‘Rcs’ e pt iu n m n and Care Districts usuall y have two or nnore Lod ging Sectio ums. Tine r espo mnsi hi lit m cs
a n s i (uni c t ion s set k n r t l i  apply inn all 1..odginig Sec- i kn ns.

**Insl uirics frou sn within Im Lodg m nig Section about individuals , fam il i es , and groups wi th in  t h n um i  S ec t i m ru m
mn ut ts r  h ik eit ~ will he Ii nnits ’d in n u m ber amid easil y am mswer cd I ro m n i inf ormation available i n n t ine Sec ti om n ’s regis-
t n ; i t i m n n  file.

I mnu i mmir i e s  u r t t s s i m n g  Section amid District lines should hc referre d to l mnq t mir s  Services at tins ’ l ) n sn  mi d  I ~vel
for ev. m Irma tnn m i  amid / urr pn icessi ng.

I 2~

_ ~~ -.----~~~~~~~-



_ _ _ _ _ _ _ _ _  -- ----~~~~~~~~~~~~~~~~~-~~~~~~ ---~~~~ ~- ‘-— - -- - - -~~~--- - -~~~~~~~~~~ -

( I )  Process and respond to i n quiries f ’ronii sources wi th i n  tine Lodgi n g Section
concerning the specific wh ereabouts annd well-being 01’ i nd iv i t l u a l s . families ,  or
groups (resident arid evacu ee) located wi th in  ( l i e  Section.

(2)  Refe r in it lui n ies from sours’s’s wi t hn i m n tine Lodgiti g Section concerning tine
wh n ere abou uts and well—being of  i nd iv idua l s ,  famil ies .  or groups located out s ide
ti me Section to tine i nqumiry Services at the I ) istrict Level for processimi g.

(3)  Provide , at t Ine r eqtmest of the  Dis t r ic t  In is j u i i ry  Service ’s , i n fo rma t ion  concernin g
individuals , fam iii h ies , or gro ups locateth wi t i n imi  (lie Lodging Sectio nn m i e ’ce ’ ss~mr ~ to
reaffirm or sumpp i eme mn t i m nf ’or m ation n available iii tine District  Central  Regis t ra t iomi
File.

I’. Exch anges , i n acco rda nnce wi t h  procet i uire s establis h ed by tine Deputy Supervisor I on
Registration , data arid im n f or n nat io n  wi t h  t ine Health antI Medical Service co n ce nm nim’ mg
persons in the Lodging Sectio mi assig mne d to h ospitals or receiving oth er mii ed ica l  and
n m umrsing care.

g. Recruits and/ or  assigns personnel , as r equested by the Dep u ty Su perviso r I’or Re’ g m s t r a tm ~~i .
to help staff R e gistrat io mn anti lnl ’or mn natio ms functions at Reception Centers amid or Rest
Areas locatet h w i t h in t ine l ) i s t ni c t .

i i .  ( ) b ta i mn. s q u a h i f ’iett s taff  t h roug h tine Deputy Suipervisor t’or Registration ; mu ’m s i ! ;r  recrui ts
; munth  t r a im n s  q u m a h i t i e d  ani t l  c o min p ete m nt  persons from residents and evacumees in th i s ’ Los i g mui g

Sect moms .

Pnns ’ides o n n — t l n s ’- jo h i n s t r u c t i o m i  amid guidance on reg istrat ion req un i ren n en i t s  anti pr o ce d um m’ c’s .
as re’ q m u i n e ’t h . t i n  t h i s ’ N l ; m n i ; m g c r s  and ot her  o fficials of ’ Congregate Faci l i t ies , t o  Lod gu mn g Ansie ’s

for Res i s he mn t  ia l Ars ’.ns , ;m u iu i to t ine  A s s i s t a n m t  Superv isor for Special Care Facil i t ies amid i n
t he i r  d e s ignee ’s.

j , (‘oordina les s s n t i u  I od gmuig  i \ iuhcs . M ; m n h m g c n s  of (‘onn greg a ( s ’ Fae ’ m h i t r e ’s. ~n n t l A s s n s i ; n n n t  Su ;p cn  —

visor for Spe c ia l  (‘, mre Fas~i h m t  is ’s w m t h m i m n  t ine ’ Ses’tio n n the p lans f ’or u p d a t i n g or m n n a k m u n g
other  necs’ss ;mnv a u h j m m s t n t n e ’m i t s  in r e g i s tn a l i om i s  t iu m rmng possible sm e l te r  opera tm omi s .

I ~~~ t 
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i a  ii hes ot tJ rg ;m msi zati om i Recept ion s ;( are Job l) eser ipt is ,n
Se ctio n s I - Regis t r a t i o m n  ansi l u s t  o r r m na ( ion

Service
( Lodging Section l evel )

Personnel Position No. 46

ASSIStANT SUPERVISOR OF INFORMATION AND REFERRAL:
LODGING SECT ION NO, I *

~m. Is t i ine ct ly  responsible to t i ne Deputy Supervisor: Im i t’orn iatio n a nd Ref ’c’rnal in n c an u ’v mni g
ou i t procetiures (‘or:
( 1 )  l ) m s s e i in i nat imig wi th in  the Lodging Section oft ’icial genieral and operat ion al

i u i t u n n m n i a t i o m n  anti instructions issued by Direction and Control for disse m nni inat io n
t m i r o u m g h o u t  t ine Coun n ty.

2~ issuing within the Lodging Section) official Reception amid Care iui t ’ormat ion ;~m neI
imistr uet ions authorized at the District . the Division . or tine County level t’or
dissen n i m iat i om n to evacuees and tine host area population.

( 3 )  Collect ing am id releasin g (wi t l n inn  ti n e Lod gi ng Section ) ml’ormat ion and in s t r u c t m omi s
re la t ing  specif ical l y to tine emergency situiation w ithim i tine Section . annul to ti ne use
of both om n-g o im sg anti emnner ge n ey facilities and services available to t u e  evacuee am iu l
resit l c’mi t popula t ions  of tIne Lod gi ng Sectio n .

ft Wit i m t ime  Assistatit Supervisor: Re gistratiomi . establishes a j o u s t  ce ntra l  office . p re t e ’u ’at ) ly

w i t i m i m n  t Ine  Lodg imig Section ’s headquarters hut i l d ing — fro u n s  wh ich to direct amid carry
on registration , i nquiry , and information and referr al services for e’sas ’us ’es and resid ents
of ’ (l ie Lou lgin g Section.

c. (‘ o ’ i r t h i m n a t e s  wit h  t ine Deputy Sutpervisor for tine Lodgimig Section tIne plans and p r o c e d m m n s ’s
to u t i h i i e  Recept ion arid Care administrative channels and operating services w i t h n n  t I n e

Sectio n to assem ble a n d iss u e emergency information and imist ruct ions . ius c ludi ng :
I ) An m nou n cen i ents  amid instructions over p u mb h ic aduI ress systenis . or imi p erson s . iii

comigregate lodging fac i l i t ies , mass feedin g stations, special care t ’acm l u t i e s . ansi o t b t e ’r
se rvice ’ cen ter s.

2) Placem ent of ’ si gns. posters. and other types of pr inted info nm i i a t ion  anti d i n e ’s’-

t io m n s  omn h u l l e t i m i  boards amid iii other strategic location s thro u ghout tine Lodg nu g
Sections ,

( 3 )  l ) i s s ennn i m na t i o n  of ’ w r i t t s ’n s ta tennents  se t t in g  forth essential i n f o r m a t i o n  and
i n s t r u c t i o n s  f o r  evacuees and Or residents of ’ t he Lodgim ig Section.

* Re, u .e, p t i t t m n  , m m n el ( ‘ m m d ’  I ) r s n r ms’ts u sual ly  h ave two mum n nm nr e i &t s le iir g Se’u n n tmn i ~ . l i n e ’ m i ’ s p t t m ’ s n h u l m i i s ’s ,mi n t ;

f i m i m u t i t u m i ~4 su ’i  t uir tir ,mpp lv mm all  l u u d gm i r g S e s t m u u m n s
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14) (‘om nt lue t  of ’ group m n i s’e t ing s inn Re si s i ei i t ia l  Are a s  au msi in (‘ot igregats ’ a nnul Speci al
(‘are Faci l i t ies  to:
( a ) (‘on e in f on m us at ion a nnu l h )r ov’n& ie dir e ’c’t ions.
(b )  lm nter p re t  amish cha r i l ’y ope ra t iung  policies. r equ i r e u n ic t i t s . amiti proceslures.
(c ) Discumss ennergency condit ions au th receive rccon nn n i nem n s i a t io u i s  ansi.! sugg e stis )mls

fr omi n ti ne residenst arid evacuee popula t ions .

ti. Sets tip a central I’ile containim ig essemitial int ’orm atio mn amid m mns tn i c tnomis  reha t u mig  to :ill
facili t ies and services , bot h inside and outs ide  t ine Los lgim n g Section . t h a t  are avai la b le
to evacuees amid resi s le mnts of t in e  Section.

e. (‘oortl inates wi t h  t ine Assistant Supervisor : R e gistr a t iomn am id tine Assistant Superv isor:
( iuid aince amid Counsel in p rov i d ing  support . as required , to tIns ’ condunct of ’ lu ’n q u i ir ~
Services wi th in  tine Lodgi n g Section.

(1 Refers innd ividua l s . families , and groups to Rece ptiomn and Care amid o t in er  r e s o u r c e ’s
availa b le wit ini ns tine Lodginng Section amid/ or  to t h ose resources outs ide  tine Sect ion s .
as aut horized through tine Deputy Sumpervisor for Info rm atiom i anti Re i ’erra h at t ine ’

District Level.

g. Coordinates wi th tine Section ’s Assista mnt Supervisor t’or Gui s lance ansi.! (‘o u m un sel t ine
plans amid procedures to faci l i ta te  ret ’erral of evacuees determined t inrou gh t ine I nf ’onnn na -
tiomi and Ret ’erra l processes to have ensergcncy pr ohie n n s and needs req um ir i ni g  i u i s 5ns ~.4mab -
i zed a t tent ion .

In. Coordinates , wi t h  Lodging Aities anti Mausagers ol ’ Congregate Faci l i t ies  w u t i n m m i  t i n e
Section , plans for tine provision of essential in t ’or m nna t ion  and re fe r r a l  se’rvnc c ~, d i i i  mii ~

possible sm elter oper ationis.

i. Recruits amid/ or assigns personnel , as requmest ed by ti n e Deputy  Supervisor for i m i f o u m i i a i n u r m m
amid Referral , to help staff Registratiom s amid !nf ’ormi i atiomi t’u m icti o m is at  Recept ion  ( s’fl t e n s

a nti / or Rest Areas located wit h in tine District .

j. Obtai ns qualif ie d staff t inroug in tine I )eputy Supervisor (‘or h nn ( ’onm m n a t m o n  amid R e f e r r a l
and/ or recruits amid trains competent persomis fronn resmt l e mm ts ansi.! csac ’uic e ’ s in ( i n c  l, u , i ~n m i r
Section.

k. Pr ovities omi—t h n e —j o h instr t mction ant i guiu !amice on imi t ’o r innz i tm o n n  ami d r e fe r ra l  r ’ sp n i , m i r n l i  n
anti procedu res, as req uired , to ti n e M a n age rs ami t l of l ien ot ’fic ials of ( ‘o n ngnu ’g , i t e ’ i .i~ n 1 m i l e s

to Lotiging Aides for R e s iule t st ia l  Areas. at i sh to tI n s ’ As s i s t an t  Sup cr s  n s u ’r s ( t m  5j r s ’~ ( .~‘e’

Fa ci h i t es acid/or t h eir  desigmiees. 
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F.

WELFARE-SHELTER OPER ATIONS

FEEDING SERVICE

( I  ‘er th ’al Orga ni:ution)

Oth er relevant job descriptions appearing elsewhere in th u s documemit  are:

Sectioin Position Num in b er

A Depunty Coordinator We hI ’a re-S hn elter Operations (County )  2
A A ssistam it Coordinator: Feeding (County)  7
C R/C District Manager
1) Supervisor: Feeding ( I ) istrict ) 29

For page numbers , eo n nsumht  t ine Re(’erence List on pages I 73- 1 79 . 
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l ab le s  t n t  O rgamnmt a t io mi  R e c e p t i o n .  (‘a m e ’ Job tkse n i p t u o n i
Sec t m o ms I’ F ee d imn g Service

( I ) mstr i c ’t Level )

Personnne l Position No. 47

DEPUTY SUPERVISOR: FIXED FEEDING STATIONS

a. - \ s sn st s  t ine  S n m p ~’rv isor of F ee u i iu ig  to sh i sc h i an g e  his respons ib i l i t i es  and acts as t i n e
Su pervi s or  m i t  h e e d i n g  inn  t i n s ’ absen te e t in i n c a p a c i t y  of t h at off icer .

ft A c t s  fo r  t ine  Supervisor  of Feedi n g in t ine  sele ctmon . p l au i n in g ,  readines s , and a p e r a t m o r n
of ’ a l l  imxesh e inser g enncy (‘ceding s t a t i o n s iii t ine  R ( ’  Di s t r i c t .  i nc lud i m i g  t ine f o l l o w i n g
types  of fac i l i t ie s :

I ) Res tauran ts . c:m f ’e’te ’n m as . h otel am id m otel d in ing  rooms. t ra n sportat io n t e r t n im n ia l s .
:in n si sn mi ni lar  t y pes of ’ co m nmm n enc ’ial  e a t i n n g P l ac e’s.

( 2) School ca f e t e r i a s . ch u rc h es, lod ge’ atn u.l o th s’r c o n n i m i u n i t y  h a l ls  h n a v i u n g f ’ac’ n h u t i e ’s
ton p re pan imng  an d serving food.

I 3)  Spas ’ s’ in h u i l d i m n g s  ( w i t i i o u m t  t ’eedimng f ’:m c i h i t u e s )  wh ic h eam i be eq umi pps ’si . as un cs ’es-
to serve f ’ooth prepared ehse sv h nere .

c. U m ns ie r  t ine d i rec t io m n of t i n t ’ Su nper s isor of ’ Feedm un g. works  w i t h  t i ne  l) epu tv  Ssmper s isor .

Mobi le  U m ni t s  in t Ine selection . p h a n n i u n g .  re as l n nn c ’ss . ann u l  ope ra tm o m n of small roaslsmsl s’
sl i t iens . s hr ive—inns . arid c ate r ing  f ’in u rns wh ich are to he’ used as e’a m nteens  s t , i t  l oins , as : m mn \ n i n a r ~
k i t c h n e m i s  Ion pre ’pan in i g food  (‘or tie ’! is c r y  t o  cen t ra l  fee d ing s t a t io m ns  ar id  ‘ on n n r o h i l c

f ’s’c dinr g  i i i  i t s . am nsi as c e n i t r a l  s l i st  r i h u t i o n i  po in t s  f o r  s’msn erge ’nic ’\ f ’eed m ni g  sup t ’u l n c ’s.

sI . (‘o o r d m n i a t e s  p l a i n s  a n n u l  op e r a t i o m n s  s v i t i r  t h i s ’ D e p u t y  Su p e r v n s s r r  Spe c ial ( ‘are ’ ( ; r u n u m p s
Spe c ial Scrs c c ’ S )  in n p roviding for  I Ire feeding req u m r e n n e m n t s  oi spe ’e r a I  c a n s ’ g roup s

, mssi ~n ineu I  ti n c’omigre’gate ’ lod gi n gs a i n d  or o t h n s ’r L’ s’n n t r a l  f e e d i n g  s t : mt i s rn i s . amid , as requnres i .
inn e’ s t . i h h i s h n i n g  f s ’s’d i i n g  se’n s n c e ’s inn spe’cma l care f a c m h m t i e s . *

e’. [Insher t I n e  di  u e ’ c t i o m n  of t ine ’ Superv i so r  of Fs’edm ti g .  coord muna  (s ’S suppor t  pro s-n des l t i n
F ix e th  i ’ e e d i u n g  S t a t i o n s  ann u l  t h e m  :mnm ~~n i n a r ~ u n i t s  b y :

I I Rs’sot m red ’ a mi d Supp ly  Se’rv ice.
( 2  I l e a l t i m  amid \1~’d ic ’ al Ss’nvn s ’e.

3) P u b h i s ’ Se’ r s m c ’ s’ Ss ’r s m cd ’

( 4 )  Fire Sc rs I C c ’ .

m m !  d u n ’ ~n u u m l ~rs ni m.u ~ m m n c t n m d c  t I m e’ age’ul m m m d  m i m i n m i m m , J n n u m n n s a i i \  h i .  m m i i  I n n s . m n n m l s l m l r  mm mi i  m ’\ p ’~ 1 . 1

nuu limu ’n s , t i m e ’  s i c k  m i d  u m m j n i r c d . ann e! n h m s ’ n s  u~m t i n  s ; c ’ ml t. ’ c ’ i I T l ~’ re’u i m m n n u ’ n m r c m n r s

e , -,,,~~,L) I , G ~~~~~~ t-I tI~(— N()T ~‘IL . ’..D



f ’. U m nder  t ine d irect ion of its Supervisor of Emergency Feedimsg. works  wi th  t ine l)e’put s

Supervisors for Support  Uni t s  and Mobile  U n i t s  in n s i e t e r m i i i n n n n i g  i r s  e r a l l  st ,m ( t ncq um mn s’ nli c  i ii’

a m ns l  in recruni t ing and a i l oca t iung  ps’ r son iti e’l . ,is  nr c ’ c s ’ssar\ , to b es t  m i i c ’ct : m i l  s u m m e r  ~ic ’ n m s \
*fe s ’dmmng requiretne nts.

I

* 

—

I i  t In e ex te u n t  possible . food ss~nv ms ’e’ p c r s i m u n m n e l  assu c- n . u m c ’ ml wu t in  un e stabl ishn e sh t m u o u t  Iu T e’ l , l , II 1, m d , ’

t t m u md s e r v i c e ’ tas ’ m h m i y  sh no m m k h f t m r m m n t ine ’  unu c leus ot’ t ime emmnerge ’ mme ’~ tee ’ d mmn ~’ staff (or thu a t r ,u~ m } nn \ sn m i u i l’l nn u . m mt ,m m \

s t i f f ’ s t un he mecu u i i e e l  t r i u m i i  cs’,mc ’i me ’c f ’e e dun ig  p e r s om n mne l .  volu n ta ry  o r g am nn iim tn m mmnsau nd n:n uI( ns . u n d i s  m i i i , )

tee n s . cu e ’ .
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‘fables of Organization Rece pti on n Care Job l ) e s c n n p t m s n m m

Section F F ee eln usg Service
I Dis t r ic t  l ,es e l )

Personnel Position No. 48

DEPUTY SUPERViSOR: SUPPORT UNITS

a. Assists t h e  Supervisor of Fe ed imng to discharge h i s  r espo nn sn h i l i t nes .

b. Acts as the Supervisor of Feedin g i n tine absemice or incapac i ty  of hot hi t ine  Supers’iso m

of Feedi n g and t ine Deputy  Supe rvisor: Fixed Feedim ig St ations.

c. Unt ler the direction of t ime Supervisor of Feeding:

I ) Wi tin technical guidance amid assist ance. as req un iret l , t ’ronn tIne As sm statnt  Mamna ger

for Operational Liaison , works wi t h  t ine h ea l t h  amid ! Mcs li ca l Service ’ am ss i w n t i n

the Supervisors of Lodging amid Special Services to d e t e r n n m n i e  t ine  need t i n rom agh n onmn

tine R/C Distric t for emergency (‘ceil ing su ip p Ort  um iits.

2) Orgamiizes and assigns , as req u ired . in di v isiu ai  l’eet l im sg pers omiune l . emnner ge n cy t’eed m mn g

cadres . ansi emnier ge mncy f ’eeding e qu ip ns ems t  annul suip p hi es  t m . h ospitals . m n u r s i m m g  m onies

and other im nsti t t mt i onia hi zed or special care faci l i t ies  I w i thn  es tabl is h ed feeding s e n t  (‘5)

requir imng supp lem nie n tary  feedim ig assista ulce amid service ’s .

(3) Coordinates t Ine provisions of ’ supp ie m nie n i t a r y  e q u i i pm i i e tn t  :m nn sl  s u i pp h i e ’s 10 e’m nnengeun c : s

feeding support  un i t s  by tIne Resource am n sh Supp ly  Se’rvm ce .

(4 ) Works wit h  tIne l) eputv Supervisors for Fi x ed Feeding Sia t i onn s arms! Mobi le ( m i n t s

its de t e r m i u i imn g  os’erall s taff  rc’qn .mire nn en ts  am i d mi  re ’ c n u n m t m n g  am id a l l ocat ing  perss ’n n i n i c h .

as necessary. to best nmne s’t a l l  e tn s’rge un c ’y fees i mm ig  n e q u m m n e t s n c m i t s .

1 33



-— -‘- ---~~~~~~~~~~-- -~~~~~~~~~~-- -

Tables of Orga un iz atio m s Re ’ e - e’pt n nn n  ( ‘d i e ’ Job l)~’~ m i~ i m a nn
Section F h - c ’ s - s l i m s’ Ser s ms - c’

(l )is t n: ~ i Level)

Pem’soui mnel Positio mn No . 49

DEPUTY SUPERVISOR: MOBILE UNIT S

a. Assists the Supervisor of Fee ditng to discharge h i s  r e s p on s i h ih i t s ’s.

b. Un der tine direction of the Supervisor of ’ Feedi un g am -it! wi t h  tee l nn i ica l  guis lansce amid
ass i s ta mn ce from tine Assistant Man ager for  Opera t iona l  1.iaison :
( I )  Coordinates planning w i t h  oth er Emergency Services amid Of ’f ’ices to  de te r mis i u ne

Reception Centers , Rest Areas . Registration Centers and o t h e r  desigina tec i loca-
tions wi th in  tIne R/C District at w inic h n mobile (‘ceding services will be required.

( 2 ) As n ecessary , ut ili zes support I’u m nct ions of tIne Resource an n ul Supply Sen nec ’.
1-lealt in and Medical Service . P u mb h ic Saf ’ety Service , aunt ! Fn re  Service

c. Acts t’or th e Supervisor of Feedimng iii p lamini ng ,  orga n izi ng, and overseeing all i r m o h i l e
feeding operations wi t i n i n n  t ine R ,!(’ Distr ic t . im i clu sh in ig .  as required , t h e  t’o l l owing  t y p e ’s

of ’ Mobile ( m ni t s :

I ) Mobile Canteen: Usually a one—ve h icle uni t  equ n ip pe t h only f ’or t r a n s p o r t i n n g  , i tnd
servi ung food th at imas been prepareti elsewhere. Ge m nera l ly  provides sm i a e ’k - i \  Pd’

meals . in c hu m din g coffee amid t ) t h is ’r c om sim nno n n beverage s . for  a hrie t ’ perio d u nf t cUe’
( 2) Mobile K itc h en: A om se—ve i sicle . se’ l f -co tn t amts e d  t ramisporta hh e um s i t  eq.uipps ’si to

prepare and se ns e ’ food at a ny  location. Gen erally pro s isle’s simple ! r sn l - , !i s i :
n m is ’a!s. It u~~~i nit ’s i t s  ins t  mm storage f o r  w ate r , fue l . am i sh t ’ooel Si ip l ) l ies .

3) M~~ . m i e  F ee thm ni g  ( u i u n s u n v .  I t  is comispnss ’d at a n u n n m h e r  m i t s e !ni s ’!cs that are’ t i n i l y
eq uipped to t ranspor t  t ine food supplies . f ’u m e l . water  and i l l  l~ e’t  n sece ’s~.m r ~ equ ip—
ment (or pr ep a r m nig :mu iul serving s imple  m eal s  to large nu m n ih er s  m m f  p en sl ims

d. Untier time direction of t i n s ’ Supens ms o r of ’ Fes’di ms g . work s w i t ! :  t I n t ’ I )e ’ p l m t v  Su pervi sor:
Fixed Feeding Sta tmo mns  its t Ine  sels ’s ’ t m u n n . p l a run in n g .  re ’ . i s i i n i s ’ss , ant i  ope’ m : i i i o:i of snniil!
roadside diners , drive—inns , arid sa t  s n u g  f i rms w h nis ’h u ca in he tise i l  as c I ii t c’s’s st a t i n  s . t iid

as au m xi l i a r y  k i t c h e n s  (‘or prepar l mn g food fo r  uie ’hns e’r~ to  cen t ra l  f c ’ c i i n i I ~ s t a t  om it : m s l c i  i i !

mobile (‘cedi n g unnits.

e. Under  the directmoti  of ’ t i ne Supervisor of i ’ m m c m  ec’ni c l’es’duue . s’; i n k s  si. m i i i  l im e  I ) ep:i  i \
Supervisors for  Fixed F eet imm sg S t a t i ons  and Su ppor t  I ‘ n u ts  nm t h eien um i i n ii oe os-u n t i l  s I . i l  I

r equi rennents  intl in r ec ru i tm u ng  amid a i lo s ’ a t n m n g  p er so m inie ! . .ms rem.  c ’s~, ir \  , t i . hm. ’ 51 m n n s ’ct

emergency l’eed ing r e qu i r emn n e ’nts.

* I’ ,me ’lm vciiicie u t  tire ci nu mbn i e h i s !  d u i u m v  ~ tim ’ s  ( l i t  ii s ) i e’ I  t I C  s i t u ’ . ti m , h us I 1 as ‘ I l l s ’ I ’  m i re  ‘ s i c  5 sI ,, n
I 2) s r u , n ~m i ’ s ’ uu f  tu i mu sl sll) mp !ne’ s :min t nm n c~n nsnls . (1) cc .m ns ’n tntm n , iiss ’, i t ) i s ~i ’ ’ c , u i e ’d s h ’ l J ) Y ’ ’ , I  “ I I~ t m ’ ,1 I u i j s ’, ’~ I I ’

s - em s . ‘ r m l i s , :m c i ei m t i i er lu n ge c k m n i g  e q un ~’ m n m e m m n  m m i i i  4 5 )  m i s  m ’ s s ’ , m n n im ’s’m i m u m ’ d ;m n ~ ‘ S c  I~c ’ I i t  p ’ ’ ; - u n u ’ l  icr n i t ’
i m v u ~~ kmt e ’ iui’im.
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Tahies of’ Organization Reception / Care Job I) e ’ s s u  ip t io mi
Section i ’ Feedin g Service

(Distr ict  Level )

Personnel Position No. 50

ASSISTANT SUPERVISOR: FEEDING STATION NO. I *

a. Is responsible for the organization , readiness and operation of his assigned feeding
station in accordance with its assigned mission by the Deputy Supervisor: Fixed Feedinng
Stat ion-is.
( 1)  The Assistant Supervisor for a feeding station operated within  or as an integral

part of a congregate lodging or special care t’aci h i ty  is un n de r the tech n ical direct io n
of the Deputy Supervisor: Fixed Feeding Stations and the administrative supervision
of the facility manager.

( 2 )  The Assistant Supervisor for a feeding station not operated within or as an instegral
part of a congregate lodging or special care t’~cih ity is under  both the adminnis t ra t i s e ’
and tec h nical direction of the Deputy Supervisor: Fixed Feeding Stations.

h. Cooperates with tine Deputy Supervisor(s) for the Lodging Section(s) served by h i s
feeding station to provide emergency feeding (as required) for indivi t luals  and famisi l ies
assigned lodging in volunteered residences.

c. in addition to refugees lod ged in congregate facilities and volunteered residences , tine
Feet ling Station serves as a feeding facility for volunteer workers assigned to t inat Stat i omi
for their  meals by the Deputy Supervisor: Fixed Feeding Stations and/or as directed
thnrougin the chain of command by the Supervisor of Feeding and the Manager of tine
R/(’ District ,

d. Under the supervision of tine Deputy Supervisor: Fixed Feeding Stations., cooper~it e’s
with the Deputy Supervisor: Special (‘are Groups to assure that  the feeding requmire-
nn n ent s of any special care groups served by his Feeding Station are adeq umate ly met.

e. Thnroug hs tine Deputy Supervisor: Fixed Feeding Stations , requests and ut i l i z es  support
functions provided by:
( I )  Resource and Supply Service
(2 )  Healths and Medical Service
( 3 )  Public Safety Services
(4 )  Fire Service

* . \ru R 1’ l)m.si n et may hiave mimic on more’ I’m xe’ul Fc e dinng Sn a m ours  line h .msn5 ’ r espm nn m s u hm hm t v of :mh l ‘\ssusi a im t
Snm pe ’ r vn smurs  in ch r a rg e of Fixed F ced inm g Statio ns is e sscn n m ma i!v tine canine. hhu w evs ’r.  somnn e’ f nmm n c cu o m n s wul I  re qm m ir e ’
(SI u .n i s ’ ; i nn  lesser en ip i m a sm s dc p c n uhm nn g omn wh et her a gi v em n stat morn is a comnnnne re’m :mi t as h un , sm s c hnuu uml  53 f e t e ’ i n a .
cm ii rei n . .m bud ge ii s ill , inn m i t hit’ r space converted to an n e nin er ge ni cv feed inig ccci te r.
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t .  Within the capabilities of the Feeding Station , takes action as necessary and as dmr e cte e h
by t he Deputy Supervisor: Fixed Feeding Stations to:
( 1)  Function as an auxiliary kitchen in the preparation of food ( in excess of tha t

require d by the Center ’s servi n g facility) (‘or de li very to oth er feeding statio n s.
specia l care t’acilities , mobile canteens or other ennergency feedi ng uni ts .

( 2 )  Obtain prepare d food t’rom a designated auxilia ry kitchen , as requ ired . to mnnee t  t i m e

needs of the Center ’s serving facilit y.

g. As feasible , utilizes personnel (paid and volunteer ) associated wit h the normal open at noun
of an existing feeding facilit y selected as an Emergency Feeding Station. a nd requests
additional staff , as needed , through the Deputy Supervisor: Fixed Feeding Statt ons.



Tables of Orgamnizat i on Recept ic u/Care Job De scn ipt i om i
Sectioin F Feeding Service

( District Level)

Personnel Position No. 51

ASSISTANT SUPERVISOR: SUPPORT UNIT NO. 1*

a. Acts for the Deputy Supervisor: Support Units  in working witin the manager of food
services (in the facility to which he is assigned) to determine requirements in terms of ’
ki n ds a nd n u m be rs of pe rson n el , hours of assignment , types of eq uip men t , and oth er
su pple ment ary assist an ce.

b. Assembles, organizes , and sustains tine make-up of the Support Unit throughnout its
period of assignment.

c. Under the administrative supervision of the facility ’s ma nager of food service , designates
personnel (‘or assignment to specific responsibilities and , as req u i red , provides tec h nical
guidance and assistance.

d. As required, works through the Deputy Supervisor: Support Units to obtain necessary
personnel and to obtain supplementary equipment and supplies.

The R(C District ’s Feeding Service may be required to provide supplementary assistance to  or lu ’ or
more on~going feeding facilities in established hospitals , nursing honses, and other i mn s t i tu t io na l care estab lish-
nn ents within the District - and , in some instances , outside the District. The requirements of individu a l
supp ort units may range anywhere from a one .pers on unit  to one requirin g a nunnber of persons of va r ~ ing
skills ass i gned on a shift basis. Supplementary equipment may on may not he needed. Requests for equip.
m mm cmii only will he handled directly by the Deputy Supervisor: Support Units.
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Tables 01’ Orga n n iiat ior n Rs’c eptmo nn , ’(’ ars ’ Job I )s’ss n pt mi lls

Section F Feeding Service
( District Level )

Personnel Positioms No. 52

ASSISTANT SUPERVISOR: MOBILE UNIT NO . 1*

a. Is respon sible for t ine oreani i .atiot i, readiness. a ind  operat io n of Ini s en n en gc nn cy mun t ih i l t ’ f e es lu mi g

uni t  in accordance with  its assigned mission by the  l)eputy Supervi sor: Mob ile U t n i l s
( I )  The Assistann t Supervisor for a mobi le  um u i t  assigned to a Rece p ti oms (‘enter -R e s t  \ s e u

is u n der t h e tee/ iii ical elj rem.’tio,i of t ine I)c’puty Supervisor: Mob ile U n i t ’s amid t ine
administrative super r ’ision of t h e  Assis tamst Coordinator: Rece pt iom s ( em ite ns - R e’st
Areas wh o is iii cha rge of the  faci l i ty  to which im i s u n i t  is :m ssngne ’ei ,

( 2) The Assistant Supervisor (‘or a m n no h ile tin it assi gmse ul to provit l e supp l e m nnenn t a ry

assistance to a fixet l feeding stat ion - i  us t inder  t ine technica l direct ion of it s 1)eptzu~

Supervisor : Mobile U m nits  at -id tine a d,nini, ctr atiu ’e smlpe r u ’is ion of t ine Assistant Sii r~’
visor for tine Feeding Station to wh ich his urn m t is assignsed.

( 3) The Assistant Supervisor ft) r a in iohihe umni t . not assngnet i to a recept iots  cei iter -rest

area or to sump plet ni em nt a f ’ixed fe e th ing s ta t ion , is under  b oth  t ine  a e i m n n m m s m s t r a t i s ’ e ami d

technical d irecti om’~ of t h e Deputy Su m pec’vm ssi m ’ Mobile Uni ts .

b. Thn roumg h n the Deputy Sumper vi st r: Mobi le U n n t s . net l u mes is du ct t u t u l m i e s  neetkd support  tunic-

tio ns provi tled by:
I ) Resource at st l S mpp ly Service’s ,

( 2) h ealt h annd Me dical Service.
( 3)  Public Safety Servn cs ’
( 4 )  l i n e  Service ’

c. ( If ’ u ms it  is a Mobile ’ (‘ :m mmtee m n )  t :mk s ’s action as elnnee ’ted Isv i~Is’ l ) e p t m t ~ S nmps ’r~ m ’ .s~n \ l I ~ l I e ’ t ’ mn nts

to obta in  prepared hood and , as req uine ’m.l . cml h e r  f ee ’sh m sn ~ s iuppl  is ’s In oui n ( C s i e ’ t  .i t es t a U \ i l i :m n ~
kitc h en ( s ) — —which ni n iv i nclude f i x e d  (‘ceding s t , i t n i i n s  which  f n u m n e l m o n  as a u x i l i a r y  k u t s ’iie ’t; ”

d. As requir ed . works t hn ro t mg h n t ine l ) ep t i tv  Sup s ’ r vssu i n  N i s m i s m i s ’ t ‘ min is m i s  un h t , umn i S e ’s css , i m

personnel.

*Th R/C Distric t nm n :mv meu j imi nm ’ l u r e  or mote n nun hm le ’  l; ’u ’c l i l i l ’ mmm mmn s . \ OCs ’l sm m mm n u m n s m s inc .i \ ? -  I -  ( , u n i I , - c

Mob ile ’ Kitchen urn a Mobile’ }:eed n mr~ (‘ u i m mv us i i i ’ r e’sfm mn is n h m n lm t  me ’ s stir s ! liii ;, mi ‘mIs 5 n !ic’se’ un i t s  .u ml

greatly in i ernns u ut  mine n si t u nn e :unne i m nn. i g m nnn un s ic u m 4  n hm s ’mu ns ’spes t i S e ’ ,is s n s s n i s i l s n l :  . l ’ i ms ’ me ’ c an  m e

var i ac u ce within e ;nch n of tine m v u m e ’ s  ol u m m i m t s , in is ’ m r l l s at ,m s c ll .. nls .ui ! u s , u m n i m n i .  n s m i s : ;  I I  ;Ii ’ .ism nn c u ’s. knn ; l~ m i t  r~’
ted . m~ rs’~ 

(~f nn i e: i l s . and o t hn em d i t ’t ’m.’ rm ’ u i t i s m t m m ; ~’ t i c  55 Fire (~.us i n s .s) ;u , T l s u i nl n t \  i t  ~il!  \ s s i  saul ‘sav e ’s ’  i s c I ’  i nn

e lm mm ge ’ c u t Mobile t mini s mc e’sss’msli, m i!v nt i ’ sjmii c. (‘s’r t ~m umi l I s t . ,  5 ; ; ; ’ - w n t!  nes 1 sm m ne  5’ ,’ , s l e r  mit lesse ’i u mi i(’ls: m -s s . Ii- ‘us , 5 ’

d e p c m m d m m m g  ocr t5me ’t mts  sn u s  In m c t im uis e ’  te ’t t iu ttir Silim uS e’

l 3~s
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G.

WELFARE-SHELTER OPERATIONS

SPECIA L SERVICES

( Vertical Organization)

Other relevant job descriptions appearing elsewhere in th is docu nnem ’m t are:

Section Positi on Number

A Deputy Coordinator : Welfare-Shelter Operat ions (County ) 2
A Assistant Coordinnator : Specia l Se’rs mcc ’s (Co u n t s  1 9
C R/C District Manager 25
C Supervisor: Special Services ( E ) i s tr ict )  31

For page numbers , comi sult tine Refe rence List on pages 1 73-1 75)

_ _  -~~~~ - -~~~~~~~~~~



Tables of Organi iatio mi Recept uon/ ( ’are J oh l) escripti ot i

Section G Special Service’s
( Dist rict  Level )

Personnel Position No. 53

DEPUTY SUPER VISOR:
EMERGENCY FINA NCIA L ASSISTANCE

a. Assists the Su pervisor of Special Services to discharge his responsibilit ies and acts as tIne

Supervisor of Special Services in the absence or incapacity of that officer.

b. Acts for the Supervisor of Special Services in organizing ar-id providin g individualized
tinancial assistance (cash , checks , p urchase orders , requisitions , chits , etc. ) and/ or
assistance in kind (direct provision of goods am - id services) to bot h evacuee and resident
families and individual s in need of suet-i assistance.

c. Under the direction of the Supervisor of Special Services:
( 1) Coordinates (with tine District ’s Assistant Manager for Administration ) plains amid

proced ures for processing financial assistance grants and/ or assistance in kin d , amid
for establishing and main taining accountabil ity.

( 2) Develops (with the Distri ct ’s Assistant Mana ger for Operational Liaison ) plans am id
procedure s to a ssu re essentia l advisory and operational support by:
(a) The Reson.nrce and Supply Service oil matte rs re latin g to: ( I )  the availabil i t y

of food and other essential consumer gootls I’or pu r ch ase or req u isition at

retai l outlets readily accessible to families and ind ividuals: (2 ) the provision -i
of transportation equipment and facilities for essential use by fa milies and
individuals ; and (3) the implementation of mnece ssary rat ionim i g policies and

procedures.
(b) Tine Health and Medical Service on matters relati ng to: ( I )  tine maintem l anc e

of emergency medical centers readily accessible to indivmd ima l s and fami l ie s
for medical consultation and treatment on a 24-h our basis ; (2)  sources ansi
procedures for purchase or re quisition of necessary medicines and meduc al
su pp lies and equipment by individuals at- id families: ( 3 )  policies and proce d u res
governing tine assignment and movement of seriou siy ill or injured p er som n s to

emergency treatment centers and/or hosp itals : and (4 )  policies and procedure ’s

for handling deat h s am ong evacuees.

d. Coordinate s (with the Deputy Supervisor for Guidance and Counselin g) plans am sd pros c u l t u r e s

for the referral of individuals and fanni h ies dete rn n ined h~’ the Guidan sce amid (‘onmuis e ’~mmn g

Service to be in need of emergency financial  a s sm sta n sce or .us sn st : m m nce in k i n d ,

14 1

PB~C~D1L~ 2AG~. t.~LAM(.,~NOT ?ILã’t.W
- -----— —.- — ----——‘— - - - --- “ “.--—-

~

‘- ‘------ 
- - - - -—— ----

~~
- --- -‘-n” .~~~~’——-



~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ‘~~ -~~~~~~~~~~~——.--~~~~~~ ‘~~

s’. Coordi mnates wit in the Deputy Supervisor for Special Care Groups the plan - is  ant i pr os s’ -

dures (‘or pr ovidi ng f in a n cial assistance or assista n ce in ki n d . as needed , to i n ch ’. l e l ua l s
inoused in inst i tut ions or otlner special care facilities.

t’, Pmvides directio n an d t ec hn ica l guidance a n d  assistance to thus ’ Assistant Si t  le ’ I ’ .  i-  i’s

for Fi n anncia i  Assistance u n  tine respective Lod ginig Sectionss of tine l ) mstr ic t .
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l’ahl es of Organi z at ion Reception / Cars’ Jo b lie’ss’i i l u t i o u n
Section G Specia l Services

(Di strict Level )

Personnel Position No. 54

DEPUTY SUPERVISO R
GUIDANCE AND COUNSEL

a. Assists the Supervisor of Special Services to discinarge his responsibilities.

h. Acts as the Supervisor of Special Services in the absence or incap acity of bot in tine
Supervisor of Special Services and the Deputy Supervisor: Financial Assistance.

c. Acts for the Supervisor of Special Services in organizing and prov iding individual , fa m nnily.
and group guidance counseling and referral services for bot in residents and evac u ees u n
nneed of such assistance and services throu ghout the District.

d. Works through the Distr ict ’s Assistant Manager for Operational Liaison to develop p lains
ami d procedures with the Health and Medical Service for the provi sion of aid and counse l i n g.
as requi red , to hospitalized persons and/or their families.

e. Coordinates with the Deputy Supervisor for Special Care Facilities the plans am stl proced ures
for:
( I  ) Ident ifying withi n institutions and other special care f ’aci h i t ies  tIne chi l dre m s . aged .

handicapped , and other persons with - i problems and needs requir ing special hn e lp .a n t l
( 2 )  Providing, through both individual and group methods , the assistance. g u i t lam nce ’. amid

counseling that  is required.

f. Coordinates with the District ’s Deputy. Supervisor of Lodging the plains and ~roc edure s tes t
tine identif ication and refe rral , through the Lodging Sections , of resident amul e’. at ’uee m md i -
v idua l s  and families with special needs and problems requiring indiv idual i z ed  a t t e m n t i o u n ,

g. Coordinates (with the Deputy Supervisor for Emergency Financial As su stam i ce )  p lan s  smm is l
proced imres for tine rm’ferr al of individuals and families determined to he inn nns ’ed of f i m mtm nn i , m.d
assistance am-id/ or assistance in kind.

Ii. Coordinates (wit in  tine District ’s Deputy Supervisor of lnfo rnnation and R e f e r r a l )  pi~m mis
an ti procedure s for tine re ferral of evacuees determined t inro u g in the rs’gustrat iom i proces s
to h ave specia l needs and problems requiring individual ized at tent ions .
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i. Coordi m sates wit i n ti n e Dist r ic t ’s Deputy Supervisor for Shelter tine plans (‘or ti m e c o u n t i m m i u s m u n s e
of ’ counseling and guidance functions during possible shelter operations.

j. Establis h plans a nn d proced u res t o prov ide gen eral social services orientat iomn for Spe5 s u l
Services and other Reception and Care personnel , in cluding, as required , special i m n s t r u ,
t ion in h o w  to deal wit i s people under stress.

k. Provides direction and technical guidance and assistance to the Assistant S imper ’ .  sc; !

(‘or Guidance and Counnse l in the respective Lodging Sections of the District ,
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I ~u h Is ’ s cmi  ( i rg anm z atnomn Recep t ions  / (‘ :ire ’ Job l)s’sc rs pt  mc l i
See’ t i o u m  ~~ Special Servics ’ s

(Dis t r i c t  Lev ” I )

Persoisnel Pos ition No , 55

DEPUTY SUPERVISOR: SPECIAL CARE GROUPS

Assists tIne Supervisor of Special Services to d rsc l i a r g e ’ ink r e spons ib i l i t i e s ,

b . Ac ts  for tine Supervis ~ r ot ’ Special Scrvmces in p lanning ,  o rgauni / . i un g .  au - i d p r o v i e h i i n g  e mn mer—
gency sane and services (‘or sn.mchn groups as the aged . in t ’i r u nn . lnant l ic ap ped am nsi u u n a t t a c h n e ~l
chilsi rems . in e l n .isl in ig co ort h inat io m n of p lans wi th  tine Ris k Area ( ‘sir t Ine rs’ceptiocs auns l
cuiicrgenc~ care of eva cuats ’d i n s t i t u t i ona l  groups such as p uhh ic  arid privats ’ orph an ages
amid m oines (‘or tine . gesl an ti disabled.

c. Coordinates ( throug in  tine Dist n i ct ’~ D eputy  Supervisor oh ’ Lodging ) plans and pr oc ;‘ d i s s  s’ s

si t  i t i e mn t i t ’yim n g.  acquir ing.  am - id upgra u l im n g  se’!c’cte’sh h u i h d i n n g s  and  ‘or space in Coung r e ’g: m tc
(‘are (‘ac i h i t i e s  sui table  (‘or t ine cane of ’ groups w i t h  special u ne cds .

d . ‘I ’}r roug h h i s ’ l) istri et ’s Deputy Supervisors of Lodging Sections. eoor d in :u l e ’s p la ins  and
procedures wi t in  t ine Managers of Coingreg at e i - , m c i h i t i e s  anti wi th  Lodging Aides in
Resiele untial A reas ton t ine incor p oratno m n of special care ope’n a t ic ’in s w i t h i n  t h e i r  rs ’cj ’cc t i - i c
R i i . m s d l m s - t i o i n s _

Inder  t ine s lmr e ’c tr tsni of ’ t ine Supervisor cm! ’ Special Servi ce ’s:
I ) ( i u i n s t i i m s t e s  w i t h  ti ne Distm’ict ’s A s sustaunt  N1; i si~ie’e’r (‘or A d m i n i s t r a t i o n  all  i m n a l t c m

ns’lsm tuui g t ui I m s e a l  man ’m agenn ieui t  ar id as’c o u n t a t u i I n t ~ in n t i ne  e s t ah l i s l sn i nc ’nt  and op cs . ’ 1, 1 m m

of special care facil i t ies ,
I ..~ I l)s’vc’ l u i p s  w i t h  tin e District ’s Ass i s tan t  M ansag er for Ops’r a t iou n a l  Liai son - i pI n s . ; ;sd

proced u res  to assure essensti ai at lv isor ~’ arid oper at :om n a l  suppor t  by -

(a )  Tine h ea l th  am st l Medical Sem’vi e ’es f ’or n ur s im i g  am i d n i esh ic a l  c o v e r a g e  m a t c:’ c’~ sa l
care facil i t ies:  i n s t i t u t i o n t  an ti m a i n m t s ’nance of proper h ea l th  and s s m n m t  a s s
s tandards  in spcs’ial sane fac i l i t i es :  e s ( a hh i s l m m e m r  ( of pr mac s’e! i r e ’s t’or i i a n s i i l m n s g
critical eniergenscy medical cases amid thea t in s  in special care (‘acm h iti ; ’s. pro ’. n s i u a m n

m t  e’ssentia i  nne dicim i es  and u n eth ica l  sn.mp p l i s ’s ansi e~ i u i p t mn e n i t  : am i d  p r o ’ . ~~; m ~ ’ 5

spa s’s’ in e s t ah h is lned  u n m n r s s m n g  i n n s t i t u t i o m i s  to car s ’ (‘sir t i n e ’ rue ’ s sic  01 ’ s’’. ;m s ’i . i t e eh

specia l cane groups.
(h )  ‘Fire Resoum e’ acid S m m ; ; j s l ~ Se’rv is’e ( s i t  p r o c u r i n g  he el s . he du l n m i g .  .m n d u u t ! u e m ’ e l m s

goods s’sse ’ m n i r m l  to time ope ’ r a t n mani of spec - nil  care’ tsi e ’s !s tme ’ m: s’ m n ” tr l;e 1 m O r n  amid
re p a i r  rs’q n i r e c i n s u n t s :  t r a n s p o n t a t i o n i  s’’ r v i e ’ s’s: uL ’’ . ‘.‘lopni e ’mi t  01 s’’s ’c c t  ms ’ , u l siis’ I t e m
(u rn f)u.’s’nJ! s’,ir s’ t ,i~’ ml nt i e ’s, pr o eu mre r t m e c i t ( ‘ . c m f h  l l s ’ , m l h h i  amid \1~’ c!ic .d Se n . m e; ’) e l f

s’ q i u i p n i i emi t amid supp lies f o r  special s , mne  f a c i l i t i e s . s s m n i i t . m r ~ L m c i l u u s s’ - ‘ 1’.
r e ( l u i r en i m c ’n i t s :  , m n n!  c i r sp u uc , m !  o(~ ( n a s h  anne l  garbag e’ .
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( c  ) Fire Service (‘or fire sa te ty  s tandards  and surv e i l l ~m n s ~ e i t  sh) e’c m a l  c a m e ’
(‘ac i l i t  is’s.

l et ) Public Safety Service for police su rve i l l ance  of special cane fa c i l i t i e s .

( 1 (‘cuordina n e s  wi t in  t ine District ’s Supervisor of Feeding and , as re quired . t his ’ ~ ‘ ‘ nu t ~
Supervisor ma t  Fixed Feeding Sta t iouns  amid t ine l ) e p u t v  Su m p c’rvisor of Support  U n i t s  inn
p rovid im i g  for (respec t ive ly ) :
I I I ‘l ime feeding require m emnts of special cane groups as s i g ne d  to congregate losi g i s i g s

amnd / or  ot iner  cen tral (‘e e dimn g s ta t iomn s . anns l . as required . in est ahh is hn mm ig tees liun g

se rvice ’s in special care faci l i t ies .
2) Tine a ss ign u ment  of emnn crgen cy feeti in g personnel am i d e mn nen g e t n cv  t ’c ed im ’ug equ ip-

ment  :mnt l supplies to n l l r s m u n g  hno m es anti ot h er establ ished i n s t i t u t i o m n s  or s~ ’e’ s i d

care fac i l i t i e s  requir ing supplementary  (‘ceding as sm s! a nue ’e’ an d ss’r’. ice ’s.

g. (‘oond nm ates wi th  the Distr ict ’s 1)eputy Supervisor for Shelter  t i re  p la nn s  t inel p r  m c c ’ s! i s ~
mnecessary to assure adet luate sm el ter  protect ion - i  and care for all special care ’ gr oups  l u s c u i s u  c i

in i m i s t i t u t i o m n s  or oth er special (‘aci h i t ies  am id in csn ung reg at c ’ Ioti gimn g s a u n si v o l i m n t e e t s ’sh
n-s’s isle ’ ii c’s’s.

in. Coordinates wi t in  t i m e  Depu ty  Supervisor for ( ;uis lance aun s i (‘ouu i se ’ l l i e  p l a i n s  ,ussi  p
ccsh i m r e ’s to provis lc esse mn tia l  co un se h imng ansi guidance services ion persoirs i i i  spe c i , u l

care groups and/ or  (‘or members of t h eir famil i es

(‘u ors lumn at e s  ( w i t h  t ine  l)c’pu ty Supervisor ( ‘or i ’nu is ’rgs ’mnc v  F i t na r i ~ ial Assss ta  nice I p1 51 - .
amns l proce’dures (‘or the  pr ovisio ns oh h ’i m na nci al ; ms sr s t anic s ’ si r  , icc n c t  i l l s  c’ in Li miel . as d e e d s  c i

to i nd iv idua l s  housed iii i nns t i tu t io n i s  a n d — o r  other  specia l care (ac - i l l l ie ’s.

(‘oordinate s ( w i t h  t ine  I ) n s t r m c t  ‘s Supervisor of ’ Rs’gist rat  ion n amid I cn h ’o r r n i a t i u  i n )  p la in s  a m i d
procedures ( or tIme regi strations of mmneii vns lu al s u n sps’cn ~u l care gr oup s . t ine  p m i is c’ssi n s c ~ oh
m i ( o rn i a t io m n and inn q u i n i s ’s s’oneer n im ig persomis in spec ia l  cane f ’ac i l i t  cs . anu s ! t I n s ’ re’c u ;s c i i i ’

tu mid n nu tu i n i ( e nman i c s ’ of ’ pe r t ine n t  h a s - f : ;  an n u l m c n l s n n n n a t i o n  p e n t a n m m i n i g  to n i ns i i v i e lu a l s  t im - ic ier
s~ 

;e ’ e~ ; m I  care , i n c l u d i n g  ; mss n s t a in c e  tum i d services pro ’. ids ’d to h be rn .

k i 1 n m u ’ . ’ m m h e s  t imres ’ t iomm annul  t e c h i t n m c a l  guns l acnce  amsd , n s s n s t , m m n s - e’ t o t h i s ’ ‘\ss n c t , m s r l  Sup s ’ r s n s s i n ~
( ‘or Sps’s m , ml (‘are’ Grou ps iii ch arge u s !  t ine  nesps’ctr ’ .s’ Spe c i ,mI ( , i i s ’ I , i c i h s l i s ’s W i l i c i l i  t l n c
i )i st ni ch
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Tables o f Orga n izat ion Re cept ion / C ;mr e Job Description
Section G Special Services

( Lodgimng Section Level )

Personnel Position No. 56

ASSISTANT SUPERVISOR OF FINANCIAL ASSISTANCE:
LODGING SECTION NO. I *

‘I’- -

a, Is directly responsible to the Depu ty Supervisor ; Emergency F i n anc ia l  Assist ance (‘sir
p roviding emergency financial assistance and/ or assistance in kind to evacuee and
resident families and individ uals in need of sucin assistan ce in Lod ging Sect ion No. I .

b. With the Assistant Supervisor: Guidance and Counsel for t h e  Lodging Section . estah-
h is ines a joint Central of fice—pre ferably within the Lodging Sectio n ’s h neadquarts ’rs
building- from which - i to serve the financial and ot in er in i dividuahized needs of ev ;m cu e e s

- - 
- an d residents in the Lodging Section.

e. Determines organizational anti s ta ff ing requirements and takes steps . as necessary to:
( I )  Establis h branch of f ices  imi Congregate Facilit ies , Special (are F’ae’ i i i t i s ’ s , and

Residenntiah A reas , anne l / or provide periodic but (‘req u ment service to suc h (‘ac i h i t i es
and are as thnroug h the assignment of rotat ing staff on a schedulesi basis .

( 2) Obtain qualif ied staff through tIme I )ep n ,mty Supervisor ( ‘or Lu sner g ency i ’ i na m nci al
Assi sta n ce , anti / o r recru it  competent  Persons from evacuee’s ann s i residen i ts tn
the Lod gi ng Sectio n . **

( 3)  l)esignate , whe re nec e’ssar s amid feas ib le , L.o elui ing ,‘\lshs ’S and tint ’ Managers of
Congregate and Special Care I ‘ a c i h i t m s ’s (or the i r  ds’s ig nna tes )  to act as a g enn l ’. n n
provit l i r ng f i na m ncna l  a s s i s n , mm i e  c tu nnel ‘oi m s - i n s t a n c e ’ inn k i n d  w i t h i n  t h e m  respect i ’ .e’
junn sd ic t  ions

d. Provides ennergu’nn c~ I m m i a n n c m , m I  .m ss m s t u n i ce  .und , i sc t stam i ce in kind in t iccordannce wi th
governm ent  enm ner gens ’s PO hL ’it ’’ Hid o b re s  I m r s ’ s. ins ’ i u d m m i g adh e ’rt’mm ee ’ to hint’ k i n d s , h u m  urns .
a nd st ansi ar e l s o( en m n e r ge ’n l e as s i st ance pre sc r ib e d hs l ) ines ’t ionn tunnel Control  at  t i n e ’
Count y Level .

Re u e ’ p t m o n  and ( Ire Districts m m s u , m h i s  b mavc tw o  or more I c ’ s l ~~i i g  Scs n i . u nus . ‘I’i ue’ re’sp u um m c ihilnnme - i ;mm ieh
I u n c tm o mn s  scm t u i r t h  .m p p ls i n .mll IAl d g u mi g Sesli onis

In I od g mnng  Sec ’t i oni s ccrv mn i g or~, mumm , .m n u u i m n ; m l  g r o u p s . I ton  n -i  s i nu n m lc h h~’ :s i tud e’ tu u r ecmnmn i c’ u m mspc lcnu
persons fr u m m the gro u p or cl um ps ss ’r v cei hi~ n ine Se’e’t uom i s to d e ; mI ~ n t h  t i r e  r i c e d ’ .  c c l  m c ndsv m el m m; ui s ;mmmd t ;m m ni r l m e ’s
h um timn.mmnc ’u;m I ;m sm s t .m mn sc , mmi u t u n  . u s s u s i a m m e - e’ im i ku n nm l .
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e. t mi ~t c n  policie s amid pnoc e’shunes established ui s the Deput y  Supervisor for i’ . nii e’r g en ic s
I u cm aim c m ~ml .“\‘.‘,ist; mnise ’, h m n umce ’sscs c t am nd a r du , ed  em m nt ’rg em ncy f i mna mi cial  gra n ts . e’ dn nerg s’n n c s
. mi i u ‘ ,~ ,u n m s s’ s for  sps’s’ial Pu irpo ses . anmu i sit l ien ( ‘sl um s of imi t l iv idua h i z ed  ;m ssmst ann s ’s’ aui ci

m u n a u m i  t aumn s  ns’qu m rs ’eI f ’in i a mm cn a l  records and su ppor t i u ng  info nm nnat iomn u i s’s’ e’sstmry to iu ’ . t  i i
, umn d  t e e  m mu t n t for f’um iam n s’mal aid an d ot her (‘on u s  of ;m ss i s t j u u s ’s’ given.

f. ( c cur s ! innate ’s ‘.‘. n t in t ime  l)epma t~ Supervisor 
(~om t ime Lo shginng Sect i omn tine plauns tui is l l)reis’s’duic-i

~ m c ’ s t . m bl m shuu mng au ns l nn a in sta m ning  a svst s ’ti i  ma t  liaison with -i Mam nagens of (‘oni gre g ate I .ic i i i  l i e ’ s

. inn d with  i s  u ( g s  se ’ Aids ’s to I’acilitats ’ t ir e idt ’n hilis ’ahion and rei ’er, ’a J ol m n d n ’ .  m ui n i t m ls  and
f a m l u i l n e ’ ’. mi s neet l ot f u m ia n c ia l  .m ssm ’ . t , mnce tmm nd m um a ssu st ;anue ’e’ iii k im isi .

g. I )e ’e e l m  u p  m nm u m t u al  w o r k i n i ~ rel u t io n n sh ni ps amid procet l u res wi t h  this ’ Assistam it Sup m .’rs’isor ( on
G u n i d a m m c e  am isi  ( u m u n i s e ’! to f a c i l i t a t e  r e fe r ra l s  of ’ indiv i t iu mals  anti t ’a rn i l ie s  ( ‘no u n om ne se t’. i c e

tim t i ne o ther  t unn el . tm - i nms ’c’s’ss ars  . to pn o vus l e j u i i m n t  aS sn st ancs ’.

In . l)evelops plains amid p ro cechures wi th  time Assist aunt Su per v isors inn ch arge of Special
i r e ’ I” tue ’ i l i l l s ’s wut l i im n  tine Sec tmom n to faci l i ta te  ennnergemncy f ’imna m ns ’ial assistance ’ em ;mssist .a rm c

di k inu d , tic nn e ’s’dc ’sl . to n m n d i v i d u a l s  hn ouses l in n f i n s ’n n resps’ctu vs ’ f ac i l i t ies .

u . Securs’s I thro u ng i n  tine I ) eput ~ S mps ’ r ’. s u m ( ‘on Lm nner g e mn cy Fim i ami cial Assnst an cs ’ I mdc i s u u s

ami d oper atio mna l support  as ret i t um ned tr ei tni  o t h er g o vermn mn ne n t  Fnn engen n cv Ss’n’v Ice ’s

i . Provitles oriemnt t mt i o n ammd ons — t i ne—jo b ins t ruc t i on  and gu midance to persouns recr un i tee l  ru
s ’V t m c ui s ’ s’ groups an si / on time residemst p opu la t io m - i  to assist wi t h  t i m e ’ pr ovision oh e mn n e rgem nc ~
ti un a mnc i a l  assistatice anti / sir  assistance in k i ns h .

I Is
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Tables of Organi ,’at iomn Rece p t iomn (‘ .1 m e ’ Joh I)s’ s c n u p t  d n n m
Section G Specm al Sen ’ ice ’s

(Lodging Sm.’s’t ion l , e~’. c i i

Pem sonmsel Position No. 57

ASSISTAN T SUPERVISO R QF GU IDANCE AND COUNSEL:
LODGING SECTI ON NO. I *

a. Is tiirect ly responsible ho tine I)eputy Supervisor: Guidance timid (‘oumsse l for p r o v i d i u m g
indiv idual , f a m i l y .  a m d  group guisia nce , counsel ing amid rel ’erra l services (‘or bo t h  ncs i s te n n ’
an nul e’.acumce’s in need of sud s t ussusta lice anti services inn Lodgirm g Sectio n No. I -

h. With the Assistant Supervisor: F inancia l  Assistann ee for tine Lod ging Sect ioui , c s l a h l i s i
a joint  central of ’fice - - - pre ferably wi t h in tine Lodging Sectio un ’s het u s l quar t eu ’s h u i l u h i u n g  f rom
w h nmchn to direct amid serve ti ne gu it lam nce . co u nse h imng , am sd other  i m ns i iv i d ua l i z e h :;~cis t ; u i s ~ c ’

to evac uees and residenits inn tine lodging Section.

c. Determ u imn es organizat io m ia l  anti s taf f ing ret luireme nts am sd t ;uke s  steps . as nls’cs’ss.mr’. to
( I )  E stah l is h n branc in offices in Congregate Facilities , Specia l Care F a c i l i t i e s . ansi

Reside n tial  Areas , and / or  provide period ic hut fr et it ient  se rv ice ’ to su ch f a c i l i t i e s
am nd ars ’;m s t h rough t i e  assi gms m n u e m nt of rot a t in g sta f f ’ omn a sch ed uled h;i m - i

I 2) Obtain  qual i f ied staff  t h roug h t i ne D e p n n t y  Sumpervisor for Gu idance ’ and ( ‘o u i n n s e l ,
ansI/ or recn i it qual i f ied  amnd comnnpetent  persons fronsi residemits  ansi s”. ai s l es ’s i nn

ti ne Lodging Section . **

d. Coordinates with (he D eputy Supervi sor (‘or (he Lodging Ses’hion this ’ plamns am id p i u s - cd a r c ’ s

for  es tabl i sh ing timid mi na in t a in n ing  tu systeni of liaisons wi t h  Ma m n : m g s ’r s of ( s;nn g re ’g.u te’ I .m5 I s t i e ’ .
amid wut l n  Lodging Aides to (‘ac ih i ta t e  t ine i t l en t i f ’ica t ion a nd refm ’rn t m l c if imis i r ’ .  m u h i r , m l s  t u n n e l
f ’acn uih i c ’ s  inn need of guidance anti cou mnselinig.

*Res’ep m mon and Care Dist rr5’t s mi sually ir;uvc t wsn u u r mnnor e Lodging See-n mi nu s I ii~ resIn. m m cml ’ m h n~ c’s ,mm ;51
um is’ I ions s u n  t’otm hr app l y inn all  I .od gn mug Sect j o ins.

*Dmm r nun g  c m m m s re ’ Iuuc ; m niu in r  lay ps’rsocns will h ave to  take sun unuannv umf tire chu m s’s annd rs’spu un ns mh nl sn i u ”. s~’
served t o p n i i t e ’ss imi m m; m Uv nr :uuunc d social workers in un ormal tu m i me s .  Key Iet m e h e’r s i m np r i l e ’s . I n u i w e ’vs ’m - s h m u u i m l d  I s ’ f i l l s’.]
wherever p .us s r h l ; ’ ii’. , i e n m ’ . ’ e on i c u n r e m i  pm u i t e ~ c m u ; n s a I  su c ’r , i l  wu ink c’ns Where t h i s  is nitut p c ’ s s i h ;t e ’ . p s\ c l i c u l ,

u u i u u m n s ier s . p n n e s t s , r ; mh h r s  amid p n u u i s ’ - i - i m c ; n s . u l  e’ u c m m n n ’ .e ’ l c u n  nmn c, s h ; u ; ; l c , tu mid  i m m m i s ’ e’ n - i u l m c ’ c u d  li e’ uss’e h , ~ u p p Ic ’; ; 1 ; ’ s i . m n s
per s onic nu ’l wi ll in tuve iii c u ’ m n n e ’ f ’m u u m m r  f ie l d s m u f ’  s e s v n s s ’ o the r  l i n ; m n m  sos’n al  ~~s’i l , u i s ’ b n m n  ~~h u e ’re u u p p u u m t m m n m l l n s ’s l i m e ; ’ c ‘. S l e d

for ulc ahu ung w u t h m ps’um h i l m.’ mu lme’I p mmmg w,m vs s cm s  ii  ;ms se I s , u u I 5 e , i e I u m ’ r s  ; u m n d  u u i h m c m s  t i c s  m i - i n u u n n n i ’c! I ; ’  C’. c u r L  sir ~ m li r p.’ cI ; l . -
m m  conn mn nu m n ut y  Fi n ; i:n . mmm n \

Icr  I u i ; h g n m n c  Se’ c n m u m n m c  t’ r v u m n g  urg ~m n im . ’ a c u o mia h  i , m u u i u I u s , u t u m , m l m f m s ’si mm cl c c ; s s i ç u u s c m ; !  h)e’ns in s ~~; 5 I n ; c  “ rue ii
cinu mum l d l it ’ es n i mit ~ ul ,m mmu l m m ccci wl ne n m e ’vi ’r p u m ’ .sr h l e ’

I .;~ )
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e. Develops mutual  workin n g relations i sips and procedures wit in tine Assistant Superv isor
(‘or Financial Assista m sce to facili tate ref ’errals of individuals and famt l ies fro mnn mn mne ss’m ‘.m e

to the ot h er and , as un ece ’s stm ry . to provide joi nt assistamnce.

f . Coordinates ( w i th  Ass is t ;mt mt  Supervisors mi  ch arge of Special Cure Facil i t ies  wi t humun  t ins ’
Sections ) p ianns anti p ncmcechsm n cs to provide counsel ing and guidance for indiv mt l ua l s  mu n
suchn (‘ac i h i tme s  a ms t l /s u c  t h e i r  f a u m u i l m s ’ s ,

g. Coordinates ( wi t h  t i re  Ac ast . a un t  Supervisor (‘or I m n f o nnn ation and Reh ’erra l for t ine  Se’s t m s u n m  m
plans an -itt pr t ice slu ures to f a c m h i t a t e ’ r e fe r ra l  of evacuees deternnined th rough  tine R e g u s t r . m t u o m i
am n d In f ’o rm n a t io m n proce sses tsm have emn n e r g e m ncy  needs arid proh lenis  requi r i n g i n m d i v i d u . m i m , s ’d

at ten ti oni.

Ii . (‘siordunates  ( wi th  Los igin ig 1~m s t es amid Ma m nage rs of ’ (‘onn greg ate Facilities w m t h m r u  t ine
Section - i )  p l am n s  (Or the  co n n t imnuance  t) f essential emergency eoi uu nse h im i g and g umm da m nce f i n n s  -

t iofl , c t iur i ng possible shel her operations .

m . him nds ’r supervis i smn of t h e  Deputy Supervisor (‘or Guit lance amst i Co umm i sel . she’’.’elops plani s
au th inrocesiures w i t h  t ime  m i ma m nage nu sent  of a m y  hosp nt a l ( s) .  located w i t h i n  thus ’ Se ct io m n.
( ‘or t ine  p rovis is iu l  of suc hn gu idamnce am i d c t m um ns e h u n ng as m mn ay he re quireti by h n o s p m t a h m i c ’ ei

perso ns amid / or t h eir l’tu n n uih ie s .

j . Secure’s ( th ro ug h tine l ) e puu t ~ Supervisor (‘sir Guis lance amnth Co um mnse l )  :uc lv r c c i u’ v tu mid s u e r

t io nma l  supp ort . ti c required . (row other  Go’. erm i m emnt  L mn n er g e m nc y Service.

k , ( ‘t m rrie s out wi thn in ’i t ime Lodg ing Sectit ’m n ~u ! : u nn s  a nti proced imres e st a h husi ne u l  by this ’ I)e’pL m I s

Supervisor: Guidance ansi (‘ounsel to:

I ) Pros ide general social service ’s or iemita t io n h u n t  Special Ss’rv mc cc atsd o m l n e u  Rc ’e ’ep-
t io n u and (‘tire persorn nuel . inclu d in g in st ruc l  mon in n how to deal wit hi bie’siP hs ’ t un n e l er

stress,

I 2) Provide onn —t hm e— j o h i u i s tn i c tmomn acid gum si ~imnce to pensom i cse l a ssmgum s ’eI h i s t i n e  I ) e I m m a l

Supervisor . tumid to pe nsu nn uc  rs’c’ru i t t ’d I ’ronnn u’vai ’ui ee group s t m m n s h  , e rr t i n e  rs ’ su eh s ’ nn
po p ul a t i o nn t ( m a s.smst w i t h  t i r e ’ ; mmo ’ .  m s n s n m n  of c o tmm ns e l im ng .i m uul g u m u d a m i s ’s’ ss ’ n ’ . n s  c ’ s

out tine Lod gu msg Sec t m c i i i ’
( 3 )  No te br ief ly  anti u m n t u i n n t t u i m m  f o r  t ine ne’e ..m rul  t Ime  m ci s ’ m r t m h \  of mmns iu ’ . - , du t u l s  m i m e !  m m  h a u r m m h m s ’s

ref ’erretl to or ss’s’k in g  h elp f r o m n n  the  G u n i d a m i e ’s’ ansI  ( ‘m um um rss ’I Se t’. n ec ’, time ’ prs mlule m m m c

tu nd tieet ls i c e  m m ssetl . a n i u l t i n s ’ as’t mu im 5s t akeni ,

l~~( h

, , ,,

~
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‘laNes of ’ Or g anuz at iomn Rs’cc’p t io nn -( ‘ .mre Jtih I )cs~ i~ c i t

Sectmo m n (; Special Se rvice ’s
( F a c i l i t y  Leve l )

Personnel Position No. 58

ASSISTANT SUPERVISOR:
SPECIAL CARE FACILITY NO. 1 *

a. Is directly responsible to the [)eputy Supervisor: Special Care Groups for tine 1) 1; ; t . ’ct s u n

and emergency etnre of t ir e ind iv id u n a ls  amid t l ue group or groups residing in and m u m

assign ed to hnis fac i l i ty  i mu c lu dmmng.  as applicable , responsibil i ty for phann n ni in g .  o n g a n n i / i m n g .
amid m nn ana ging tine operat ion of this ’ (‘acu i ty ,

in . Carries out as they apply to his Special Care Faci l i ty  the policies. plains , and pno ce’s i um e”'

established by the D epumty Supervisor: Special Care Groups to:
( I )  Coordinate plans amid procedures wi th i  t I ne  M amiagers o f a  Congregate I tic dr ls wn hiim nn

tine Lodging Sections on nn s atte r s of m u t u a l  e’o n c enu n relat ing to t i re  :ice~ of sp ,mce ’ ~it ns h
t Ime  imneorporat ion of the special care fac i l i t y  in to  tIne ad u in in i s t r t u t i ’ . e  tu n n el  5cr ’, ice ’

t ’u n c t io m ns  of tIne Congregate F a c i l i t y ,
(2 )  Set up and mu ai n ta i tn  a systemnn of fiscal m na m n age u nnent  anti acc o u t i t t uh i h i  t~ -

(3) Utilize tine support oh ’ t ine Feet h ing Service inn  accorulamnc’.’ with t h e spc’ci ! mc i s ’ s !

requirements  of m i s  f a c i l i t y .
(4) Coordinate (with the Assistant Sumpervisor for Guidan ce ann ul Coum csse l i i i  Iri s I

Section) procedures to provisi e essential cou m sc eh in g ansi gu mis l ansce service ’s h o n  pd — i n n s

lodged in h i s  ( ‘acu ity and / or  mne nn nhers of th e i r fam ilies.
( ~ I (‘oort h iui a te (wit h tine Assist tu st Sunper v isor (‘or F i mia mncia l  A ssns t a n r s  e’ i mi m i s  I c ‘; i ; : i n i s

Sections ) procedures to provnde f in ianc ia l  as s i s tamnce on : m c - i ; s t t m i n c e  inn k m m n d ,  m s i ie ’euiech .
to ind iv idua ls  lodget l in hi is (ac i I i t  y

given Lnuh gin ng SCc’S m u umi Inlay bit ~’.e’ one on nie nre S1~~s’mtml L u r e ’ I’ a~u hmnme ’s c u r none, Du nuumn g s’ 5 0 i 5

ms’tu .can ioim , a Sps’e n.iI (‘tm rc’ l’ ,uc ’ ihiis m nn t m s he mr s  e s t a h h i s h i c s h  : i ; ’ .l ; r u r m i u n ;  s u l s i m  u - i  .m l i u u m n m e  I n  t I m e  ,m 5 ’eel .u c n u n s m n ; L
tuomne , on an ui r t rhit u ns, u e ’e’ , tm s’siimv e’rnm h le s l r u d t n m m s ’ ‘ .Lis ’ l c  a’~ .u se’li; , c ci ln;;ul s imnm g , e’iuri;~ ln , ‘.‘I uln l u ;u im ’ .e’ , h m c c n c ’i mu n ml , , !;

c r. snnnp h y. sui ta f ihe splic e’ set aside w m n i munu tm ur I’,m ire .r:c4’nnss ( d i i g r s ’ c t a l e ’ I . i s i l m i .
The l m ; m s m s ’ responns ihihn un es amid immn;5 n m u ; mr scm t or ti r .mpp l s- to .111 Assism iii ~~; i 5 ; e’ ; e ; s c ; s s  i i i  Spc ’ 5 ; u l  ( ir e’

h ’ t m cihi nmes , h owever , tine ss’ i ’ pe ’ of n e ’ . j r i c n i s m h r l r t r c c  n . h5’ .masumnr e’c I m m ns i t i le’ r u l e ’s’ mi t tm m nr e ’t muc m ic nc h; pc ’ c t u u r n n n e ; i
c ; r  .m cm sc’u i facilit y un r ,ms Ime ’ modif ied cii m e ’ scuis!,a m ls ’e’ cum in tim e’ I ’ .  Ic’ acid s i / c ’ ol nine ’ 5 . m s ; i i i s  5 5 1 5 1 ,  C ’ . l I e’ i i i e ’i i i ; ; ’

Sp e c - m i t  Care I ’a5 ’i t m n y  is aun s’ s l t m h l n s h m e e h  n m m s n m u m a n m u i n r  , . m s  u u n i ’ . u ’i !e ’ ci s s s m n e ’ i m m r e .  cc! s; mnl.ml ’ Ie ’ s p u c u  w m i t n n c u  .t ( c ue ’ s ;
i - . m e ’ i i m n v  I s e r e’s p i . m n s i h m l m m s e s  tmnu e i  b n m c n c n m c c m m  oh th is ’ ‘\s-i u e r a n t  S ’ip e ’ n ’ . n s u ; n m i n i m - i n  he’ ,me h i m m ’ . t c’eh i c  c c ’ i c l  i i i ’!’.

‘the cna ;magc r t in ad , n i unr s n r ~ s ; c n  c i i  . m n u  c ’ s ! . m l ’ i i ~~! ; e ’ c! m r ; s t i O ; 5 ; c c n ; , ~‘.I; c’5h~n on not nt n s ii:; ci u i  l . ’ c l c s ’

mu tmt t d it uonm i c u  m l ’ .  owmu pu pi m ht m i mtu nn . secil! s c  ‘ m n  mr s me n c u he r e s p m u c n s m f u t s ’ t u  c m  t ime c l i  m u ’ e t i c  c i i  c ‘ I  s i c , i t s  tn m u ch cC

bi m m ne ’n u uc ni svmt hutu Ii’ cmmne ’rge’n u s ’’. ‘.in i 5  i uun c tm - i tins ’ ‘‘ .\‘.si ’ c i , ; i ; i  S i ip e ’ n ’ . n - i c ; n  m u s i n g e  c u t  !~ ; ,ms S~~s ’ c s .u I  (‘ m u ’ I u. m i s t s

I . 1
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ti ) (‘oort h int ut e ’ ( w i t h  t i re  A s s ns t . um n t  Supervisor for Re g is t r a t ionn in I r is  i , os lus , insen  Ses’t i o u m 1

~iroceeiu ireS (‘sir l ine regmstrat uonn mmf um ndiv idua l s  assignned h u n  l i i ’. t ’a c i h i t ~ . p lum s pr o5 c ‘ tile - ‘

for  t ime rs’e s irs imm r g ann u l  u u m a u n n t e m m a m i c e  of per t i mn s ’nt hac t s  anish i m n i o r n n n a t  is umu p e r t t i t u i  ru g  t s
i m ndi v mt l u a l s  u m nule r  sps’e’itul e l l i s ’ i i u c huu d inn g  special . i c , ’ . i s t a i i c ’ s - t mmn c h s e t s  i c e s  pros isIs ’s1 to

t l r c mi n  -

7 )  ( ‘o e u r d n n n a t e  ( wm t in  t ine .- \ s sns t t im n l  Superv isor (‘or i m i f ’orminatio m i anis i Rs’f ’e’n m t m l in I s
I odg mnig  Se ct n on )  procedures (‘or pr ocess imug int ’ornsation anu l i f l c ) tm i rn s ’s 01 cOmi ‘ s i l l  i c c

mu s ti er. m e h i t t i l s  cured (‘or imm i n k  f a c i l i t y .
I ‘-i I (‘oors lmmsate wi t h  t h e  Sect i om n ’s Dc’pt mt s  Sut u er s ’ns or (or 1,oeigm!cg time ’ 1)111 ms - i  t c i i s l  p u ; ;

c e ’ s h i i t s ’s to ,msstl n e ’ tm t i eq u i tmte  sm e l t e r  p ro t e c t i s imu ansI cars ’ for till mm n s h ’ s ’ i t i s m j l  l o u s e ’ ;)

imn lOs f a c i l i t y

1m m acc ors la tmc e’ w i t h  plains amid procc’shu nn s’s theve hopcuh j~i in n mhs ’ by this ’ I)e ’iutltS S~i1 ; c’c i-i nn

( m c i ’ S~c e. e i , uI  Gro u mps  t umid t ine  I ) i s t n m e ’t ’s A ss i s t :m m nt  \ I tu mi t m ge ’r h o n  Opera t i ot ia l  I i c i r s c u i  t ake ’ ”
t m s ’ ( i t ) m r  n l s ’ c’ c’ sst mr \’  t t i  ss’e’t n r s ’, mc required.  esse’ n m I t tul  ti eR sot ’s am id opera t io m ial  s u p p . u r n  (as

scm for t h  unusder th e’ nes p o in s ibi h i t is ’s of t h e ’ I ) eptnty Su pervisor: Sj ’ _ ’ J t m I  ( ‘ , i r s ’ Gnouu h i~.) t i c ;

I l ’ lm s’ i l e tu l t l n  acid Medical  Service ,
l ’ius ’ Rs’socm ns ’e tt mid Supply  Service ,

I ,~~~ ‘line i t  i s ’ Service’.
(4) ‘I ’hmm ’ PU bl ic ’ S,u ic Iv Sc’r’e is’s’,

ci . I ’ hu r mu u glr  th is ’ l)s’p i m t \  Supervisor t ’s i u Spectal Groups , u t i l i ze ’ s u n l i t ;  i n h t i l i i s ’t i ;  ‘ s s i c ’s c i ’  ~‘~‘eI

i s- ’ t i n s ’ l ) m s h r nu ’t ’s Smi ;’ .s ’n ’s son f ’om ’ Spe ci al  Ss’r v’is’e’s ti mid t he  A s s n s h , m n n i  M t u s i a g c ’ n (or  O~ ’ - ’ s . u t u  m c i i
1 m . m m s onn to prs vi t i e re’! mgr cuu m s scrv i c e s  ami d sp i r i tua l  c’ou n se h nm n g.  s’i m ns ’rge m n s ’s on me ’ nn I . a t  c c : ;  .u n i  I

se l i ’ . ms. m l tra mnsm n n u’ . t une l rec’re :u t u oua l  tund ot i ner s i m v’ ersmonnary tmc ’i n ’ i l l s ’s he ir I; c’r-ier n s  umn it is sj c c ’ c m u

d u e ’ ( 1mc lu  tv .

s ’ lim e ’ \ssms t 4unh Stipe ’ c ’c~ ‘i c im  in c i r an g s ’ si f t s  Speci al  Care I tm c ’i hlhs’ e ie ’’ .irn;iIe ’ ;l I c ;  n ’s’. e l S e ’ i i i

n n ’ . t i t u t u o u n a l n i e s l  g ro u np  h ’rommn this ’ R i sk  ,‘\re t i  S i i O t n l c i t i p i ’n s ) i m n t  t i n e  pe r son i nn shn au ’ 4’ t ut ‘ c C ’

s’ \ , i c ’ m l e’e’ g roup I m s I n n - i  t l ep u t s  or as a special  t m s s n s t : u n n t  supe ’rvsso ’ O t h e r  pc ’ m ’ . c i n i t n e l

m e ;  ; i n n s p , m m n s  ru e  t h u s ’ 5’’. t i c ’ l i e ’e’ e ’ r i c u u p  s i nonm l s i  he m mne ’om’p m i r a h e c h  i m i t u l  I~ i s - s t a h l  s u b  t i m e ’ S i c

(‘1mmc ’ i , , i s ’i I i i ’,

J I c t , u n n  q s n 1 i l u h u e u . l s h i f t . us mieeded . t h roug h tIne  l ) ep u h s  Su n p e ’ rs’i sc r c c l  Sl’ e’s m , u h St !\ , s ’~
,m nrd ‘sun res ’r cn i t  e’ om m n h i c ’ts ’ n i (  ps’rsotns (‘n ou n !e ’ ’.mu , ie ni t s  t u r n . !  e ’ ’ . t l e ’ i i s ’ l ’’ c m u 15 . I u s l gm m ng ~;s~ i n n

g. i> n i i ’ .  Is ’ nm ’ i eml  Li I m i mi  t u nn e l i m i — t l u e — j ihn i n s t  t ’t i s I dc ) t i  . mn nd g u t d a u n s -e . c i ’ . rs ’ s i n  c c i  t s u  o nn  tnc i mn s g
s t 4 i t h . t m i  i cn s l n ’ . i d u i , m l s  ~is si gmu e sl n y  thus ’ I ) e i s m n t v  S u p e r v m s ’ c n ,  a nn u l  I i ;  ‘s r s u u n i s  re ’s n u mm t e ’ c ! t m , u m u u

ne s meleum I s  tuu n h c’S’,me ti ed ’s,

~ 
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WELFARE-SHELTER OPERATIONS

PERSONAL SERVICES /CLOTHING

Vertical Orga n ization)

Otlner relevant job descriptions appearing elsewh ere nun t i n s docunnient  , ars ’ ’

Section Position Numbe r

A [)eputy Coordinator: Welfare-S imelter Operations ( C o u m u t y )  2
A As s ist ann i Coordinator: Personal S e rvnces . ( ’ l o t i nmm ng  ( Co umnt ~ I 10
C R/(’ District Manager 25
C Superv isor: Personal Services! (‘lot ising ( District ) 32

For page numbers , consult the Reference Lmst on pages I 731 ‘o)

L -  _ _  . . 
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I ’ ahles of ’ Organization Rece pt io m i  (‘are Job 1) e scrm pt no n n
Sections if Personal Servic s ’s-C l o t t m in n g

( District Level )

Personnel Position No. 59

DEPUTY SUPERVISOR: CLOTHING

a. Assists the Supervisor of Personal Services/Clothing to discharg e his responsibilities
and acts as the Supervisor of ’ Personal Services/Clothing in tine absence or incapacity
of that of ficer ,

b, Acts for the Supervisor of Personal Services/Clothing in organizing and providi ng hon
t ine coordination of requirements and the acquisition and distributions of clothing.
beddi ng, a nd other dry goods for special population groups and other persons m i  msee ul
wi thin  Lodging Sections m i  the District ,* including coordin ation witin tine Distr ict ’s
Assistant Manager for Operational Liaison in tine development of plans and proce ’ei inn e ’s
with:
( I )  Time 1)eputy Supervisor for Emergency Financial Assistaunce to assure ’ su pp o r t  i’.\

t he Resource anti Suppl y Service relating to tine avai labi l i ty  of c l ot bn in g ,  h es lshmnng ,
a mid other essential dry goods for purc inase or requisi t ion at retail  or o t l ne r  sun t l e s
readily accessib le to individuals and families.

( 2) The Dep mm hy Supervisor for Special Care Groum ps to assure sump p ort ic s  t ine Re ’so s nc - ce ’
amid Supply Service relat ing to tine procurement of heels . hedt i iun g .  amid o the r  dr~
goods essen tial to t he operation s of special care f a c i l i t i e s ,

( 3 )  Tine Deputy Supervisor (‘or Lodgim ig anti t ine Deputy  Super v ’ms u ir  (‘sir S h e l t e r  to
assu re support by tine Resource ’ and Sun pp ly Serv’ icu ,’ relat ing t n p n s i c u n r m n g  a mns h
p o sit ioniim ng, as requireti . avai lable  cots , mattresses . be du h in m g . ansi smt lnc n  d r s
gooshs in Congregate Facilities and Mass Sm elters.

c. I)etern i ines jo in t l y  wi th  tine Deputy Stipervisors for Personal (‘are Ss’r smc s ’s tunnel I~et

Services the space required to serve the man ag e ’nnie n t  func t ions  oh Pe’rssinnal Sen ’s mdc ’s ,nn r~I

Clot h ing ~nn t i re ’ l ) is t r ic t ’s respective Lodging Sections and tuc q uu ure s ( n o u n t ime ’ I odt ’ u t n~’
Sen’s ice tine ’ space requi red for sucin funct ions  ins [.o t l gmns g Ss’ ctu m inn  h l s ’asl q t i , u n te r ’. ( ) b h mcc ’s
and Suhof f ’nc s’s , * *

*
Requiremen ts for tine acquisition amid du s ln mhu t i o m n  of s’ I m u u i n i n g .  h e ’ d ch umu g .  c m  u .then sirs 5 , c u e i s  n mcm .l e ’n c c uud m

mi n i - i  mi t ’ a n r uuru na i  crisis ne lmu c at i on would he ext rc ’ nm u e l v h u m m ed I n i s i mv uthmntu t ’ . . t a n m u i h u s ’s , m m me ’ mc ihc ’ms c c i  c c n e , u m n m i , u i i c c u m s .

m mm d sps’ci,mI d m 1 5 ’ grmiups evacuated froni Risk Areas w u c u i l d  he u m m s t l u c ’i c ci  m c  i , uks ’ s’ hi ,mmman e’s c c l  s Iu ut ii mum t , l ;i cmmm kc ’cs ,

amid c ’ l i n s’r es s emntm .i ) et r ~ gmu tuei s su f f i c i en t  to mineet unnin ni mnu s n im n need s wit h n h ne m mn. \ese’n tf r elu ’t ,s, m rs’s’ets i c c n  ~I c c minucm ~
he dm hi mm g . m d  m u u l mer siry goods to meet p o t e m nt i t u i  def ’ i c memn c ’ies should he es I ’ee ted -

S. -I t  us Iron likely t han  -ipa ce hehow mime l ) u s t rn c t  l evel wm hi he required t u u m  t i m e ’ m m m , a m u , u 5 s ’ n n m e n m t  c c l P e t s ;  c l i j I

Su’m v ne e ’ . amid (‘ion in u ci g t ’u ncum o n s  in all iA u eh gn nrg Sc’s’ nrmmmr i- h e m De p num v Supe ’ n ’ . i s u u r  w m l l  u I ; ’ s c ’ r m m u m m m e ’ hi m ’ s - ~ 5 ’d t c ’ c
Sit s in -iptm ee based u u n i  t h e mu r t u gmmucuu i e , this’ gemugrap hu me ’ range , ,m mne h o i l m e n  t , m s ’ t u c m s  tce ’ .m r m m m g  ‘ mm I n m s  u c ; c 5’ n j t m u , m m s  mmn t i m e ’
r ec i t es ’ t r e e ’ I oth g u m m g  Se’e nm ; u u i s. ,- mun c h uhrom ig i ro mm t min e D i st  mrs 5 tm - i a w i n u m l e .
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~~~~~~~~ ~~~~~~~ t~~~~~ NOT ?I~~~ D
— ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ‘—



si . Untler t ine direction of ’ t ire Supervisor: Personal Services /C lottning. coordinates wi thn
the District ’s Ass istamst Mamnager (‘or Adminis t ra t ion all matters relat ing to m n ainta i un inng
ot’ficial records and accounnts of fi in anei al t ra n sa ctiom ’ns timid oilier co mnni tm ents  i incurres i
iii the procurem ’ne mn t of:
( I )  Cots , beds , rni attresscs , bedding, a nd/or othser dry goods (‘or Special Care Facil i t i e s .

Comngregate Facilities , and Mass Shelters,
( 2 )  Clot ining, bedd ing, and ot iner essential dry goods for purchase or requisit io n b y

individual s  and famil ies th n rough retail  or other outlets .

e. Obtains qualified s t a f f  t inro sug h n tine Depuuty Sumper v isor for Personsa l Services / Cloth m m i ~
and/or recruits q u tuh if ’ied persons to staff clothing (‘unctions at the District and Lo cl gimn g
Secti on levels , and provides om s-t he-job im nstruet ion amid guidance relating to c l ot l n i m ng
resp omnsi h il i t ies itnnd procet lures. *

t’, Provides direction and tec innical guidance and assistance to tine Assistant Su mpervn s s i r  ( c . i c

Clot h ing Purc h ases annul Supply and tine Assistant Surpervisor for Used Cl ot i nimng.

c m 1 . u l m l ; s ’ cl  l t c r s ’ m u - i  - i l l s  I i  ~i s inm mmin e  e’ c ’ ;; n m c ; m n n i s l s , m s ’ r , u n i  amri t ~ c h 5 m t t s ~’ . m t C  clmm tim mmn g m ni eue ’l r t mm n n . ;ie ’I;t u n I un re ’n m n
‘.tu .ne’ t u t t l e  n u t ’ . , .un( e’ u m n p lu i s’ e’e’s aui sh ke’s’ vohuimm ucer s u u t  s i n e  In o n gtu m n n/t itu sum n s is ( , ; c c c ; f v ,’ m I I  h i ; i i l i l i C% , t im e  Red ( ; c c s ’ . ,

,m nd t h e  S,u ic , un n uumu ,\ rmm m s’ as’s’ustonnred r;c sls’5mhu mn g ~‘uuIr mrss ’d s’Io t i nu mrg  s i mou ml d he es n i i ; r e ’ cI h ’rm u m r m  l i s i t i n  t i n & ’ n e ’ s n c k ’ ; , n
tm mi u f u ’ v t m e u m e e ’ poj iuLm f n u u n u s .

~ “ lm s’ie’ 1 iuu ’ . ’c m h t e ’. qm i.uh mfi e’d Ice’ rs. cmn s t n c ; m nn orgtunri ‘; u nr ,u l g m ; c m n p ’ c s i n u u mnlu. i  he me ’s’ n m m l n e’ u, i I . ;  s e n s e  miu c u i r l i e ms  cu t
J t i ; ’i i  g r m ) m i p S .
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Tables of Organization Reception /Care Job Description
Section H Personal Services /Cloth ing

District Level

Personnel Position No , 60

DEPUTY SUPERVISOR: PERSONAL CARE SERVICES

a, Assists the Supervisor oh’ Personal Services/Clothning to discisarge tn~s responsibilities.

b. Acts as the Supervisor of Personal Services /Clothinng in tine absence or incapacity of
boti n tine Supervisor of Personal Services/Clothing and tire ’ Deputy Supervisor for Clothing.

c. Acts for the Supervisor of Personal Services/Clothing in organizing and providim ig (‘or
laundry , cleaning, bathing,  and such oth er personal care t’aci h i t ies  and services as may
he required by both the evacuee and resident populations of t ine District.

d, Determines jointl y with the Deputy Supervisors for Clothing Services amnd Pet Services
tine space required to serve the management  funct ions  of Persom ial Services and Cl ot ininng
in the District ’s respecti ve Lodginng S:ctions . and acqu m ires from tine Lodging Service 

*space required for sunch fum n ctions in Lodgimng Sections ilea el quartc rs Offices and Suboh ’fices.

c. Coordi nates with tine Deptmty Supervisor: Lodging and tine Assistant Superv isors for
Congregate Care and Residential Areas , in:
( 1)  Surveying exis t ing l auundry ,  cl eanin tz , bat ini n g.  and otlser persom ial car(~ faci l i t ies

and services available to residents of tine I ) ist n ich amid to evacunees lodged in comigregate
facilities and vo lunt eeret i residennes ’s wit h in the District ,

( 2) Det ermining the iseesi for adt i itiona l personal care (‘tm c ih i t ies  anti services to (‘u l ly
meet the basic mim n im u im requirements of hot in evacuuee s and residents of tine Distr ict .

( 3)  Developing plans and proced ures to assure ann equn i ta bl e  allocations anti use of f lue  
*perso nal care facilities and services available to evac u ees and res iden nts oh ’ t I re  I ) m s t r m c t

5
1t is not likely r ha t  space below the Disu rid Level will he required for tine mui.u nltmgenns ’mnt suf Pe’n su c n utn h

Services aund Cl oni ni nig fu , nc u i im ns iii tm ll Lodginig Scctiom ns. Each Deputy Sumps ’ rvi si;r will dcts ’nnnm ne m i s  ums’s’d ton
such space based sin time magun i mudc . t ire geograp h ic rtmnn g c , tund mmt ln er ha clo rs hear mm ng urn Inns o p e ra u i mc n is  n u n i h i s’
res pective Lod gm mm g Sect isu ns and t l i r oug h ll uut n Ine Di s iric i tms a whole.

~~Pers umna I care facilities amid services include b a t h i n g  tune l laundr y fac nh i tns ’s umi pn i v t u t s ’ d w e l h i m n g n . cennt r a l
laundry (~m ci l i t ie s  t ; u r  tmpar t m ne n n t hu i l d i un g s , d o r m m u m l ; i u n e s , l a b u i r  s tu m ps , en c . ;  .shnsiw e r  ui o t ire r  h t m n h u u n i g  f t u e ’ u h m t u e ’s inn
sch ools , public p . m m k c , churches , p r iva te  c lmm hs . h ea l t h  spas . gymnasiunis , stadi un ii s , c i i nn n ni e rc i ah amid mn nd sn s u rmah
s’stah h is lnn n ien n t  s e  Ic’. t ha u nmn s h n u unr t mt  s amid s- i m mm nn ere ’ial itu n imi e l  m’s’ tmm i d clea mn imn g estahhi.sinmenntst tumid si uc hn ot Irer f’acm h m n me ’s

as may pru iv ide t ’or one or imm u re personal services .
In a d d i t i o n  lu t ire residents , h a thn nm ; g  timid l a nmu r &I rv t , uc ’ i h i t n e’s in private dwelh iung s and cent ra l  fas’ m l n t m e ’s hu c m tm p t nm t

mnent buildings wm c ul d , in nnn os t i m n s i . m m n c s ’ s , lie made availabl e nu t e v hme ’Lm s’es loeh gs’sh inn t Ine  r e spect i ve  e o hunm mt e e r e e t  u s ’su
deu ces , Ii is assumed tinau  ot ir cr pers ontul care ftu s - m h i i n e s  tumid ser vices . tm - i l n s t e s l  ah m c v e ,  e’ould t ic m n n e ’onpe mr t r t e d  n u n  c c

the I u t ah  Is’ su tim me ’ s- i  ava i lab l e’ mc -is’ r Se ’ I hue i n e’e&h s i t  f ’ evas’ me ’e -i amid , tm - i requm ned , ti n u u ’.e’ i t t  t ime  u s’’. mit emit  p~ p ul tnt m m m i

‘5 7



( . Under  tire d i rect io m n of t ine Supervisor: Personal Service ’s~c~(’ h o t i n m m n g :
I ) (‘o o rs lm mi a te s  wi t i n  t ine I ) epurtv Supervi sor  (‘or Special (‘ are Grou ps such p l t n i n s  aurd

t ic t iom i s  t m - i may he rs’st u u irc ti  to assu m e t I n e provision s of asles isnate Perss un a l  (‘turs’
(~u c i l i t i e s  a t i d / snr  servics ’s fo r  all perso mis lot iged inn Special (‘are i a c i l mtn e - i

( 2 1  Coonu h ini t i tes  w i th  time Assistant Manager for Operatio mnal Liaisons to u t m h t / s ’ suppor t
fm.nns ’i ion S of t i uc ’ fol lo win g sen ices.
(a) Resou rce anti Su ipply Service ’ h’or proc um re m ise nt of esse u nt u al  l au m su lm ’s ’ t um i d cl~’ , n ’ n

imng sui pp i i es~ (‘or cons t nu mct i omn .  re l) a ir . sir  mnno t h mhnca t io m n  of ’ h ’ e’ns i t n n u l  Cars ’

f~uci h i t ies ;  anti for t ine acq u mis i t i o u n  anti i n s t a l l a t ion  of eq u n u p r ien i t  e’sse’nt i i i  t c i

t ine operat ioni  of Person al (‘are fac i l i t i es  mm ( ‘s imigr egats’ Lodgnng s , Sps ’crtul ( ‘t u i i

Faci l i t ies , and other Perso mn a l (‘are (‘cutters:  ~u ni d (‘sir t ine  d e t e n n m u n i a t m u m t  and
inur p lenieintat ionn of rest n ictiomns amid ra t io m nimig  proce siunre ’. deemined mnc c c ss. nu s in
( l i e ’ use t)f water , ss’werage s~’ s temnr ’ ., power amns l f inch su pp lies. sin s i t hne r  ide  u n t i e ’’.
timid supplies (‘or Perso mna l (c are Sen ices .

(b )  h eal t h aiid Medical Service fs)r t ine e s tab h is in m nse n t  and m nna im ntem i amn s e  oh i n c a l t i n
amid s t imni tar y  standarsis in n h a t in imig.  l a u n m i e l ry ,  amnd ot lner  Personai (‘are ( s’mite rs ,

s’) Fire Service for the es tah h i shnn i e m nt  tnunsl mnnaimntena n ce  oh ’ fire s t n ( e t \  s t a mn s ha rd s  mum
central  c leani u ng.  l aumndry ,  amid ha t h n imig  facilities.

( m A ) Public S :mfety Service fo r  police surveillance of ce m ntra l  Per sonal (‘are h t i C u l t t i s ’ ’.
13) ( ‘cnmi rd in a te s  wi th  time Dis t r ic t ’s Assistaust Mamnager for Ad m nni m s is t ra tnom s  all nu at t e r s

re l a t imn g to fisc ;u l mm sanageme m nt  aunt ! accou i n tah i h i ty  in t ine es tab l i s in m nnennt  annul op ena tu om u
of ’ Pe rso mntnl (‘t ire  f ’ac i h i t ies  and service s.

e Obtains s t u a h i ( ’i eth s t tu ( ’h ’ t l nro u ug i n  t i re  [) epui ty  Su n p ervn s s t r  for ik ’rs c imia l  Senvmc c~~( ’ I s s t i n n m i ~ tm u n d or
n e ’s r sn i t s  q u i ah i l ’iesl I ersomns to stat ’f P ers o mutni (‘tire’ Se rvices at  t ime Dis t r i c t  Le’’~ el  ar id . .m s
r equ ire t l , to staff ’ Personal Care Faci l i t ies  amsd Service Ce m uter s . A lso . pno v ide s  e t n i - b l i c ’ sib

in s t ruc t ion  a nnul gu id a m i ce  re la t imng  to Pei’soms;uI Ctnre Service ’s polic ies  tu nnel p rm l s s’s iu r s’s,

Ii  h1 u’ sivit ies slire ’ction ansI tec h nical gu is l a mn ce  amid a s sm st t umss ’e to t i re  ‘\s s is t t t u i t  Supers hi cm hi c i

L u u nm n ei r \’  amid Cleamn im ig 3envice s amnd t ime Assistant Superv isor for Personal /Car s ’ Si r s nc s~

*Q i ma hi f lc d  pers m i n u s  suclr tis m m u t m u n t u g c ’ rs  an i d e i m n p h s tve e - i  of l t m r m n n d n v  tum ie l d r’s c lc , m u i i im n:  f i rms . m n m c l  s’ ’ . i , m ll h n ’ . h m ; m m s ’ m m i s ,

u mia n nt i s :c ’rs t m nrd cmnip I c ; ~ e’ m.’s c u t  111cm pcr s m t unt r l aare t y pe  fac i l i t i c ’-i tmmm d ‘.e’r s’ ns ’e’-i s m ns ’I n us I t u i u n d r u u n n n a n s . hne ’tm lth m SfI .IS . s’S c u i m ’

m n m u m u n m n s ’  t em n m nis  au nel swum n n chub s ( w i t h m  shn ower ht n e ’ i t m n n e s ) ;  tu ne l e h i u e ’e’ n ; u ms  m ist s u p e n s u s e u r s  of u n in l e t i c  ~uu nd  j ih uy ‘i 5 ’ .ui c c i i i

c , m t u u ) n m  l ,m s i l l t i s’S sh muiufd  be ree ’ r m i i t e’m l frm um si t Ine evacun c’c’ and rest et e’ iur  p u p i i l a t u u m n n s  t s u [‘i ll  k es p s i  s c u m s .

(‘omi um n c rc i ah  tm r md m i u u m i c m m u u u u i n s’rcia l fa~’ n t m n m c s  w i ml rnmn  t ine  l ) r - i n r i c i  p u ; i s ’m s i m n rg  S l c u ’ s m t m t  ( .m re ’ t y pe’ se’u s n e ’ s’s - i h i c i l i l c i

he i n is ’ i u m ; ; c rat s’d , t m l u i m m g  w i t h u  t h e i r  u n itumn a g s’m n n em nt  tumid o p c n a m i n n g  s I , u f h , , m n n i r u  n Ine ’ I ) - . ’ rus t ’s I’e’ i s ; ; mi , m l ( tune ’ S; ’ i s i ,  c ’

Wh ere t s’. us m hh e . q u a l i f i e d  ;e ’ m so n is  ‘, luou l d be is’ s’ r u m n t c ’ei f r o m mu ; c r t n , u n n u i . m n u u u u t t n t g r m u n u ! ; s  t i c  In e i p ‘ . n . u i  I n . m c ’ i h u i i e’s - i d ’  m n tg
un m eu mi her s  u ; h  t h m s ’ u r  gr ; lips

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~



I tu h i s ”. of O r g a m n u i a t u o m n  Reception / (’ are Job  I ) e s c r n p t i o u m
Section II  Pe rsonal Sen -icc - i  ‘ ( ‘ l o t l i  mug

(Dis t r ic t  Level )

Personnel Position No, 61

DEPUTY SUPERVISOR: PET SERVICES *

.n - \ ss ists  t i re  Superv isor of Personal Services/Clothing to discharge his responsibi l i t ies .

h , , - \ s l s  fo r  t i re  Su pervisor of Personal Services/Clothing in establishing policies ami d pro-
ccd ur e ’s governing the hna n d l ing and maintenance of family pets belonging to c ’Vaci ie ’cs .
.mt i s i coordinates tIne organization and operation of such facilities (Pet Shel ters)  ms may
he required (‘or tine protection and proper care of pets in tine District.

c. l ) e termninn e s  jo in t ly  wi th  tine Deputy Supervisors for Clothing Services and Persountul
Ca re Service ’s tine space required to serve the management funct ions  of Perso rn al Sen s  ice ’ s

an ti Clot ining in the District ’s respective Lodging Sections , and acquires fronn (he L o el ginn g
Serv ice  space required for such functions in Lodging Section Headq umart ers Ofh ’ices amid

**Sin hsu h  ( iL ’c’S,

ii Smir s e’vs tine exis t i n g facil i t ies and services wit h in tine District  for h andl ing  amid can itn g
for pets , imnc l u m ding  amnima l  sm elters, aninnal  hospitals , slog and cat kennels , amid pet shrops.

e. t . ’ n m s ( e ’n t i ne direction of the Supervisor : Personal Services/Clothing:
( I )  Coordinates wit h tine Deputy Supervisors (‘or Pet Services in ot iner  Districts Iei

dete rmine all existing resources throug h out tine County for tine p r o t ec t i s ) tn t iu i el ctur e ’
o f pets , a nd to develop mutual  plans and procedures to assure tine m ost pras ’ t n c . m H ,
and equitable use of t inose resources for the protection and care of all “s’vt u c t mee ” am i d
“reside n t ” pets in tine Co um nty ,

Fvacuees can he expected to bring •‘f~ n ily pets ” wi th  m m c m i i  when an n m v n n m g  inn t i re ’ u t - il  m m c l - \ i ! I i c  c i c ~

nine vast nsajority of pets will , und oubted ly ,  he d ogs and c tm ls , n n n , u m mv m m m i n e ’r kuns is ci t  pe n s i n ; c m m t u i  u i ’ ; ;  he s’X~~t ’ s c c l  -

inc luding b irds , chickens , rats , mice , hamsters , gu inea pig s . fi si r , - i mmtmk e ’ s  and t u n Ics . I I i ; ’ u n n t i m m \  ; ; 5  d i e ; ’ m rmumn n h e ’ ms
m.uf pet s wil l  require the establ ishment  of policies and procedures to g u uv e rmn mm cm p r  i n e ’ c I i ;  ‘ mm amid s mn e’ , p l u m s  n I l ;
p n u c v m ’ n ;; un uu t  appropr ia t e ’  facil i t ies Ion the n n a i mnm ena n i ce  c ; f ’ pets se’p , u m . u t s ’d f n c mm r t hus ’ m n u c ~~ n m ; ’ m s

is not l ikely  t ina t  space below t Ine Dis t r ic t  Level wm li  he re quired t c c r  m i n e ’ nm i . mn , m g e ’umn e ’mm t of h’e’n ‘c c c n i a l

Services and Cloth ing fumnc t i u in s  in all Lodg inng Sections. 1 k  I n D e p u t y  Si m p c ’r s  u s c c n  s~ i i i  d et s’ nnmimmn e ’ I r i s  tre ed 5~’i
s u l s  Ii - i p .ms t ’  ha ,sesh on the mui gni i tude .  the  geograp in u s ’ r ungs ’. a n t  u u t l r s ’ m t i c  i c r - i  he ann ig  c n n  h i s  c c 1t ; ’ i , u l  I c  c i i ’ - nmn t I n t ’
r c ’s l c s ’ u t nve ’ Losl ging Ss’c’t n c c m i c , un i t  t imr o ug bn nu u t  t ine  l ) i c t r r e t  as .m w I m c c l u ’

1 51)



2) Coordinates with  the Depu ty Supervisor: Lodging d cdl t m . ,  A s - i i l t j nn t  Su p crvi ’ .ct r s
(‘or Congregate Care and Reside u nt ia l  Areas to:
(a) Clari fy amid impleun n e m nt  policies amid procedures for tine care of pct s  h e l o i n g i n i . i

to evacuees lodged in Congregate Faci l i t ies  amid Vo luunteered Residences.
(b) Acquire and nnodif y space needed ( ‘or t ine  ope r at ioun of Pet Shelters  inn Ctimn grc -

gate Facilities and/or o ther  l’ixeel h’aci h i t ies  in the  Lod g in g Sectio mns amid Rest
dential  Areas.

(3) Coordinates wit ln tine Assistant Manager ( on Operat ional  Liaison to u n t m l i , c  suppor t
functions oh’ the following services:
(a) Resource and Sun pp ly Service (‘or construction , repair , or mn odif ’icat io ns oh ’

facilities for the protection ann el care oh pets ; (‘or t i re  acquisi t ions and u n s t a l l , n n i ’i
of special equipment  needed (‘or the operations of ’ Pet Shne iters :  for , as m n e ’ce ’ -is , r~
tine procuren sent of pet foods and otl ser supplies e - i s c n t i t i i  ts )  the  protect io n , c n i c l
maintenance of pe u s;  and for collections and disposal of ’ was te ’ r n n a t e r i t i l s  a tnsi
trash ,

(b)  Health and Medical Services for tine estab l ishnnenn t oh ’ h nc t m l t l t  arid s t m u i i l . i r ~ ‘ . m , ; : i d t i rd ’ .
required for the care of pets in Congreg ;tte Facilit ies , p r i v a t e  re ’s re lc i n c e ’s , ‘ansi

Pet Shelters , and for cont inuing h ea l th  t u c~~ sanitary super v’ isio mn of all suuc h n
(‘acilities in whnich pets belonging to evtncuiees are ma in t a i m ne d ,

(e )  Fire Service for the estab h is innie u nt  and m aim itenance of fire sa( ’ct~ s ta mn dard s  inn
Pet Shelters and other facilities (‘or the care of pets.

(d) Public Safety Service for police su rveillance of Pet Sm el ters  am id o t he r
facilities for tine care of pets.

(4) Coordin iat es wit h the Distr ict ’s Assistant Maniager for A d n n i t n m s t r a t i o u n  ti l l  mu i a t t e r s
reh ;nting to fiscal management  and accoun tab i l i ty  in the  es t t n b l i s hn mn nem s t  ami d enpe ’t ’ .m t m o m l

of Pet Shuelters and otiser facilit ies (‘or tIne protection amid care of pets.

f. Ob ta i m ns  qu m ah i ( ied staff throug h tIne Deputy Sump er v i s or  for P er s o mn tn l  Se’r\ ice ’s ( ‘i i ; l  h i ’  ansi , e~ i

recruits  qual ih ied persons to staff Pet Services tnt t I m e I ) i st r ic t  timi d I st sI~ n m i g  Ss’c t i o uu  he ’S e i

anti , tns required . to staff Pet Sm elters and othner  f ’ac i l i t ies  for t ine  p ro tec t i sn u n  tinsel  c are ’  s t l

pets inn Congregate Facili t ies and/or oil ier f i x e d  f ’t m c m l m t n e ’ s in Lodging Section s a n n u l  R e ’ si-

dent ia l  Areas. Also , provides o i s — t h ne —jo h i t r s t r u n c t i o n  atne! gsni e i t uu nce  r e l tmt in s g  to p s t l n e  me ’’. tm nr h

proceduires governing Pet Services, *

*Q u t n I i f ~e, el persons such us s - enc rmrn t mn i a rm s  amid s’e’le ’m i n m a r v  , i - i - ils , mnmi\ an d I re ’i ps’ m ’ -i in tmmn im nai Im; ’c ’ ; in , ils

mii am ra g er s  t umn s l  s’mmn p loyees of ’ d um g tumid e’t mt s h e l l e r ’ . . nui t u m 1 t u i ~s’r s amid e’ n n i p i ; ’\ es’s u c h  t m nrn nia l  su ie ’I m s ’is . c l i  Is i . i 1 ’c i d  n t i s ’
i l u m m i t m n n  S c ie ’ r e ’ i\  m m md o t i us ’r  t m nninn t u l  p n i t t e s ’ m m o m i  c c r e , u n i u / . u i  i; ;nl-i aurd  g u u u m m ~i-i , m m n , u l l . I i ’ s’ns  tm n d s ’ m m n p I eu ~ s’t’s c c l pet s t i c c p ’ c

ann ul uutbre ’r qu tu lm he e l ps’rsu cmi s sm nc in tn -i do’t amis i u u t l u e m  t u n n m n i n . i !  m r t u n n n e N .  i l u t e ’  g rou u u n n s ’r - i . ami d e hi ; g  and e’t mt  t u n i c  c i ’

s l u c t u i l d  he re ’s- i m n m n e ~st r u c m m m  ihe s’s ’t is ’mne e  tu n n el r e s ndcmn l  pop mml m l i u u m n  t m r  t i l l  k e ’~ i c ’ . l i m c u u i

(‘uc mi m m mme ’m e ’m . u I mi d t i c c i l ,  ; c m m n m l l c ’ n s  m l  pet t i c  i h i i i ; ’-i , u m nu l  si ’ i V i c ’ 5’5 w n l t m n n m  i l k ’  I 1i~ i m n c  t i r s c m n l s t  he’ m is
,uI ; ; nun ’ w un hm ni me ’um m mn .mun ,m gs ’u miemn t ,un n~l u p e n .m n  mmm c ‘ t i , m h h s , I n t o  t ine  l ) n s n n ms ’t ’s P~’ n Ss ’ i s  Ic ’ ;’ ’

~~i i e ’n e’ I s’ , u s n l c l e  , (ti n t  h e ’ d ps n si c i i ’ .  ‘c i l i c u i l i t  l ’ s’ I c ’ c i i  n es t  b m u u n m r  ) r g t m m i u / t u m  n u ’ n i . u l  I ’ !  c c l i  s ci m cl ii s i , ;  I l i e  m hm m mc ’s

sen sin g nmi s’ m m ul te ’ i s c c l  I Iue ’i I ‘ m c  i m p s .

l c m m

__,_ _~__,_,;_ _~~~ _ .~c ._
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l 1 s’ n s e i t n a l  Se’rv L’ s’s ( f e l t  i u u m n g
I Dm st  n d  I e s

Personnel Positio mi No. 62

ASS!STANT SUP E R VISOR:
CLOTHING PURCHASES ANI ) SUPPLY *

a. A s s i s t s  t ine  l ) ep in ty  Sun p e ’nvisor: ( ‘ lo th i t ’ng to disc mrang e his r e sp ons i b i l i t i e s  tunnel act s as

tin e D e p u t y  S i ips ’ r v i s u i r :  C l o t in i n g  its t ine ;t b semnc e ’ on l n l d ’tn ~~t ie m t ~, oh t h a t  ot ( ‘u c s ’ r .

I ; . t i 1  de’r t ine ~onpe ’ rs’ i’,m l i n n  oh ’ the  Depunty Sun p s ’rvi sor: ( ‘hoUr insg:
I Wi t h  tIne ,c \ ssmsl t m u i t  S cm pc’rvm so r (‘or Usesi C l o t i u u n n g .  e i e t e r n nn  n ines  an d cOs t! i i u m n a t e s

rs’ s l u u i r en n e i i t s  th ’u noug hn ount  t I n e D i s t r i c t  (‘sir beds . s’ O I s . h e deh un i g .  c lo th  m mng.  tunnel  o m l i e n
dry good s, im ic l L i sh nn g  t ine specific unee sl s ot Speci tu l  Care ( ;r oun ps . ( ‘ii u igrc ga te  i ’as ’ i i m l n e ’s .

M as’. Shel ters . an si m n t h e r  e’ n n l c r ge ’mnc y  o p c r t m t m n g  cem iten’ s .
I 2 i  ( ‘ou , t r e l i m n a t s ’s w i th  t ine  l ) m s t r i c t ’s ,~ ‘e’~ns t t i n t  M , i n n ie ’s’ r for Ope’rti t i i t n i ; n l  E .n , o s ; i r n  in t i e - i  c i

opim ig p l at is  tu n is ! t~r ocesiun nes wi th  t i n e  Rc sc iu nrce ’ a mi d Su m p p ly  S e n ’s cc re’ l tuh imn g to:

l .i I ‘I ’l n c t uva i l ab i i i t  of ’ un ew c l i i m h n i i n g .  beddinig  m m ss i o t h n e ’r e’sss’ n t m a l  eI r ~ e’c’ot s i s  I ; !

purchase  or nes l u ni s i t iO t i  by im i divi du ma l s  auss i b ’tu nnn n i i s ’-i ti E re E t u i l  s I c  t i e ’ s o m th nsr

ount l ets .
( h i  l’ine pni ~ tr e mnn e tn t  of hee ls. beu i eh un g .  .unsI , ; t ln e r  s1r~ e ’ i t m t c b s  c’sss ’ n n h t t m l t s t  I I n s ’

e) pe r a t ion  of special c t m n  s’ f ’t n c m h m t i e s .
c) ‘line procu m r e mn i e ’nit  and p o s u t i o m n i t i g  c i  , i v t n u l a h i s ’ ce l t ~~. 0, 11 I C e ’ s-ic ’s, he’s l d m n r e ,  i l ls !

o t h e r  dry e ’omi s l s  us ( ‘ on i e ’ r e’ e ! , i le ’ i’ ne ’ i l i t i s ’” tunnel  M is ’ S l i e ’l t5 ’n

u 3i (‘oo r t l i m s:m t c s  w i t h  ( h u e  D i s t r i c t ’s . \ s s m s l , m n n l  \ 1 . i i m t i e r e ’n f o r  A c t n i n m m i m s t r a t i s ’un n n i l  t h u s ’ s’ s I , m l ’  t u s h —

nn c’n t ;ind n n r t m i n l e ’ t s t mn e ’e of oh ‘me i,ni ree’sirds t t t n d  .ie ’ e ’ i t u l n n ts  suf  f n n n t m r n s ’ r tu h  t nam n s , i e ’ tu o n ’ c

tunn e l I lie comi i mii i tnn n em i is i m icu i r re th  inn t he ’ pr s i cun r s ’ n n n e m i t  c i t  1 ~s’ sls he d uh m ng . c l s i t  in i i i ~ ..

timi d m m I h m ~’r s In  good s.

c. (‘u t orelnni .i le ’” sv’dl n t I re  , -\ s m - i 1 , i c i t  Sun p e ’rv -ion (or  t s 5 ’si ( ‘l ; i t h r i n i c  inn t ine ’ reu ,’ r t u n t n i u s ’ nn t , tm - i

n l s ’e’s’ss , m n ’ s oh ’ ; i u i t t h i f ’ied l n e’ r l ; n n s  h i ;  s l t i ( h  ~‘ j m t h h u u n n g  h u n n n s ’ t u o n n s  ;mn ns l t i n e ’ Ph i ’ .  ‘cr1111  c c i  c~~i I~ i c

oh m n n s t n i n s ’l m i ni a n d  g u u t d t t m i s ’ e’ .

* I h i ~’ I )c.’ p m u n s  Sui ; t e ’i ’v r - i u ; n  l’ui r ( ‘ l u i t l r i u r g  in i g mvenn  R eee ’p l u u ; n i  ( . m e ’ i ) i s t  m i s  i unn~uv in nn n tm\ ’ mi ii Ii.’(pli rd ’ .ini

\ ‘. . i ’ . l . i ; m h  ~ i m ; ; c ’n s ’ ms i ; m  b i r  ( ‘ l c t n i t n m n g  i’ i i i c ’ h , i ’ ,;’’, tumi d S i i 1 t 1 d i ~ I i c ’ J ’ c ; ’ c i n m u c ! u  ‘, I i u c i u t u i  he e’c ’m u l i h i ’ ci me ’et u ’muI ~ mi t h u - i c ’

sm l i u . ; i u i ; i m ’ .  ssh ; e ’ne ’ r e e j u m r s’nims ’ n t l s  c c i  s’ t o t h i i ~~c ’ . h i s’i l i l n n i g  timid c ’ i h i ; ’n c l n ~ e ’ ; i ; ; ; l ’, d r i l l  ‘ n min t ’ pr u c hl em i nn i  c t  p i c ; s  I I I ; ’

nn ie mm l mmmcl u h i s t nm hn m t n uumr n r c ’ lte ’t,;t nus l tire ’ c . m p i h i i l m l v  i i i  t ime I ) i ’ i t i i i \  Sup e ’ i v m s ’ c r  I ; ’  u n n t m l l . u r ’ c ’ ~~i i i n u ; i i m  . u - i s i - il . m n n ; s ’

m n n m i m n g . hi WI ’S; ’ . ‘.h ;mnh ;I , m b l c  c~~ hcu r I i ; ’ ,c;~~l b c nl lv  c l  m m l i ;  h e ir n i t  md. d un n nw ,- n sm ’ me lo; un nu n ; t mu lc t ic  “ c i

m u ;  k s’ u u n u i n t t u t m n ’ c , c tu ’ s e l c u j t m n i g  rc e’sls h i ; n  s, l s c n h m m n g. hs~ l c b i m i i ’  tunnel  cl i r er  ~h n s  t’ ; u u u d - i  ‘i t ;  ‘ i i i . b  cu r l ’ ; ; .;’ r n n .m n c ; r ; ; n c , ; n m i

.ml m c ’ n i , m l m n td u u 1 tu ’ u , m t u u nmm , mI n cquuu u’mi n;’mml s .

l t ~ I
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I .mb les of ’ Organ izat ion Rs ’ e’ e’ p t m i i n i ( ‘,i i s ’ Job I )t’ ’cc I i~ I i i  i i i

Sc ’ s t m ; u m i  I I  I’e’r’ eu m m t n !  Se ’i i 5 ’ s ’ s ( b i i t i n u u n g
i ) i ’ .m  ruct  Level i

Per soinmi el P os iti on No. 63

ASSISTANT SUPERV I SOR: USED CLOTH ING *

a. . -~ ss i ’c t s  t ime  Depun ty  Su nps ’rvmsor :  ( ‘l ot l i ing to sh’.s’ h i t m r p ; ’ Ink rs’ s p o m i s n h m l l  I i ’ .” .

b A 5 ’ ts t i s t i ne  D e t n u n tv  Sunpe ’rviss ir: ( ‘ l o t h r in e ’  m m t h i s ’ , i l ~ss’ n ; e’ e’ or l uns ’tn;tas ’it\ mit I l i e ’ l ) ~’;’ ’ c l \
S u n l n d ’rv ’m ’cor: ( ‘ i o t b n in g  ari d t i r e  .~~s,s i s I . i n t  S n i h i s ’r v i s u l I ’  i o l h u m m ’tg l 1t i l e ’ h i a’.e’ s t m n r s l  S u m p p l ~

c U ms shs ’n tine su mp envi si e ) m s oh ’ t Ins ’ Depu t ty  Su pe ’rs is ;  i n . ( ‘ i o t l u i i r e n
( 1 1 W n t h r  the A s s m s t , i n i t  S u mp s ’ rv i sor ( ‘or ( ‘ I o t i n i m n g  I’ l i C s ’i L i s e ’s tinsel S t n p p l y ,  el e ’t c .’ n m n n i n r s ’s t u mid

c o t i r s lum n ; i tes  re ’ q u n in cn r re ’nn t s tin noug h n o ut  I l ie  Dist r i ch  f o r  he’s!s, ~‘si l -i. hs’elsl i i i e ’ ,  s i ;  l i i i

amid o t i ne r  t iry g o m ; c l s , m n n c l u d i u n g  t I n e  sh l e’c i ( ’i c uns ’e’els s i t  Sps’ci t m l (‘ ti re ’ u no u mps . ( c h i C l e ”

gate Fas’ i h i t i s ’.s. Mtiss Sh u s’lte r s , arid ot icr e’nnns ’ rge’ nn e ’v snpe ’ n t n t i u n g  ,,‘ s n n t e ’r’, .
i 2 )  ( ‘ot’n r t h m n u a t ~’s vs h I m  t Ine  i ) r ’ . t r i s’ n ’s ,\ss m ’ sI , m m n t  N l , m n i t n e ’ e ’ n h r  ( ) ps ’ n . m t m o n n t i l  l , i t i ; s ; i n  i t s :

~t I )  ~~~~~~~~~ ib is ’ j ) s ’ri mf l i f l s ’i . s’s~tfl J ) 1tin ,,’fl1 and b. i e ’ i l i l i ; ’s i t t  I b i s ’ .c \ l l l ; ’l c i i i  N , m i i m n n t u l

Resh (‘Cu ss, t I r e ’ S a l v t t fms nu n  .- \ r i l l \  , ( s i s t e I ~s i l l  l m i e ! i i .’ c t n  i s ’’. tinsel o t l ne ’r 5 ; m c . i : n i , ’ . i I m s n t n ~
t n e ’ e’ m i ’ c l i ; n n n s ’d m u so l ie  l m n n m g .  i i  t l s ’ e ’ ss~~~g, , l i i s t  s h i s t r i b i n t i  in ~ uus s ’eI e’ l i ) I l i  al e . b i s ’ s h ; l l  I L ’

ann u l  u i h h n e r  e’s~e’ m i t u t n l  i t e m nn s .  I

( L i ) I t u n i n g t i re ’ h l s ’ a l t l n  t imid \ l c i h c ’t ml Sc ’ i \  l e e ’ nun tIne ’ e’sI.ulil is in n ue mnn t mm n t (  i n n . i n m n m e ’ n i . u ’ 5
oh i m e a l t i n  , :ln d ‘ . a i i m t t m r v  sm , ~n : s l t i r s k  its t i n s ’ colle~ I i i i ,  p m ’ c i e ’ess i l h i : , t m m n sh s i i ’ c I  t i l t ,  i ‘

m u (  t nse’s i s’Is t l n m i n g ,  he’d s b n n i ’ ’ , , tunnel  m t m h u e ’r dr ~’ i ’i i ~~m i s .

I s ’)  t. J t i l i i i m n g t h i s ’ Re s su uu m ’ s’ e’ ~umn ei  S a i ; h t t ~ Ss ’r v c e ’ s’ (‘sin m n : I : n s l t u ; r m . i ; l e n t i  i nc h  c u r l i e r  c l l j b I c i i  I

Se’r s m s , ’e’v esse n t ia l  Id  t b n s ’ s’olls’s’ t iOnn , P i l i e e ’’.smnl , ! and d n s t n ’ i h u u t m o u r  ob use’u( u l i m i i i . ’ .
hedsi in i g amid ot h u s ’n i tennn i .

( 3 )  (‘oord i mn a te s wit h tire ’ Di s t r i c t s  .‘\ss m s l , u m n t  \ l . i n n : i e ’ s’r f i n n  , \ c l i i l m l n t ’ c l i  i l  c a ’  mum t h i s ’ u ’ si . i l i l i s l
mine ’u i t  tinsel n n i t t i n t e t n t u n n c e  of s i b Inc mt il recor d s a n d  .is c m i i i  I l l s  ; i b  111 ,1 i i .  i .u i  tumid ol l ns ’m 5 u  c l i i ;

m m nenn t s  m m ns ’un rre ’sh in th i s ’ c o l l e c t r o u n .  v~r m n e’ l ’ ss u m n g .  t un i s !  u i u i n n u l i i n t i o m n  u I  u s e ’ s1 s’ I s n l I : n t t e ’ I i c ’ t l . l l i , e ’

annul  o t l mer  h e i r - i ,

ci (‘uc u t r ci nm n ;n ti ’s s~n t i r  time ’ , \ ‘ . ‘ .m ’ . I ;u n s t  S m i p e ’ i s i s i c n  ( ‘h r  ( I ; ’ i h i u m i e  h i l l ,  ~~~~~~~~~ . i n I S i i i ’ ~~c b  n u n  tt ic ’ is ’s n o t

m i rc’nt , tm - i m m c ’ s e ’ s s , u I \  , m i f ( l u m t m h m t i c ’sI l1s ’n ’sun l - i  f u n  — m i t t  l ; t l l m n u n g  I : , : , ,  i i c ; i m s  , i c i , l  l i i . ’ I I i ’ s  ‘.11 Ii  , u i

u m n m  t l i s ’ ’ t ml l i  m n n s i t ’ u us ’ l n s t n i  m m m c l  g t u m e i u n i c ’ s ’

I us ’ riced t in t unss ’mt ; I c c i h i u n i g .  hs’dd nm n g . , m n i ; l  o t inm ’r ; i rv  ;‘d i c O k  lV ; c ui I l i  b ’ s’ ;‘\ i c ’ f l i ; ’l\ Im nmmum e ’;i h I ’ , c c  I

u h i i  c m i ’ . i d  crisis n c b c ; ~ u i  l c ; I i  i l c c w e ’s ; ’i , il ne s;ul us ’u tt mtnu u un tm ur e t . u l l u u t n n n c m u n  oh ‘ ‘ cm ‘ c~ c I c c i l i u n i , ’ ; c ’ c l c t i mn l ’ . . , r t t , , ‘ i . c  I I t

,, i c i i ) u t  tce ’ e u u u m m u ’ n u e ’ e e ’ s ’ . , u r S  , mu s e ’ l l , m n m r  ‘ . u ;ll,mlr; ’ ni , I ; ;  urr t ’et t t , n - i i e  m n n n n m n r l n u m n n i  nc ’ q n n n m l ’ n u nt ’ n l n  , i . ; i  i i ,  ud.uni ~ i c  , m i , ’ ‘ c c l

c h u c t i n i r i t ’ h eddumi g .  u n it c i m  i u h m e ’n ;‘‘cs u ’ n u i i , u I  t ennis  , u n e  m m c c i  t m s , i m l , m l c ; ; ’ c c i  ~i l l ,  l i . u ’ . c ’ i ’m m s ’s t l m m s m n m c c n i

h ’ b . i i i i ; i n i ’ ‘ . l u c ; u u l c l  , m I I ; ; c ,s . mI s c ; , c m  t h i c ’ c c ; s ’ c l b c m l i n c i ‘ 1 mnmn; ’Is ’,mi i l l , ; ,  k s h i ; t n n i : ’  cnn - in - i ‘Ic c m m m c m  t n  he -u ‘i c l i  1 . 1 ,

c ; m i , l i i m ; c t i s . t i n s ’ sum;mmmun t ,~ 
c c l  ss ; n , l ; c , l c m ’-i . ‘;‘ c l ; l i n i t ’ , . u i u ; i  c ’ t ii( ’r c ’sc cs ’ n : t r t m l  m le ’ n n n - i ‘.5, 1 1 1 , 1  t ) ’ c , ; i d I m ’ t m ;  i m n i ; c c c m l . u m u i  ‘~

i u ’ i , , ’ ; c  ‘ i

c ’ c d n i s l c t s ’ t , l i i c ; n m

2
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‘l’ah hes of Orga ms izations Rs’ce ’p l m o u n  ( ‘are J o b  I ) ~- ,, l i i i ;  c i i

Ses’tion h i Per se ) mn a h S e r v i c e - i  ( ‘ l i t t h i m n i e n

(i) istri ct I .e ’s e l )

Personnel Posi t ion No , 64

ASSISTANT SUPERVISOR:
LAUNDRY ( ‘ 1.1 %NJNG SLRV I CE S *

~m. Assist s  t ine Deputy  Supervisor: Pe’n o nn n , j I ( .nr d ’ Se’n’rce ’s to discharge Iris r e s p o m s s u h u l u t i e ’s
anti acts as t ine 1)eputv Snup erv isor: Pe’n som n tul  (‘are Se r v ice ’. inn the t mhs e nn ce sir nmi c a p a c mI ~
of ’ t ha t  officer.

h . Under the su npe rvn s m o un  sn t  t i r e  I)s’ p n u n y  Su pe’r s ’ i s ; m r  Pen somnal  (‘tine Ser s ices.
( I )  Coordinates wi t h  th i s ’ l ) m s h  r i c h ’’. As si s t , m n i l  Sn ,upe ’r v u ’o r s  for C; d h n c ’ r c a t l m e’ ( ‘ar c ’ ansi

Residen n tia i  c\r s’t u s i i i :
I t u )  Su nr v e’ v m n n e ’  hau nm n e l r v  tinsel c leamsuni g  f ’t u c i l m t m s ’s ami d ss’rs ’rs ’ e’ s t i s t m u l t n b l s ’ l e t  r e sm s ic ’ n n n s

tu ns l to e’ vae’nmes ’” , lodged w i t i n u n u  n hne  I) i st n d .
h )  i) t ’ te rns min s in g t ins ’ mieu ’sI ( ‘or a e l s iu t ions t i l  l a uusd ry  aunsi s’ l e a m n m n n g  h t m e ’ n l u t u e ’s ti t l e 1

se rvi ce ’s to f ’unl lv  nneet  t Ine haste m i n i m n i m i i u m n n  re ’; I l u I r c ’ ! n i e ’ n I s  ( i t  l i m ; 1 i l  e ’S , m , u i e ’e’’c

and residem its  of tine E)istrict.

c) P l t u m i n nm nn g  and deve i opnn ig  proce ’elu nre - i  ts ) tus sm nre ’ t i ne  c’sl uital’i ~’ , n l l m u s 1 mu ~nm ,i~ ish

use of ’ l aundry  arid c l e t m m n m t n g  l i e  n h u t n s ’s an s ei s e r v ice ’s ,i ’ , m j l . m b ’ b t ’ I i i  e ’ , m c  l t e  c ’ ’ m i n d
res iel s’m rts  oh hi re  I ) t s t r r c t ,

( 2 )  Coordi mn ates ( w i t h  t ine  I ) e p i n t v  Sup ers issm r  f o r  S~~s’ e i . n l  ( are ’ ( , m ; t l l  s i  1 1 1 ,1 :1 5  , um n ci

act io n s l i t  assure ’ the p rov i s ton n  sit ’ e’ s’.e’ n m t n , m I  h a un n ss h rv  , n mi u l I~’ . i m i n n g  f . m ~ l i n e ’ . a n d  ‘‘r
services f o r  persomn s lodged nun Spe c m.d I ‘an e’ I , u c n l i t i e ’s

3) Coordinates w i t h  t Ine I ) is t rm s’t ’s \ ss m ’ s h . u n n t  \ l , u i i , m e ’ e’r I cu r  ( )~~c’n i t  ionna f  I i . m u s c  ni

( a )  U t i l i z i n n g  t ine Reso mm ns ’e’ tuni c! Smmpp lv Se’rv u s’s’ (sin

— Procur ennnemnt of e’s se’ni  t n : m l  I . n m nn n s I r s ’  ami d e’ l e a rs u mn g su~ ;p i

— (‘ss n s t ru i c t i s n n i .  re’pt i ir , or n n i m n e l r f ’ie ’at u s n n n  s m (  I~u n n n msln’v ,ur re l  . l e ’, u m n u i n g

t’. i c i l i t ie ’s.
— Ac’q tn i s r t io n  tum ns l i mns t t u h l t i t i t i m s  01 s’s’.s’i n tt tn l lami nlel r \ m m m l  c ur ~‘ Iea nim nng

e q u m p m n e ’t nt  mis (‘on gre’gt u te  l.si s l ~~i Im ~ ’’.. S;i e ’ s’ i t n l  I . m e ’ I i c  l i l t  me ’s. m u d

o t lre r  I1en som sal (‘ti re’ ( ‘s’ m n t e’rs ,
— I) s’te ’ r n n i i m r t u t i s n mi t u nnel im i ip ie ’ m n n e ’ n i l m t u o n i  n i b  m t 1 c e r , u t  I I I !  re’s t r u e  I n h m m n s  , u l l ; b

n t u t i o u n u m n g  p o h i e ’r c ’ -i t imid p rs ne ’s’ s h m i r s ’s govc ’ rminmn m. ’. i i ’s ’ miss ’ of v ,.ile’i , ‘.e s s  ‘m is ’;’

-i ’s s t e ’rflS , power t n n s d f r n e ’i s l i p l h l l i ’ s , or o t h e r  h i  n l n t i e s  . m n n u h  sen’s t e l ’ ’. i ’ l

I t i u n i s l m  ~ tu tn ml s’hs ’ t m m n m n n a  p un  r p m  We’’..

*TImc l)e’ p m n m v  Sun h i e’n v i s c ; m  t ; ; r  I’s’n’ e u t n i t ml  ( ‘, m n c ’ S; ’ i s t s s ’s mur .d ‘ V ; ’ R s ’ c i ’~~’ i ’  i t  I i n c  j ) c ’  l i i ,  I i nm . us ,i u nui , u ~ m c c c i

i ; ’ c h l n m n e ’ , m nm .‘\ssi s l , illl S mu i t e ’ I s ’ m ” c i m t u r n  I , u l m n l , l n s  , m m m d ( ‘ b , ’, u r i i t i t ’ Se’;’ I ‘ ‘ c  l i i  I c c ; l n I c c m i  s i n c u u m l d  ( c c . e ’ s n . u b ; l n s l r e d  ‘ t u b s  mum
l i m i t - i t ’ s i n u m . m l m ; i n n s  wlie ’re time ’ d m c t s n - i i ; i n m  c i t  e’ s s e ’ n u i i , i b  l t u u n u n s l t v  c c u l l i n g  I nc  r lm nmu ’ s , i n: c l d ’ i t ,  t’s is ‘ u ’s ‘ m m c l  n m , ’ e ’ .m lc .u
h n l m t ’ i ’  ci time l)e’ I t l n l v Simj ie’rvns ;;t tm l n m h m m m , u l ’ c ’ ss i t i m u i n n t  , us i s i , u n m d ’ ’ ,

l l . u m u m u n n m l , i n c u sd / b ’ s e ’l  , s i i c  ‘mild i l l s  ‘ii, ’ f u n  t int ’  ; c’ , s m b i i l  i t . ; ci  i t  i s  l ; ’.ui  , i l l , u ,  I.. ‘ l i l t  l i l t ’ ; i I ’ . i S  meld ,5 un m c c m l  ( ‘ ‘1 ,1 il - u ,  I’.
ci nch l i i  u r n - i ‘it’enuuld m n mm r nmcsm ’ u um .m l u i r u dn t ’ , n m i n / , u  I n ccm n . m l .n nn c t c ;

~u;’m ,u lii m u  m ; ’m l unnu ’ci rc ’nu i inn ‘ b i c  ,urm’ .u

I i i  ~



(b) Utilizi n g the 1’Iealth and Medical Service (‘or ti re establishment ami d n m n a m i i t c t ’  c c

of healths anti sanni tary stanidards in laundry and cleansing facil i t i es.
I c )  Ut i l iz ing  the Fire Service for tine estab l ish nme n nt ansi nsa inten ance ; u t  b ; i c ’ 5,1 I s  I~

s tandards  in c leaning and laundry  faci l i t ies .
(d)  Ut i h i z inn g  the Public  Service Service for police survei l lansce of cen t ra l  h t m u m u u s l i s

and cleaning facilities ,
( 4 )  (“oordinat es with tine District ’s Assistant Manager for Adm i n i s t r a t i o n  iii t i r e ’ sh a h ; ’

h is hs n n e ,n i t and maintenance of official records and accounts oh f inanc ia l  , m mru i  m i l i r e r
co m n n mitmn i ents incurred in t ine organization , operation , and pr ovns ion h i ?  I a u n n i m i i y

and c l ea mi in ng facilities and services (‘or t he District.

e. Recruits , as necessary , qualified persons to staff laundry and cleaniu ’ug se’n’mce ’~ at th is ’
District Level and , where required , to st af ’f laundry and cleanin e faci l i t ies  ansi sem ’vu ~

cent ers. Also provides on-tine-job instruction amid guidaisce re l at m n g to Laun n d u ~ 
,i( ’i c a m i ; ; c e

Services policies and procedumre s.

l (c4



.

‘rabIes e)f Orga nizat ion Reception / Care Job Descri ptions
Sectioms U Perso mnal Servuce s (’ lom hnn ug

(Dis t r i c t  Lev e l)

Personnel Position No. 65

ASSISTAN T SUPERVISOR: PERSON AL/CARE SERVICES *

tm , Assists tine Depsuty Sumpervisor: Personal Care Services to disc h arge his responsibilities.

h. Acts tn s tine Deputy Sumpervisor: Personal Care Services in the absence or inca pacity of
hot l i tire Deputy Suiper visor: Persomna l Care Services and tire Assistant Supervisor:
L a umn n dr y annul Cleaning Services.

c. Un d er tIre  supervision of tine Depuity Supervisor:  Perso mnal (‘are Services:
I ) (‘oordinates wit h  ti ne District ’s Assista u st Supervisors for Congregate (‘are a nd

Residen stial  Areas inn :
(a) Sumrveyinng I t mv ,m torv , bt nt h n i m sg. and ot h er Person tu l/ Care facilities and services

avai lable  t s) resit i enm ts and to evacurees lodges! wi th in  the  [)istrict.
(h )  De t e r n r r ims imn ~’ t ine ’ m iee sl (‘on t i t i d i t i o tna l  lavatory aisel hat i sim ig f aci l i t ies  to h’uu h iv

meet t i re  h i t u s m c  t m nimni n i su nmns  r e quirements  of persons lod ged in n (‘ongrs’gtu te’
i’t i c i h  m Ins ’s ans d nmr vols it i teere el  re s m e te ’ m n ces , **

Ic )  P lt un n n i nlg an d m he ’se ’ h m ~~r mnmg proc’s’e iur e ’s . tus requir et l . to tussure t ire  equn ta ~
, u h l c u s  m l  m i n i  , u i r d  n m - i s’ s) f I . m s  .mt s r rv . b a t h i n g ,  and other  Personal/Care fac i l i t i e s
tumi d -ie’r s is ’ s”. is . m I I . u t i l e ’ ho  e’v ,m d i i s ’ s”. atnd residents of tine Distrie ’t.

t t m s , u l c c m ’ s  , m nim l h . u n t u i m u ~’ f.m Ole ’s .m lc t Ire p nmi m c ip tu l e ’ .sem n ni. n I  r e s l mu mr e umn e n n t s  inn nine h i rov is momi o fP e’ r s m u n i t m l 1
t d i c ’ c~i Cn c . me es Omh er 51, . c t  t m s i c m i . i h  ( in c Se’ r ’iie c’ sume ’hm .ms l i r c u s u .’ p n c ; s m s t e s l  I ;~ h , m n l c e’ n i c l i c i p ’ .. bi e’,u i u l ~ stul onr s . ammd
bic ’j l n h u  clubs mis ’ mm c m e’.se’ Iin i _ i l I t i d l c m  c ’ m m l e’ r u ’ e m u e ’~ c , c n m c l i i i c c n i s  hm n t u.’amn aci d to t ine  nmsuuu n ten I t uumce  elf m m i c u n , m l e ’ I ’’, 5scmnmr m ’

h u m m n n g  I i ’  t ime t ; m ’ n s u c m l d l  . m m i pc’, m m . l m k t ’ t u nne l l i e  s i c  ml s mc ’l l heun mg c u t  n e ’s u ; t e m i m ’ c anu s! r e t i n L ’s’;’s , u l m k e ’ %Vh ic ’re p r u e  m o - h i s ’ .
un m u i e r  t im e e’ .S r ’ . n u l m~ e’ IIuu ’IL ’;’ Ilc S c ’  ‘ m i , l i l t c c u i s  m m m i i  c c l i ; ’ r . u t mo mi a l  r e - it  l i s t  i c i m i s , sucir c o n i r n i n n n n h l ~ ’ t tu s ’i l i l t s ’s t rmnd se m s is ’ s’’.

s h u c c i m l c i  he utm h m ice l  c m m ine  )c e’ l c ; ’ l t i  c i  ho th n Ih e rs ’ tmug ce  .n n md m e ’siet e mrt  l t ; i l i u l t , u n m c i n i  I t  n m e ’ . e ’.stmr \ , t i n c n y pe s  i ; i

5t’ l V I e c’5 s l m m u m i h t i  he’ l mnn u ic ’ct c c l  p r ovid ed i nn ,u sm re t um nih im u e ’ cm b; .u m s m m  order t ; t  c’rve ’ tire g n e ’ . m l s ’ - i l  mim uu nm he r  pmu ss mb le .
‘flu e ’ l ) c ’ p i m m s  S l m I t e’ r v ’ i ’ . ; c n  l c d  l’ s’’ . c ’ n i . i I  l u t e ’ ,‘Se’l s ’m s e s  rum ,m gmve’mn Rc’e e ’p i m c t l l  ( ‘ i i ; ’ Distrm i,’t nmm ,u v sd mn ,m~ mn m ’t

re ’q m ui re  m m  .‘~ s.si sI,imil Smipc’rvu sumr I c  c m I’;’ t ’ c c d l l . u I  I ‘ . m e  Sc’n s ’me ’ e’s i’ c’ i s i c m i , ul ( i n c  t m m m l e ’ I u ; d n n s mn somni e s i n m i t u n r c u m m s  cm u Iel
he cuun i nhmn n e s i s wm u iu thtuse ct  nine I . ; i m i u c l n v  ( I e ’ u m t m m i g  Ss’n ’ i ’ I e’s’-i m innde r c u u m m ’ , c~ ’ . s m ’ . i . u m l I  Sup ;’ m s i s c i m  - AIm ’wam nc. ’ e’ I mir a cl e
I ’u c n  t ime ’ mre e ’d to e st a b ln s i m nine ’ 1u i ’ ’ . i l  m c c l i  ins n l m u c s e  s i m i i . m m m i ’ m m s  w h i ens ’ t I ne p m u t v m - i n u i m t  c c l  I’m ’i s c c m t t m l  (‘ti m e ’ Ss’r sm ss ’’c !cqIn mn ; ’

l i t  ru nmu re  th t i mm n urm n i tul  , u i m s ’ n u n n ; ’ : u  tunne l  e’ I i ; ; t I

** I t sau l he ums suni n e d I h t m t  l , u s . u l c ; n \  amid h a t h m i n s g  f , u ~ n l i l  m c ’s in v u n l m u m r t t ’e m c ’sl n e ’ s ie tc ’mi s ’ ;’ -i w , ; i n l e t  he us .n i b tu b ; i; ’

inn m l i c ; 5 I  m m nsntmu n Lc’ . mu ; u’vtus ’i m e’s’s hcsh geei mmm l b n ;;se ’ rs’sn ;hs’nue ’c’s. I t e’~m mmmnmui he u mmi nmc ’;l th t mf t bm ms w c om nlm h h1’ t rm mm’ m u

s’Ve’mS uii ’ ii ,u nie ’ u.’, iui n st c’vi’r. ,\I s ;c , i t  e’ t mnsnm u m t  he’ assun mnncd t im tmt nil vu nlunnieers’ ut nc’srelc ’m n~ m ’s ‘ i u c ; i m l ; t  i i .u ’i ’c’ .m ; l ; ’ s l l m . m n ; ’
i, us lii es

I m’,c



( ,~) (‘oor tl imna t e s ( wi t in  ti ne [)eputy Supervisor for Special (‘tire ’ Grs n s nps )  i’t f a mn s ami d .me t i c  c c

tm s mre cess tmr~ 
, to assure the availabil i t y of adequa t e lavatory arid bathing 1a5’ ul u t u e s

for persons lodged in Special Care Facilities.
( 3) (‘oort lina tes wit h tine [)istriet ’s Assistant Manager for Operational Liar sonr imi:

( a )  Ut i l iz ing tIne Resource and Supply Service for:
— Comistructionr , rep air or modif ica t ion  of iav - tut or ~ arid b a t h n u m n a  f :ms l it e s

— Ac quisi t ionn and im sstal l at ioni  of essem itial lavator y amid h a t h m m i g  e q u u u p m m m c i i l
inn Congregate Lodginsgs , Special Care Facil i t ies , and oi l ie r  P e r smu ur .n l  t ‘are

Censters.
— I ) e termtr inat io n anti implenrenta t ions  of oper tnt in g res t r i c tm on ns  a m re h

ra t iom u ing  policies and procedures governing tine use of wa te r . ‘.e’w . m g e ’

syste ms, power amid t’uel supplies. or oth er t’aci l i tues  tum i d se’rv m e s ’s

heari ng omi tine provision of Personal/Care Services.
I b ) Ut i l i z ing  ti r e ’ Heal th  tur d Mesiical Service (‘or t In e est a bh is l n n n ent  at’n u l nn’ m a m n n t e ’ m i . m i i e e

oh h e a lth and sanitary standar ds in lavatory,  bathing.  amssi o t h er Specnt ui  ( ‘arc’
(ac iii ties.

( c )  Uti l izing t u e  Public Safety Service for police surveil l ance of special f a v a t s u m  , m t m e i

b at inn sg f’ac il ities.
(4 )  Coorel i miates wit h t h e  District ’s Assistant Mana ger (‘or Ael m nnim n rst ra tm o mi inn tine ’ s’si:ml ’u

h is i nm rs ent amid nniaintenanc e of official record s anti ace ot nnts oh ’ f ’im s a nc ma l  a misi  s i t  n c r

c’o mnr n n s i tnnne n ts  incurred inn t ire es tabl ishment  timid p ro v usnon i  of ’ Special ( t i r e ’ I tis’uii t us ’ s

t unnel services (‘or t he Dis t rict.

u l. Recr u mits . tus nnecess ary. quali(ied persous s to staff ’ Pe rsonaf /( ’are Ss’r vncs ’ s at time ’ 1 ) m ” n r t cm
I e’v ’ s’l amid.  wh ere require d , to supervise an si ns san Central Persomia l Cane f , m c n l l  t ms ’ s t i l n s (

service ceu nters.  Also . provides on s-t lne-job inst ruchions ant I gu u idansce re i t mtn i n g  t sr Pe’r s m l i i , m i ,

(‘ti re Se’t’s ices policies amid procedures.

I t o ’



‘Fables e)f Orga ns iz tutuo m n Reception / Care Job Descriptio n
Section Ii Personal Services/Clothing

( Facility Level)

Personnel Position No, 66

ASSISTANT SUPERVIS OR: PET SHELTER NO, I *

t m . Assists the Depun ty Supervisor: Pet Services to discharge m i s  respon sibilities and tu cts as the
Deputy Sunpervisor: Pet Services in absence or incapacity of t h at o fficer . **

b. i-i responsible for the organization and operation of his pet shelter in accordance with
its assig ned mission and tine policies and procedures estah h isbs e d by ti ne Deputy Super-
visor: Pet Services to govern tine h a n d l i n g  and maintenance of family pets belonging te l
evacuees.
( I ) Tine Assistant Supervisor for a pet sm elter operated wit inin or as an inte gial p art

of ’ a Congregate Facility is under the technical direction of the Deputy Superv isor:
Pet Services amid tin e adminis t ra t ive  direction and supervision oh ’ tine f a c i l i t y
manager.

( 2 ) The Assista ms t Smn per v ’ i s c r (‘or a pet shelte r not operated witis in or as an integral
par t of a Congregate Facility is under  both tine te cin r nica l  and ad m inis t ra t ive  direc-
tion of the Deputy Sumperv isor: Pet Services.

c. Throu ighi t ine [)eputy Sumpervisor:  Pet Services . requnesh s timid u t i l i zes  smn p p or t  fu m nc t i ouns
provided by:

I ) Resource amid Suppl y  Service ’,
~.) h ea lth  and Medical Service,

I 3) Fire Servics ’ ,
( 4 )  Public Stu t ’s’ ty  Service

d. Se’ts up and ma i nt aunis  a wr i t t e n  record . i mn c l u i s l i ne a daily ksg of service ’s provide d . ( ‘on
each Pet assignesl to ti n e Sh e l ter , inc i u i dimsg:
( 1 )  I d en t i f i c a t i on  ( kins i , ow n er , age , s’o ni eh i t io n ,  e tc. )
(2 )  Tim e of aelns ission ( day and hour)
I 3) Feeding ( t y p e s  of t ’ood atid t ’ee’ehm n ’ng ti me’s)
(4 1 Speci tml problems mir  n n e e m i s .
(5) T r ea t m e n t  of s h i s c ’tise ’ or in ju ry  ar se l o t l ne ’r sp eci a l service ’s g i v e ’nr .
(6) Tn n mie of discharge ( s h iv and irour ) .

*k e , ccp t m m i mi  .mn ud ( a re  i ) n ’ n m i c m s  may have two m r  n i n u ire  Pet Sime ’I te ’rs The nc ’ s l u ; c m u s m l i m l l m m e ’s ti n e! f ’m nnn cniu nnm s s;’i
f m m n t l r  appl y to t i ll Pet SIneI t e ’m s

**~Fhie I~~p u u t y  S m m p e ’ r v m s i u i  i’e ’t Se’rvm cc ’s us responsib le h u m  m t e ’ s r g m n t m m n m m e ’  n b m c A s I s l t u m i t  Smm p e~~n su c r  I cc i  m i ne m i t

Inns  I ’5’ m SI m t ’I t e r s  no m e n  ni his t ub s enr e e, I t  ti ms ’r c us hu n t  mi m ic Pen Sh e l ter  ni the I ) u s t m n s  m the t k ’p r u n v  S i m p e r s  ns s ; n  a nn m t
t ine  ,‘ \ ssmsm m n u l  S n m m c t ’ r s ’ n s u u r  ( i ’ m  f i n e’ P1’t Sim t ’I t e r  m m m i v  well he t ime s , u n n n e ’ 1t, ’ i - i c ; mm

I (c ’ 

-
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e. Establishes t u nics and procedures , whe re pract i cab l e, for individ u als anti families t o

see t h em pets.

f ’. Obtains qual i f ied  staff through tine Deputy Supervisor: Pet Services am se l or recrumi ts
qualified persons to staff tin e Pet Shelter ,  Also , provides on-the-job instructions amid g i mus i .m nrce
covering policies and procedures governing tine ennergency care of pets anti tIne o p e r t m t  nit:

of Pet Sineiter s, *

*Win cr e t ’c ’t m - i m l t l e ’, p s ’ m s m mnms  t p t u n u i  .u un d v m n i u n r m e c ’ u )  , i ’ . s c i s m m m c i i  w m t i m  mime m n r a n rag e mn ne u rt  am id u t p e u t u t m m u n u  c c l  . in i

u i m m . g u i m n n g  tm mi un i ra l  mcr  pet t i e  t i n s . slrunulsl he’ mn se’m i inn t Ime nnr tumn t uge ’n i neim t m i d  u c p c ’ n t u l l c c m u  u t  t h at t i  i t m i ~ .us . m n u e n im e m
ec’ n l e ’y ’ I’ c ’m Sh e l t e r .  K ey s l , m l t  l’u~ tu Pet Shelm er  m ’s t . u h ? n s h n c ’ c t t m p . m m t  m n c c m n m  tmnn c c t l ’~~; d u m n i ’ p Ct t o  t i n s .  such .u s .m

SI m c’t m s ’ r  in tm ( ‘ u u m m g r s ’~: . m m ; ’ i . u c n i m m y  shu mum is i  he re e’r mm mt cs i  I r u i m m u  o the r  cmm tnnp c ’ t en n t  tmnnd e x p e r n e m m e - c’si I c m ’m s u ; m l  i i i  tIu& ’
c c  c m n u m m m n u m m m l c , tund I r m m m u m  s’umun i pe ten i t t i m r m i u ’\j i e ’ m m I me c c i  pe’ m s m ; n n s  tmn niur n n g  t i re  s’s , m e ’ mne ’e’s A u i d m n  m m m ii p e ’ m s c  c i r r u s . sc m ,  I

us .ussns t alum ’ . and Iie ’l 1tc ’ n ’ ., c, .1mm he rc cnm m mled , tu s n ic’edcei , f io mm n c’v t ucuuec tm nd resmde ’ mu i s  c u l  t ime l ) m c n m m u . t

I ri ’



_ _ _ _ _  ______ - ‘  -
~~~ ~~~~~~~~~~~~~~~ ‘ “~~~~~~~~

SHELTER PLANNING ANt) ALLOCATION

( I  ‘u ’r, iu ~i/ Orgwzi:at kin)

All positions relating to ti n s fumsct ions  are described inn tine preceding Sectiotis
m iot e( I below.

Section Position Number

c\ Counity R/C Coortl i nmat o n I
,c\ Di rector: Sm elter Plamining tinsel Allocation ( Couns ty )  4
A Assistant Director: Sm elter Assignment  (Co in nty ) 13
A Assist anit Director: F xpedie m nt  Shelter ((‘o u nmi ty )  14
A Assistant Director: Shelter Equip m ent amid Ssnpp li es ( C o u n t y )  15
,c\ A .ssistam it Director: Sm elter Managememn t (County) lb
B Deputy  R/C Coordinator:  Division s Level 20
B Deputy Director: Sm elter Planning amid Allocations ( l ) ivis i om s ) 21
C R/ C l) istr ict Manager
(‘ Supervisor: Lodgi ng-Sh elter  ( I ) i s t r i c t )  2~
I) Deputy Surp ervisor:  Sm el ter  I Lo dgi nn g- Sh ne l t er  Service)
I ) Assistti nst Sup ervis t sr:  NSS Sh nel ter  ( Lodging-S lnelter Service) 37
I) ,“ss’~ms t :umr I Supervisor: Lx p e d iem ’u t She l te r  ( [.oulging-Siss’It er )  3~

i o r  ptuge ’ n nn mn n nbe ’rs c mi m n ’ . i :II t ine Ref ’eretsce l ust  ons pt mg e ’s I 73- I 7~~,



J .

AUXIL IARY SERVICES

( Vertical Organization)

All positions relating to this functiomi are described in the preceding Sections
noted below,

Section Position Number

A Count y R/C Coordinator I
A Director Auxiliary Services (County) 5
A Assistant Director : Public Education / Training (County ) 17
A Assistant Direc tor: Religious Affairs (Counnty) 18
A Assistant Director: Recre ation (County) 19
B Deput y R/C Coordinator: Division Level 20
B Deput y Director: Auxilia r y Services (Divisions ) 22
C Assis tant  Mana ger: Operational Liaison (District ) 27

For page numbers , consult the Reference List on pages 173 -179 .

~~~~~~~~~~ ~~~ ~~~~~~ NoT ?I~~~ D
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I l l .

Reference List of

PERSONNEL POS I TJO NS AND

TABLES OF OR GAN IZAT iON

The following list idens tifies every p sr s ti om i nnornsia hi y (‘ou nunsi
in tine management s tructure oh ’ a ins ) st coum ity Receptiom n-
Care organization.

For eacin position . tine list references :

• Th’ne appropriate Tables of Organization
in Part I of ’ t i s is  docun n senn t .

• Tine appr opr ia te  job t i e scriptions in l’art  I I .

All positions are n smmbered sequne tn tu t i l l y  its t i r e  orsier of t he i r
appearam ice in Part II: Personnel Positions , (‘onnnmaun ml Posi-
tions wh ich appear tu g aim i in tIne I ’ m - r I m s  cu murg a ni:at i oPm of parti -

cular s~~~’y c im ~~~s or funnct ions  are cm o s nc - r ’ t e ’ nen n ce ’si to tine ’ c sr ig imsal
entry .



I . I ab le’s of Host C o u nt s  Receptionn cfCare Services II P u . s ~ t m c c i i

Or g an n iz a t i on  I ) s ”ss m n 1 m n i c c u s
( Secti ons) * P E RSONNEL POSITIONS Nu in nbe ’ r ii , m. ~e

A. Cou nty Leve l
(( ‘m,’min uni l)

.-\ t h n r m n m n g l i  J (‘liii i i  ~ Recept  n s l n n  ( ‘ t i re ’ Coor t h ius t i to r  (l th ) I
A t l n r m i m n p h i  J l)s’pu ty  R ( ‘ ( ‘i u o n e i n u r a t o n :  Wehf t n r e — S h r e l t e n  O p c r t m t i o n s  (I /mu ’)  2 ‘- -1

A l)e’p m n t y  R ( ‘ ( ‘oo r e i i m i a t o r :  Recep t ion s  (‘el i tc ’ r ’. R e s t  Ars’t m , s (l ine) 3 -~~~~

A . I l ) mns’ e’m or :  S h e l t e r  P i a n n m n i u n g  tinsel A i l oca t ious  ( c c  i i i ! !)  4
.‘\ , J D irs ’s’tm r r\sm ~~m h m : m r v  Ss’ rvic es ( si tu ! ])

-\ . I )  , \ s s ms t t i i r t  (‘o s u r s h m n n t n t o r :  LA ) eig in i g - S ln el t e r  (.s lu f f)  (c

‘mm - h’ As sI s t  , m m r t  (‘ m o r s l m m m t m t o r :  F” ees l imi g ( c
~ i a / f )  7 V

,.\ ,  I - .-\ ss m ’ . t t n u n t  ( ‘os r e h n m i t i t s m r :  Regust  r a t i o n  t n u ss l  Ins t’o r u n s t m t i o n n  ( s t a f  / 1  5 r i (1

A , ( ,‘ \ s s i s t t um nt  (‘oond i t s tmto r :  Spe cial  Servic e ’s (still!)

A , i i As s i s t an t  (‘oone h insa tor :  Pers otna i Service ~s , ( l o t l r i m r e  ( ‘. 1 S t ! !)  10 In ~
‘

Assu s t tu ns t  (‘oons lnu ’uaton:  Recep t ioun  C e t n t e n / R e ’st .-\re ’~m ( l i n e)  I I
A ,‘\ s s i s . t t mis t  (‘oor e l im n a to n :  Rest Aretm (I /nm ’) I 2 r c ? c

A , I A ss i stam st  l ) i r e ’e’ ton:  Sire i  ter Assig ns mnns ’u n t ( s - ia !  I )  I 3 f t . ’.

A , I A s s i s t t u nnt  D irs ’m,’ tor :  i ’ x p e e i i e n i t  S h e l t e r  (s lit!!) 4 ti ;

A , h As s i s t a mnt  Director :  S i re l te r  F q n ,n i p m n n e ’ m nt  t imid Supp l ies  ( “ I c / H )  I
A, I As s i s t t m m n t  l ) i r ec to r :  Sm e l t e r  M au s t tgen r em ’t t  ( s i t / f )  I ‘1

A , J Ass i s t t uu n t  I ) i rec t s r:  Pum i’n l i c  h ’ , e i m n s ’ a t i o m n  ams e l  T r t m n m n i n n e  ( , s i c t t ! )  I 7
A . J Ass i s t tmm nt  I) ire s’tor:  R eh m gi oums A f tu in s  ( s i c i  l i i  i ~ 

‘~1
,‘\ . J Assistant Director:  Recne t t t i o m r  ( s ic i f ’f )  i~

)

B. I) ivi siomn Level
((  ommnwmml)

A . B , (‘ . I , J I ) ep i nt ~ Recept ions  aun t ! (‘are (‘o o r s i i n n t m t o r :  1) is  s m i t h  ( h u m ’) 2 ( 1

ii. I 1)epui ~ i) ire s’tor: SIn s ’i t e r  l ’ l am i nn i ng  timi d A l li u c, : l t m s i l l  ( s t a t / I  21 si~

B . J I ) e p u t y  I ) inec tor :  .‘\ i i~ i I i t i r v  Se ts m cc ’s ( s i t / I )  22 ‘5/

13, (‘ ,‘\‘.,s m s t: mnr t Rs’e’e’p t i m i ns  m mii  ( ‘, m u c , ’ (‘m r e r r s i t m o u l o r :  i ) ist r i c , I s  ‘\ t i t se l  B ( l t u o ’I  2

B . u, A s s m s t t m m n t  Res’e’p tm o ni  tumid ( i r e ’ ( o i t r e i n m n . i t u t n  i ) n s t m  e l ’ .  ( tmn nsi I) ~h I!m m ) 24

F u t i l e ” . cut Or c ,mm iu , .m I n c  c m i  tmppc~im mm i’,i m t Ii Se ’ s t mc m l ’ . iic ~~m ni ii li e ’ t c m i  n i n e ’ t i c~ I c  55 i M V  p Ie ’ s ’

\ . (‘ mi n i m u m s  I .cve’l , p i l e ’ ~~, I ) I~ . 5 1 1 c c ’ ~h c ’ t i c ’ c p ,m ge  I i i  Pe ns Sc ’ I \ i c  - n ’ I c ’ n I m n n i m ~ t c .u~’e’ •

it , I ) n s m s i c c n i  I s ’s’ e’( , j ) .u :5 ’ s , m u I i~ c ’ ’ i ’ , i  i i i  c c i i  unm e t m m c m ., pcmg e’ 2 1 ,  I S t ie ’ l l c ’i i~I , u n m , i nu e i  \ 1 ‘ c m l  u , u m i ,  c .c~. c ’

( ‘  t ) m s t n i s ’t I m c c c l , c , u~’s ’ 1 I I ‘ c c ~ i m n m ~ Ss ’ i s i , ’ e’. (,,J~~e’ 2 ” J \~i s i t i . i t ’ s “cs ’ i \ i c c ’ ( ‘ I c c ’

i i i  Su ’n ~ m c , e ’s . ‘. M e ’

I 7’S

, . ‘e, t~ .’.L :I ,G ~~~~ 
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I . Tables of Host County Reception /Care Services II .  Posi t ion 
—

Organization Descri l u t io un s
(Sections) PERSONNEL POSITIONS Number h ’ , m cm

C. District Level
(C ’o,n,nand)

B throug h J Manager: Reception and Care Di s tn i c’t _,,,,,,(A . B , C, etc. ) (limit ’ ) 2~
C tinrough I Assistaui t Manager: Admn n i r n i s t ra t i on  (staff) 2~u
C thnro t mg h n J Assistant Manager: Op erat iomnal  Liaisons (staff) 27 ‘V
A. C, D, I . J Supervisor: Lodging-S m elter  (l ine)  2S uj /
A, C, F Supervisor: Feeding (hi ’ne) 2~

)

A. C, E Su perv isor: R egis t rations and ln i t ’or m s i t mtionn (l ine)  30 Y4
A. C, G. I , J Supervisor: Special Services (line) 31  c- c, ’

A , C, H Supervisor: Personal Services and Cl ot h simsg (l ine) 32 V

D. Lod giing-Sh ehter Service
( Vertical Orga ni :u tiomn)

A throug h J Dep. Coord. : Welfare-S lselter Oper. ( au  1st  2 i t / i  u S e ’  “ ‘/

A, D Ass’t , Coord, : Lodging-Sh elter ( C o u t n t y )  6 tti’ .os e’

B t h rough J Manager: R/C District 2~ aii m / se ’ 
-

A , C, D , I , J Supervisor: Lodg. -Shsel ter (Distr ict )  2 !’! ~m I i o 5 e ’
D Deputy Supervisor: L ,othg ing (swf) ’.) 3$ l~~/
D, I Deputy Supervisor: Sm elter (stuff.J 34 I ’) ’
L) Assistant Supervisor: Congregate (‘tire (s-/o f/ I 3 ~ / ( I c ’

1) Assistant Sunpervisor: Re . si t i eus t i : i l  Areas ( i / t i / f )  $ t -  / ‘(4
D, I Assistant Supervisor: NSS Sm elter ( s l a t / I  3 ” /0 ,S

D, I Assistant Supervisor: Expedient  Shelter ( s lu t ! )  35 / 1~~

( Lodging Sect ion L e v e l )

D, I , J Deputy Supervisor: Lod ginsg Sect ion Nu s , (I , 2. etc .) ( / / f r / c ’ ) 3 5)  /~ 
-

D, I , J Manager: (‘ongregate Fac i l i ty  N m i , j S i t r s 5’ tie) ,, m namr n e , , c e I e i m  u, ’. ’.) (l , ,u’I  1) )  / ( 1 , 5

D, I , J Lodging Aide: Resi s l e m n t i t u l  A re ’, m , ,_ t anetu . ne ig lnho nho o d I ( / /mi m I 4 1 / 1 !)

*Tt ih l es m c i Onga nnii .a tion appear in n ( Pa r t  I) Su,’ e h i ’ c m m s  I~s’ g in imumm i e ’ m m n  t i me I c t l l c c w m n i e ’ p u i ’ c ’s

A. (‘mi un s ly Level , (/tmge ’ 5. D. Lmnsigimng ’Sims’lre’r , p c’s’ 17 , II, Pcrs Se ’ l S i c  I ‘- I ‘ : t m m u ~ i~cc ’s’

B. Divisi on I ev et .p ~m gc ’ ~). I R e g m s t r t i r i m u n n  m l i i  I r i t c u  . pti~~e’ ‘I I ,  SIue’lt ct P1 mm  m i t  ‘\ ? i c ’e .in i u , p u ;

(‘ . D i s t r ic t  Level , page 13. I’ , I ’ i’e’ i t u mr g  Se’ m s l c ’ c ’ . pti e ’s’ 25 .1 , \ i l s i u i . l I \  Si ’ I ’ c i e c ’’. , .

- Spe’e’m I  Sen sue ’s’’.. (c ue’s’ 2cm

I 7 ( t
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I . TabIe~~~~ J Host County  Reception/Care Services II , Position
Org amn iz tu tio n Descriptions

—

~~~~~~~~~~~~~~~~~~ t Sections f * PERSONNEL POSITIONS Numbe r I’aee 
--

E, Regist ration and lnfornnation Service
( Vertical Orga n ization)

c~ t I n r ot n ghn J 1)ep. (‘oord, : Welt ’ar e-Slnelter Oper (County) 2 above
A . F Ass’t. Coord.: Reg. amid Info . (County)  8 above 6!)
B th rough J Manager: R/C District 25 at)ove .~~ 7
A. C. F Supervisor: Reg. annd Info . (Distr ict)  30 above 94
I ; Deputy Supervisor: Registration (line) 42 11 ,5
1’ Depu n ty Supervisor: Inquiry Services (line) 43 1 / c , ! ’
E Depu ty Supervisor: Information and Referral (line) 44 12/
I’. Assistant Supervisor of Registration: Lodging Section (line) 45 / - ‘,V

F Assistant Supervisor of Info rmation and Refer ral:  Lodging Sec. (l ine) 4t 11 ’

F. Feeding Service
( Vertical Organization)

A th irou m g li J Dep. Coord. : Welfare-Shelter Oper. (Cou m nty)  ~ t mh os  c’
A, F Ass’t. Coord .: Feeding (County) 7 t mho ~ e’
B t inrou n gh J Manager: R/C District 25 above 5 7
A , C. F Sinpt’rv isor: Feeding (District )  29 above
F Deputy  Su pervisor : Fi x ed Feedi ng Stat ions (line) .4 ’ 1 ? !
F Depunty Supervisor: Support Uni ts  (line) 45 1L ?
F Deputy Supervisor: Mobile Units  (line) 49 J c ’4

F Assistant Supervisor: Feeding Sta t ion No. I (etc. )  (l ine)  50 / . “5
F Assistant Supervisor: Support Uni t  No , I ( e t c . )  (line) 5 1 1~’i

F Assistant  Supervisor: Mobile Unit  No. I ( e t c . )  (l in e)  5

G. Special Services
( Vertical Organi zati on)

A tlsrotugh J Dep, Coortl .: Welfare-S h elter Oper. (Cou nty )  2 al im iss ’ ‘.4

\ , ( , Ass’t. Coon.!. : Special Service ’s (Cotn is ty )  9 ,ih mt ~ e’
B throug in J Mana ger:  R/( ’ Distr ict  25 ai ’c oss. 5 7

A . ( ‘
. ( . I , J Sm mpe ’r’.’isor: Special Se’rvic c s ( D i s t r i c t )  3 1 t n l’ u m t ’ m  e ’

* 
I ibI s’s of Organ izal imnn a p~ie a r in Part i )  Ses’t ions hegi nn m i mm g on t i m e  f ’mu ll  m i wun i g p . i e ’c” .

A. (‘oun ly Level , ptu g m ’ 5. D. I m c m t g m n m g . S I r t ’ i m e ’r , (ti e’s’ 17 . II I’en ’ . Sm ’ i v l c  c ’’. ( - ‘ m i nu s , p .5c c ’

it. l)n cc - m s n u mun  I.e’ucl , page 0, ic , Regl’.l l . m l l u t n I  and I n u t u t  . p t m gm ’ 2 1 .  I. Sireh te’r P1w ,m nns l \ l l c e , u l n c c m l ,
( ‘ , l ) r ’ . n n i c t  Level , page I .5 . I ’ . i ’ c ’e’c i m n u ~ Service , page 2 5 ,  J A i n x m t m . s n ’ . Se’ m \ n e c ’ ’. P~V~

’ -~

Spec’ m a I S5 u ’c ’i ee’s, ptig e’ 2 c)

177
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I . Tables of Host County Reception /Care Services II I ’ s . ” i t u u . u u
Organization Du ’ ’.c I i~~c t i  c i i ’ .

( Sections ) PERSONNEL POSITIONS \uisnhen I’.i.~c’

Special Sers ’uces ( Co m stnnued )
Deputy Supervisor: Emergenscy F ius an icia l  . A s s i st a l l ~ c ( l I / l i ’) 5 / 1  I

i.~ Depuuty Superv isor: (h mie i a m sce  and (‘c u l l f l S e ’I ( l i n c )  ~4 I I i’

D~’puty Superv isor : Special (‘are Groups (l ine)  ~~‘S /.;

G A ’ .s l s tc m nt  Supervisor: Fiunancia l  Assistant , Loclgiui~ Se’c t le t ml 1 I ai I S i  / 4 ”
( A s s i s t a n t  S i n p e r v i s m u r :  Guie l an i ce ansd (‘ounsse l . I.e d~i m i l~ Sc ’ . t i c .m tn I lois ’ I 57 I 111

,- \ s s i s t t m m l t  Supervisor: Special (‘are F a c i l i t y  (l ine) ~~ / 5 /

H. Personal Services/Clothimig
( Vertical Organization)

,-
~~ t inroug l n J Dep. Coors!. : W ei far e ’-S hc ’l t e r  Oper, ( C o u n t y )  2 e ~- I

A. I I  As’c ’t ,  Coord, : Pe rs. Sc ’ rs m c c s ( ’ k u l h i n g  ( C o u n n t v )  10 a! ’ c c c  S c

B t hu ~~ugln J M~m m n t i~ e’r: R/C I) i s tr i c t  2!’ i I ’ c i \  v

A .  (‘. II Sinpervisor: Pers. Servi c e s! (’ l ot ln im sg (D i s t r i c t )  32 : , ) u c i c, e ’ V ’ 4
II Deputy Stnpe rv isor: C lo th ing  (l ine) ~~C) ,‘ S s  

-
‘

I I  Deputy  Supervisor: Personal Care Services (l in e)  t O  I

11 Deputy  Supervisor: Ps’ t Service (/ons ’) /

I I  A s s i s t ; i n st  Superv i so r :  ( ‘ I o t l n i i s g  Pu m re h sase aund St u p p I! ’ (/fOm ’) (52 i’m !

I i  Ass istans t Su pe rv i so r  - Use d ( ‘ I o t l m i t sg  ( 11, is ’)  ~ ,5 / s’, - 
-

I f  \ s s i s t : m n i t  Supervisor: [ , . tn m nm lui m ’ \  atsd (‘ leaning Serv i ce s (I rma ,u ( - 4  J r m  ‘ - .

II  A s s i s t t u m r t  Supervisor: Per somstu l (‘are Services (l ine)  ‘S ‘ ‘

I I  A s s i s ta n t Siips ’rs ’i sor Pet Sm e l t e r  (// fr/~ ’) na

I . Shelter P l aini sin ig an nd Alloca t ion
( I  ero s  ii ( )r ,e ’ c I u l : I t l u  i / i )

,\ t i l l s  u m i e ’ i i  J ( ‘ou m n t y  It (‘ (‘oon d in s . m l u i r  I a b e t s  c

,\ , I I ) mns’ctor:  Sh e l t e r  P I . n n n . / A l l o c t n t i o n s  I ( e u m n i ) t \  ) 4 .ihc i s , , ‘ctm

A . I :\‘cs ’ t I ) n re ’s t i i r  S l n e l t e ’r ‘ \ ‘ . s I e ’ l i n n n e n n t  ( (‘o u n m m t v  I I . 5 , il i m ms ’e ‘ -

I Ass’t , l)mrs ’s’ton : l ’x pe el t emn t SIn e’lt e’r t (’m uii nn 1~ 1 I—I .i l ’ cm>se P d

\ I - “c ‘.s ’ t I ) m r s ’ c t m n r :  She l t e r  I q u i p  tm m s d Su n pp h ne s  0 c c m m m n t \  t I S  , u I ’ m ” . s ’
I \‘.‘.‘ t Direc tor :  Shi s ’ !ts ’n \ 1 . m m n , m e s ’ n n n e n n t  ( ( ‘ i u m n m m t ’ .  I Os . i t ~ c ’ s m ,’ -

,

‘\ ut .(
’
. I . .J l) s ’p u t ~ R/ (’  (‘o o r d u n s a I m n u ~ I ) u s  I s l u ~n i t , S ’ S e ’ l . I )  ( 1 5 5 5 ’

I m i s t s ’’- c c i  I ) n i , u n l d , t m t m o m n  tnppe ~i n I n t  ) I I) S~’c m n c c n i ’ .  cc ’ c ’ i i ~~i i n i c ’ m c m i  m I t t ’ , c l t c c \ ’ c e ’ i  , , s ac ’.
~, ‘mu m u i i m ’ .  Level , p i g s ’ ‘S . Is I m ’ i i g i m n g S Im s ’I t e ’ n , ‘.5 ’ s ’ 17 II I’e m ’. ~‘c ’ r s’m c ~‘ I c i i

It ( ) l s l ’ . n c u m u  I m ’vs ,I ~u , u i ’ c ’ i ~~~~~~~~~~ t u nn e l  i m l t l c  - ( t , f l ’ s ’ 21 I S i i u ’ l ~ c ’ n l ’ t , i n c  , , c c , ’ - u
I t ) t ’ . t m i s m l u s t ’ 1 . p .ige’ 3 I i - c’c’c l m m i( Se’ r c ,m tu ,’ , l i m i t ’ ,‘ ‘ S , t “u ’ s ’ , n t i , i c ’ , “s e m u i c  c -

( ;  Spe’~ i i i  Sen S i t e ”., ‘,l~’~’

i ‘I’S
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I I t u l th ’ ~ m i t  ibist ( ‘m i u u n I ~ R e c e ’ p t u m m i m  ( tun e Sers ices i~u s i t i u m m n
) m ,pi  n m / u I  i l i u m  l)c’,s ’ r ip l  l out ’ .

I Se ’ s t i m u m s ’ .  I PER SOJ ’\i\ LI i’OSI ’I ’iO N S N m m n m t l s u , ’r l ’ t u cs ’

S i i e ’ h l c,’ n l m l t u n m m m n u n g  tunne l  \ ! ! i u e  , i l i o n n  ( ( ‘m u n n t i n u e s i )

ft I l) s ’p . l ) i i ’~ t u u r . S I ne ’l t c ’n ’ P l t n n m . / A l i m u c : m m n o n r  I D n s m s i o n n )  I l  tm h o se ’ 5(1

R t l i r m m i i g l m  .1 \ I , i i i , i ~~c’ n R ( I ) u s t r i c t  15 , i I i u u ~ e’

\ ,  (
‘
. I) . I . J S l l l c e ’ r S l s I c m  I oslg iun g ansI  S h e l t e r  ( l ) u s t r m c t )  15 t nhovc

I ) . I l)e’pmi l\ Sm nps ’ns-is mmr: Sliel te ’u ’ I Dis t r i c t  I 34 ab u s e ’ I ’) 2

I ) . I .-\ss ’ t .  St n p e ’r v i s u t r :  ~ SS Shelter I District I 37 t i i s i u v c  / u S

I ) . I .“ csss ’ l ,  Su npe ’rs m s u t n ” I \ p e 5 i l e ’ i l t  Sh e l t e r  I I ) m s t n m c t  I 35 ,u l c m u s e ’ /~~~t t

J.  Au ~i I ia r v  Sers mc ’s’s
( I er l im tl/ ( ) m ” . c i i , i : 5 : i , u u , i )

-\ t~ir m mmuu ~iu J (‘om nunt s R C ’ (‘ma rrs h un t tit i mr I a h s m s  e ’

,\ .  J I ) m m ’ e’ e t u u l  , \ c s ~~m l u u r v  Se ’ I ’ \ i s ’ e’ s I !  i i t I I l t \  I 7 t i l l i u S e ’ S

\ J ,\ ‘.s ’ t l)nre ’e I ,  c~ Pu u l i l i s ’ I c i .  t n m r e l  I rtn n us t nn g t (‘ m r u n u n t ~ I I 7 ,m i s i c ~ e’

\ . J - \ ss ’ I .  I ) n r e ’ e t i u l  I/c ch em om n ’ . -\l ’Itmmn., ((‘oumn n i~ 1 I S  tn huts e ’ ‘4
.1 ,\ss ’ t I ) m m e ~ s u m  Rc~ l e t i t u o ms I ( ’ m n i u n t ~ I~’ ,ih~tse’ 

‘5

,-\ . U. ( ‘
. I , J De’p o m \  I/c ( ‘ ( ‘m n m n r s h t s ; i t u i r  Dm s i s i u i i n  I,s’se l  1 1 1  t tl ~s”c ’ “SI

B. J I ) s ’ p u i t v  I ) l l e ’ e l i i i  A i m s ,  Se’F\ ice”. I I ) i c i ’ . m s c n n ) .21 tnboss ’ , 5 /

( t l r r o u u m z i u  .1 - \ ‘. s’t ,  \ I t s m m . i c e ’ m ( ) pe ’ r m t i o n i ~m l [,n.mls u li i I I ) m s t r u s ’t I 1” m h i s s ’ 1 1 5

* I i t ’ 1 . ” . sd ( ) r c ’ . i m l i ’ . s i n c c m m  .mp (ct ’,m n ni I ‘ i i  I I i  Sc ’ s m l c ~ m u ’ . I c s ’ c c m i i i i u n m e ’  ‘ I n  I l l s ’ c c l l c c t ’c uri c ’  ‘ ice ”.

\ i m ’ t u t m t s  I u S e ’l . (d . i ~ ’ s ’ S I )  I c c c t c ’ i t i : ,~ S l c c ’~ i c’ m  I ’ ”  
‘ i i  I~ ~ ~‘., - c  s’s I I c ’ l I : i n ’ c

It ( i s  u s u c  mu t t ’ c m t , c I s c  ‘5  I i / c ’ ’ c ’ m ’ i i . i i t c c i i  mIsc ! I m I I c c  ‘. 5 1 ’ ‘ I  I 5 i c ’I ~~c’ c , : ‘ t  i i , : I i  n

I I i i c n m i e m  I t ’se ’I c l - c  I I ’  I e ’ e ’ c i l r s c ’ ~~:‘ I ’ c l c  C ’ (‘usC 1~ t \ : i \ i l i , m : 5  Sc i ’ c i , c  S ‘.1

t .  S ;’ c . i s !  “c c i i  i . e ’s ‘.‘~“

A
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I V .

ALTERNATIVE STAFFING LEVELS

H ost Cou nsty R :C Service

TIne I’ivc stat ’I’ing levels described bel ow correspound to success ive ’ st tn g e s  in  t I n e  ~i ’ ,i~i u m , m I

b in i ls i tup of tn Ins i st  c u u u m i i  I y R , (‘ orga r n it atno r n.  For Tab les uJI Org amnnzat ions and Job l)e”.c  I m p t

c s s m l s c n l t  t ine  designated Position N u n u n s b c ’r in t i n e  prs ’ce ’ e i m l m g  Re’t s ’re ’m n c e ’ List ( P t t r t  I I I , abu se I .

Posit io in
Positions Nt imht ’m

Level One: (‘ ( l I m I t  t c , I/c C (‘oorth in ator  I

1)eputy (‘oord .: We l t ’t n re-S l i e l te r  ()i’e’ i , m t c h r I s  2

(‘ou u ns t y  I I ) i r ec to r :  She l te r  P l a i n .  t n m ns l  ,‘\ I I s i e u t u sm n 4

Level Two: Al l  above

l)ep. R ’(  ( I R i F I . Recs’p I m m  (‘1 rs ,/ Res i  Areas

I ( m w i l v  t ( s  c u F e l l l l t m t m s u ” . I on :

I s c t i e ’ m t l c - S i l ,  t e n  a

I2 e et i lnn g

Sp e c nt u l  Se’ u ’s I c C ’S 
ci

I t  o n n m s t v  l ) i ~~’~ t c t l ’ .  I c  c i

Sl i e l te ’r ,-\ssi i i n n n e r n t  I

S i n e l t s ’r I ’ u ~ m m i p .  m m m l S i i p p l r s ’s I ’S

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~



P ins j i  ii i i i

Positi ons Numb en ’

I c ’, e l  ‘I ’fnree: All  , ‘\i’ u s m ~ e’

( C o u i m n t ~ 1 D i rec to r :  A u n x i l i t m r ! ’  Se’r v m c e ’s 5

Ass ’t I (‘ou s t ~ 1 R ’ ( ‘ C oor el i untm t  ors for :

Ret~ist rat i on aust (n t ’o, S

Pers. Ss’r~ m cc’., ’(. ’ I o t i n i m m g  10

,AisS’t , (Couu st ~ ) Dir ector  t s’.r Shelter ~‘c1cmt i t . i t ~

Dep. R (‘ Coorsi iusator s :  Divi s iomns  10
( m l ’ 1) u vu siom s s are inse ’ sI ins tIle (

‘
0 l i m I t  I

I. ’ [ ) i s t ruct  M mu s agers 15

t.e~ ct I’ ui t i r :  .\Il t tbovs ’

(‘o m m m n  l v )  (‘oorui i mnt m tm ’m rs ton:

Re ’ce ’pt n m t t s  ( ‘ I ’ l l  te ’rs, - Rest Aretus I I

Rest  ,‘\rc ’t m ’ . I 2

( D n s t r n c t )  Su n pe ’r v i ’ . m u r s  t ’or:

l. ,,ostgrng-Slns-l t e r

I’es’di r m c

l<eLI c ct rat i i  i l l  :u ns d l un lit ~I I

I Se’rVm s’e’’S S I

I’e’r so nn , i  I Se ’rs f t C ’ .  ( lot  i l m l i u i  .2

I s  ‘c m i  I ’ I ’ , m ’ . , \ I l  ( u (  m u m m m m , i e ’ s ’ n m n e ’ni I l / m n s n l m m m i i ’ .  ( l e S t  I I l ~ L ’ m l  mn t l m i ’ .  s u t l i i m u n s ’, . i l n u i  I t s t ’ si mi t I m e ’
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