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PREFACE

The Handbook for Emergency Shelter Management has been developed to respond to the need to improve the planning, operations and management for emergency shelter programmes at the national level.  The intention is to provide a document for personnel such as policy and decision makers, shelter programme managers and other practitioners to guide the promotion, development and maintenance of emergency shelter management programmes.  

This handbook is the outcome of a consultative process involving representatives of the British Virgin Islands, Montserrat, Saint Lucia and the two countries Antigua and Barbuda and St Kitts and Nevis for whom the Post-Georges Disaster Mitigation Project  (PGDM) was designed. It has been developed to fulfill one of the objectives of the PGDM that seeks to establish comprehensive national emergency shelter policies and programmes. 

The input of Clive E. Lorde, Deputy Director of Emergency Services, CERO Barbados in the compilation of the handbook and the leadership of Miss Audrey Mullings, Deputy Coordinator of the CDERA Coordinating Unit are strongly appreciated. 

CDERA also wishes to express its gratitude to the United States Agency for International Development (USAID) and the Organisation of American States (OAS) for providing the support necessary for the development of this handbook.
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TO THE MANUAL

1.1
INTRODUCTION
The provision of structurally sound, well equipped and efficiently managed emergency shelters to house persons threatened by a hazard or the victim of a disaster is a major element of the Antigua and Barbuda Disaster Management Programme.  The National Disaster Office in collaboration with the National Emergency Shelter Management Committee will implement the shelter management element of this Programme.   In order to develop standardized actions and provide some level of uniformity for managing emergency shelters in Antigua and Barbuda, this manual has been designed as a management tool for persons assigned the responsibility of responsible managing the programme and operating the emergency shelters during times of major emergencies and disasters.

1.2
PURPOSE

The purpose of this handbook is to provide guidelines and information on Emergency Shelter Management, for the National Disaster Organisation and specifically those persons tasked with the responsibility of executing a National Shelter Management programme.  This will involve, identification and approval of shelters, selection and training of shelter management staff, the equipping and maintenance of shelters.

The objectives of the manual are to:
1. Define roles and responsibilities for shelter management personnel and to provide guidelines and information needed for the efficient management of the Antigua and Barbuda designated emergency shelters.

2. Ensure that an emergency shelter programme is defined within the context of the National Disaster Management Programme.

3. Provide information that can be used to enhance the existing regional training programme for Shelter Management.

4. Provide guidelines for the efficient delivery of shelter related  services.

The effective use of this manual therefore, will ensure that the shelter managers and other personnel involved in the execution of a shelter management programme are sufficiently well informed to be able to develop and maintain a shelter programme and maintain a constant state of readiness to respond to the needs of those persons who will be served by them.

1.3
SCOPE OF THE MANUAL


The manual provides information relating to Planning, Operations and Management. A sample Shelter Management policy is included along with information to assist with the identification of buildings to be used as shelters, and the equipping and maintenance of the buildings.  The manual also includes guidelines and instructions for selection and training of shelter staff and provides information on the activation, management and deactivation of a shelter.

The manual is organised in easily identified sections that follow a systematic sequence. It includes a policy that is adaptable to the operations of shelters in an emergency and the restoration of the buildings used as shelters for normal daily use. 
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SECTION TWO:

EMERGENCY SHELTER MANAGEMENT PLANNING

This section of the Manual provides information on the authority for and aims and details of a Shelter Management Policy

2.1
AUTHORITY 

This handbook has been prepared by the under the authority and direction of the Ministry of Labour, Immigration and Public Safety under whose responsibility lies all arrangements for Disaster Management.  The Emergency Shelter Policy for the Government of Antigua and Barbuda outlined at 2.2 provides the framework for the emergency shelter programme activities and is the basis for realising the policy goals and objectives.

2.2
SHELTER MANAGEMENT POLICY

2.2.1
Introduction

A high percentage of our population lives in homes that are highly vulnerable to the effects of hazards.  The vulnerability of these houses is often the result of the lack of attention to the appropriate structural elements and mitigative measures during siting and construction.  As a consequence, such homes are severely threatened or impacted by natural/manmade hazards that often lead to dislocation of residents or partial or total destruction after the impact of hazard events.  

The protection of life and property and the alleviation of suffering and hardships caused by disasters is a fundamental responsibility of government.  Being cognizant of these responsibilities the government of Antigua and Barbuda is determined that they are met.  The overall policy of the government is to establish and maintain a system for mitigating the effects of disasters.  To this end the government has established and implemented a programme for disaster preparedness and response coordinated by the national disaster offices responsible for coordinating all national disaster management programme activities. 

As part of this National Disaster Management Programme a National Emergency Shelter Programme is being established to ensure that legislation, an emergency shelter policy, trained personnel, adequate temporary shelter materials and emergency shelters equipped to serve victims of disasters, are all available.

2.2.2
Purpose

The purpose of the Emergency Shelter Policy is to define the context of the establishment, maintenance and provision of emergency shelters within the national emergency management system subject to available resources.

2.2.3
Objective 

To create the framework for the national arrangements for managing emergency shelter needs arising from the impact of the hazards that threaten our country and expedite the rehabilitation of citizens that are made homeless by these hazard events

2.3
EMERGENCY SHELTER POLICY

It is the policy of the government to take actions to prevent or mitigate the effects of natural and other disasters within its available resources.  In keeping with the national disaster policy, the emergency shelter programme is designed by government to establish a mechanism that provides emergency shelter for members of the public, augmenting the resources of the private sector and non government organizations to cope with the emergency shelter needs resulting from a threatened alert or the impact of a disaster.  Persons rendered homeless by a natural or other disaster will be provided with temporary shelter giving priority attention to vulnerable groups, particularly the physically and mentally challenged, the elderly and low-income groups.

 Emphasis will be placed on taking precautionary and mitigative measures to strengthen and retrofit buildings and providing equipment, supplies and staff.  The necessary legislation will be enacted to support the programme
Government’s first priority is to ensure that all persons living in the country have shelters, which can withstand the effects of disasters.  In the event that a threatened alert or a disaster results in the need for emergency shelter the selection of structurally sound buildings is the chief priority.

Government will encourage and facilitate cooperation and consultation between the appropriate government ministries and agencies, the private sector and non-governmental organisations (NGOS) to ensure the provision of adequate temporary shelter for homeless victims of disasters.

Government will establish a national body with the responsibility of managing and supervising the national emergency shelter programme.

Government will provide basic supplies for emergency shelters as recommended by the national emergency shelter programme.

Government will take the action necessary to support programmes to expedite the rehabilitation of the homeless victims of disasters, particularly in protracted emergency situations where there is long-term sheltering requirements.

To ensure that all emergency shelters meet the required standards government will sustain the cost of retrofitting fully owned government shelters and in consultation with owners contribute to the retrofitting of those emergency shelters that are privately owned

Government will take the actions necessary to ensure public buildings such as schools community centers and purpose build shelters are sited and constructed according to established building codes in use in <name of country> and the region and that they are equipped with the standard internal provisions recommended by the national shelter programme.

Government will make provisions in the annual budget estimates for the maintenance, and outfitting of emergency shelters.

Government will take the actions necessary to ensure that the relevant government departments and agencies conduct annual emergency shelter evaluations according to the standard guidelines.

Government will arrange for the repairs of government and privately owned shelters, if they are damaged during occupancy as an emergency shelter.

Government will maintain a list of public and private buildings suitable for use as emergency shelters and issue regulations concerning such shelters.
Government will designate the periods for which emergency shelters can be used during a threatened alert or in the aftermath of a disaster.

Government will provide a mandatory programme of training for personnel designated as shelter mangers and shelter officers or potential shelter management personnel to ensure that they are fully equipped to discharge their responsibilities.

It will be mandatory that the national emergency shelter body meets before the activation of the emergency operations center or as soon as possible thereafter.

Government will take the necessary action to ensure that information is disseminated regarding:

· Its role and responsibility in shelter management

· The opening and closure of shelters

· Location of shelters

· Liability of government and shelter occupants

· Shelter regulations

· The law concerning shelter and shelter management

Effective policy implementation will result in:

· The establishment of a national shelter body with responsibility for managing the programme

· The provision of temporary shelter and/or support for rehabilitation of homeless victims of disasters.
· Shelters that meet the established requirements.

· The establishment of a national mechanism for the provision of services for emergency shelters

· The establishment of linkages between the emergency shelter management and other disaster response programme activities such as evacuation relief and rehabilitation.

· The establishment of a mechanism with in the emergency shelter programme for selection, identification, maintenance and upkeep of shelters
· Trained personnel for shelter operations whose roles and responsibilities are clearly defined.

· A programme that caters for long term sheltering needs.

· A public that is knowledgeable about the emergency shelter programme
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SECTION THREE:

3.1
NATIONAL EMERGENCY SHELTER PROGRAMME

The effective implementation of national emergency shelter programme is determined by the commitment of all parties involved in the planning and implementation stages of the programme. The implementation plan must include actions in the preparedness phase (pre-disaster phase), the immediate response phase (emergency Phase) and the rehabilitation phase. Disasters resulting from meteorological and seismic hazards are the events that will most likely displace sections of the population resulting in emergency sheltering needs. The implementation plan must include fundamental subject matters covered under the following; 

1.
Supporting legislation

2.
Services for emergency shelter

3.
Regulations for the siting and construction of shelters 

4.
Defined roles and responsibilities of government, private sector, non-government organisations and other bodies.

5. A national shelter management body

6. Linkages with other disaster response programme activities
7. Guidelines for Retrofitting, Repair, Maintenance and Evaluation and the Outfitting and stocking of shelters.
8. Personnel to staff and manage emergency shelters
3.2
GOAL

The goal of the programme will be to identify, select, equip, staff, retrofit and maintain an adequate number of emergency shelters to satisfy the emergency shelter needs of the most vulnerable sections of the population.

3.3
KEY ELEMENTS OF THE NATIONAL SHELTER PROGRAMME

The National Shelter Programme will involve the execution of number of activities that are essential to the operation of an effective programme. Some of the key elements of a national shelter programme are elaborated below.

3.3.1
Establishment of a National Shelter Management Body

1.
Purpose and authority

In order to ensure that detailed planning for the emergency shelter programme is carried out, a national body must be identified and put in place.  This committee/body should be a creature of the highest authority for national disaster management and will be mandated with the responsibility of the overall management of the sub-sector.  The body should convene regularly and be required to meet immediately before a disaster occurs and as soon as possible after an event.

2.
Composition
2.1
The national shelter committee includes a cross section of representatives of agencies that have roles in the development, implementation, and management of the programme. The Ministry of Education will appoint a Chairperson for the national shelter committee.

2.2 The Antigua and Barbuda national emergency shelter management committee is comprised of; 

· Ministry of Education (Lead Agency), 

· The Ministry of Health, 

· Social Services,

· Public Works, 

· Public Utilities

· Public Information

· The Development Control Authority, 

· Ministry of Finance

· The Private Sector
· Non-governmental organisations including The Antigua and Barbuda Red Cross, The St Vincent de Paul Society, The Salvation Army, Antigua Christian Council, Lions Club, The Rotary Club.
· Antigua and Barbuda Defence Force

· The Police and Fire


2.3
Responsibilities

The national emergency shelter committee is responsible for general oversight of the emergency shelter programme.  Duties and responsibilities include;  

I. Liasing with the National Office of Disaster Services (NODS) for the implementation of the emergency shelter management programme.

II. Oversee the activities of district emergency shelter management groups. 

III. Establish the mechanism for mobilizing resources for outfitting of shelters.

IV. Determine the criteria for identification of emergency shelter management personnel.

V. Develop, implementation and management of the national shelter management training programme. 

VI. Establish the minimum standards for buildings used as emergency shelters.

VII. Arrange for emergency shelter selection, evaluation, inspection and maintenance, in accordance with the prescribed regulations and guidelines.

VIII.  Endorse certificates of inspection for emergency shelters before they are issued

IX. Design and implement an on going public information, education and awareness programme to support the emergency shelter programme.

X. Develop and review guidelines and manuals including standing operational procedures.

XI. Arrange regular exercises to test operational procedures.


3.3.2
Evaluation, Retrofitting, Maintenance and Repair of Shelter
A mechanism for retrofitting, maintenance, repairing and evaluating government owned buildings to meet required criteria should be put in place. Arrangements should also be made with owners of privately owned buildings to ensure they meet the required standards.  

The programme should include the following.

A. Annual shelter evaluation

B. Designation of shelter types and use, based on evaluation

C. Redefinition of existing maintenance programme for schools to include mitigation and retrofitting standards.

D. Incentives for owners of private buildings, which are improved to meet emergency shelter criteria.

E. Mitigation programme for secondary hazards

         
3.3.3
Mandatory training programmes

The level of training and experience of shelter personnel will determine the efficiency and effectiveness of operations.  A training programme, which provides the opportunity for potential managers and supporting personnel to acquire and practice skills, should be established.  Given the nature of the responsibilities of operating and managing shelters, the training should be mandatory for all shelter personnel.  The training programme developed and implemented should provide annual training and retraining for shelter managers and the shelter management teams.


1.
The training programme should be developed and implemented through the national disaster agency and should provide training for

A. Shelter managers  

B. Shelter management teams and 

C. Shelter inspectors

2.
The training course for shelter managers and shelter management teams should include:

A.
Introduction to Disaster management

B.
Orientation to the National Disaster Programme

C.
Shelters and Shelter selection

D.
Administration, Management and Operation of shelters

E.
Simulation exercises

3.
The course for Shelter Inspectors should cover the areas listed below. The appropriate checklists and forms are an integral part of shelter inspection and their use should be included in the training.

A. Building location, design and layout

B. Building structure

C. Shelter amenities and services

D. Practical exercises.

3.3.4
Support for Rehabilitation of Displaced Persons

A rehabilitation programme for displaced persons should be integrated into the emergency shelter programme.  This will allow for the return of the community to a state of normality in a timely manner and the expediting of the return of buildings such as schools to their pre - disaster status.

Long term sheltering issues resulting from prolonged displacement of populations should also be included in the rehabilitation programmes, which are designed.
The assistance for rehabilitation should include

A. Relocation of settlements located in highly vulnerable areas

B. Technical support for vulnerability and hazard impact assessment

C. Repairs using retrofitting methods in order to meet building codes and standards

D. Construction using disaster resistant methods as defined by national building codes.

3.3.5
Public Education and Information

A Public education and information programme will ensure that the population at large is knowledgeable about shelter issues, which affect them.   Such a programme should include information on:

I. Government's role and responsibility in Shelter Management 

II. The activation and closure of shelters  

III. Location and types of shelters 

IV. Liability of government, private owners and shelter occupants.

V. Shelter regulations and

VI. The law concerning shelters and shelter management 

3.3.6
Specific Responsibilities for Government Ministries


The specific responsibilities of the government ministries represented on the national emergency shelter committee are: 

Ministry of Health – is responsible for coordinating health related matters for all shelters in collaboration with the shelter management committee and district health personnel
Public Works - Has responsibility for shelter selection, inspection, re-inspection and maintenance

Social Services in collaboration with NODS has responsibility for the services provided to the shelters

Ministry of Education – as lead agency has general oversight for the shelter management programme.  Specifically the Ministry has responsibility for shelter management personnel, their identification, training, terms of reference and a general maintenance programme for schools.

Development Control Authority provides support to ensure that buildings conform to established building codes

Ministry of Finance has responsibility for ensuring that the annual budget includes financial support for shelter management

National Office of Disaster Services coordinate the shelter programme and provide support for the implementation of the shelter management activities

3.4
ROLE OF NON-GOVERNMENTAL ORGANIZATIONS (NGOs)
Non-government Organizations (NGOs) that have expertise in Shelter Management and physical resources essential to the shelter programme will be included in the National Shelter Management Programme. NGOs are requested to provide assistance in the form of personnel for the Shelter Management Teams and buildings required.  The NGO personnel will assist with the daily operations of shelters and should therefore be available for training and participation in annual shelter management training exercises.

3.5

EMERGENCY SHELTER PROGRAMME MANAGER
The Emergency Shelter Programme Manager will have overall responsibility for the management of the Shelter Management Programme. He/she will be the representative of the lead agency identified by the NDC to carry out the Shelter Programme and will be a member of the National Disaster Committee.  


The Shelter Programme Manager is responsible for:

1.
Convening and Chairing meetings of the Committee

2.
Coordinating the activities of the agencies represented on the committee and ensuring they fulfill their responsibilities

3.
Preparing reports of the national Shelter Committee to present to the National Disaster Committee

4.
Maintaining an accurate record of the shelter resources including; Staff, list of buildings, inspection records, and equipment


3.5.1
Terms Of Reference Shelter Manager



1.
Selection
Shelter Managers should be chosen from among persons living in or near the shelter to which they are expected to be assigned.  Selection should come from among persons who are well known in the society and have proven themselves capable of performing leadership roles. These persons will include:

1.
Teachers

2.
Pastors/Priests

3.
Sports, Community and Church group leaders

4
Civil Servants

5.
Other Volunteers

All persons selected to be on the Shelter Management Team will be required to go through the training programme outlined at below.

 


2.
Duties

The terms of reference for the shelter manager have been developed to provide the framework within which the duties and responsibilities can be executed. It should be noted that they are provided within context of a programme designed to address and alleviate of the possible problems that may arise.

The duties of the Shelter Manager includes the following:
1. To be responsible for the Shelter before, during and after a disaster;

2. Become thoroughly familiar with the instructions of the National Office of Disaster Services, the Ministry of Education and the National Disaster Committee

3. Ensure that the rest of the shelter management team are fully conversant with the instructions in this manual;

4. Participate in training organised by the NDO for shelter management teams;

5. Identify priority areas prior to the occupation of the shelter, including:

· First Aid and Medical Station 

· Sleeping

· Storage

· Cooking space and facilities

· Recreation

6. Ensure that all personnel (Shelter Management Team) are available for duty at the shelter, and have been fully aware of the system of management, developed by the NODS and the National Emergency Shelter Committee, including the rules and regulations developed for administrative control of the shelters 

7. Maintain and update the list of all Shelter Managers and other personnel attached to the shelter with their addresses and telephone numbers, if any, and keep copies of the list at the shelter as well as at home 

8. Set up a register of equipment and supplies supplied by the NODS for use at the shelter, including the following items: emergency registration record forms, requisition forms, message forms, etc. 

9. Keep a list of officers of the National Emergency Shelter Committee and NODS showing addresses and telephone numbers 

10. Obtain and keep a list of substitute shelters in the area as arranged by the NODS or the National Shelter Committee in case the recognized shelter is destroyed and evacuees have to be re-located;

11. Inspect the shelter in order to report on its condition to NODS no later than 31st March each year;

12. Contact leaders of community groups and NGOs in the vicinity in order to arrange for their assistance;

13. Keep a 24-hour log of shelter activities;

14. Monitor the registration system, internal distribution system and requisition system;

15. Oversee the sanitation and hygiene of the Shelter;

16. Oversee the maintenance and distribution of the emergency food and water supplies;

17. Establish an in-house health care programme, to be monitored and supervised by a first aid and medical care station within the shelter;

18. Establish a social activity programme for evacuees, who due to the extent of the disaster, may be required to remain in the shelter for a longer period;

19. Establish a rehabilitation programme for evacuees, and commission the carrying out of any repairs to the shelter that may be required after impact;

20. Implement a Special Service Programme for unsupervised children and senior citizens;

21. Allocate space for incoming evacuees.  This is of primary importance.  The space allocated should be based on the available floor area, and should occur prior to the arrival of evacuees.  A floor plan of the building should be developed, or original copies should be collected from the Zone Coordinator prior to the shelter occupation phase;

22. Cater for the registration of all evacuees and staff using a system developed by the Welfare Services and Food Distribution Sub-committee;

23. Be in charge of the requisitioning of supplies from the national level and for the development of an internal distribution system for the supplies;

24. Attend training programmes for Shelter Managers.

3.6
EMERGENCY SHELTERS
3.6.1
Definition

1.
Emergency Shelters are structurally sound buildings usually designated in the planning stages of Disaster Management Programmes to house victims of an emergency or disaster. They provide a facility from which the immediate needs of the victims of disasters can be met.  

2. Emergency Shelters should be sited in close proximity to the community they are intended to serve and should as far as possible be staffed by personnel living in the area.  Facilities provided at these centres should meet the minimum requirements to provide food, drink, and sleeping and sanitation facilities.  

3. The most suitable buildings are, schools, churches, halls or other public or private buildings with adequate space, good internal facilities and free from localized hazards.

3.6.2
Definition of Shelter Occupants

A shelter occupant is any person resident in the Antigua and Barbuda who at the time of a disaster has taken up refuge in one of the Antigua and Barbuda designated emergency shelters.  During shelter occupancy, shelter occupants are bounded by the laws of the country, to observe all rules and regulations governing shelters and their operation.

3.7
ITEMS TO BE TAKEN TO A SHELTER
In order to help ease the pressure on the system persons going to an Emergency Shelter should be educated and encouraged to take the following items to the shelter.

· Blankets/sheets

· Pillows

· Cots and sleeping bags

· Flashlights

· Transistor radio

· Canned Food

· Water for drinking

· Extra Batteries

· First aid kit

· Books, games and toys

· Special medication

· Special foods (diet, baby, etc)

· If you have a baby, bring diapers and other baby needs.  It is advisable to bring disposable diapers in view of the fact that to water shortages may arise

· It is necessary for the occupants to eat prior to going to the shelters. They should bring their own survival kit containing boiled water, tinned milk and foods and a tin opener.

3.8 
CATEGORIES OF EMERGENCY SHELTERS
A. SECURED CATEGORY “A” SHELTER - A structurally sound shelter that has cooking, sanitary and sleeping facilities in place and is located free from local hazards.

B. SECURED CATEGORY “B” SHELTER - A shelter that is structurally sound, but building does not have any kitchen or bathroom facilities in place. 

C. SECURED CATEGORY “C” SHELTER - a shelter that is located in a structurally sound building, but at risk to storm surges and other localised hazards.  These Shelters will be used, dependent on the hazard threat or impact.

D. SHELTER AT RISK - A shelter located in hazardous areas which may or may not be structurally sound.  These will only be occupied after the event if necessary.

3.9
SHELTER SELECTION GUIDE: SITES FOR SHELTERS

3.9.1
Pre-planned

The National Disaster Office and the National Emergency Shelter Committee should take into account the following factors when listing establishments as shelters in a district: 

· The number of people within the district 

· Buildings that can be used to safely house large numbers of displaced people, i.e. structurally sound buildings that are free from localised hazards 

· Existing available facilities 

· The number of vulnerable persons or families 

· Accessibility to the site  

· The availability of services - electricity, water, communication, etc.

3.9.2
Alternative Sites
In a major disaster situation, it may be necessary to use any suitable existing buildings, since the pre-planned sites could have been destroyed.  In many instances some communities may have identified alternative buildings to be used as shelters if the existing designated building is damaged/destroyed and deemed inoperable as a result of a hazard impact.

3.9.3
Site Selection
 
When selecting an existing building or determining the possible site for a new shelter the following must be considered.  The site should be; 

1. Easily accessible and well known to the community

2. Not located in a flood plain

3. Not located on fill, rock or soft deposits

4. Not located in a coastal plain that could be subjected to storm surges

5. More than 40 feet above mean sea level

6. More than 150 yards from the high water mark

7. Sheltered from high winds

8. Not threatened by mud slides or landslides

9. Not threatened by falling trees, boulders, power lines  or flying debris

10. Not located close to the source of any potential hazardous materials (flammable or toxic)

11. Not threatened by a dam or reservoir failure

12. Availability of services such as electricity and gas and communication facilities

A high percentage of the buildings, which have been identified for use in current national shelter programmes, do not meet all the criteria.  The necessary measures should be put in place to ensure that public and private buildings, which are potential emergency shelters, are designed and constructed to provide emergency shelter capability.

The programme for siting and construction of potential emergency shelters such as schools, community centres, church halls should include:

A. Siting in areas with low vulnerability to the effects of hazards.

B. Equipping with recommended standard internal provisions for emergency shelters

C. Construction methods as defined by the national building codes

3.10
BUILDING SELECTION

3.10.1
Walls

A. External walls at least 8 inches thick

B. Columns spaced no more than 16 feet apart

C. Generally in good condition and free of large cracks

D. Ring beam at least 12 inches in depth

E. Reinforced walls


3.10.2
Windows & Doors

A. A minimum of two appropriately sized doors which cannot be easily blocked by falling tree branches or other obstacles

B. Glass windows and doors protected by shutters

C. Frames properly affixed to walls

D. Frames at least 3 inches thick


3.10.3
Building Layout

A. Building should be regular in shape (square or rectangular) - for rectangular shaped buildings the length to width ratio should never exceed 2.5 to 1

B. Length should be no more than 3 times the width

C. Two stories or less

D. Ceiling height should be 10 feet or more

3.10.4
Amenities and Services

A. Water   storage capability

B. Kitchen facilities

C. Sanitary facilities (showers, toilets, face basins, etc.)

D. Adequate septic system

E. Power supply (commercial)

F. Emergency generator

G. Adequate and proper food storage area

H. Proper and adequate refuse collection area

I. Adequate recreation area

J. Laundry area and facilities

K. Adequate parking area

3.11
STRUCTURE

3.11.1
Foundation

A. Solid, whether it is wood, masonry, earth or other

B. Adequate to support the structure under different loading

C. Anchored to earth

D. Building to foundation connections should exist

E. Piers must be strong

F. Soil conditions must be adequate


3.11.2
Walls

A. Should have a strong wall to ground connection to increase rigidity

B. Should provide torsional stability (either by rigid walls or diagonal braces)

C. WALL TO WALL connections must be sound metal straps or timber ties and corners, masonry walls should have a ring beam

D. For large buildings, wall segmentation is important to prevent total failure of a wall


3.11.3
Roof

A. Solid roof frame (TRUSSELS) to wall connections should exist

B. Roof covering must be appropriately affixed to roof

C. Roof pitch should be between 25 - 45 degrees

3.11.4
Construction

If constructing or selecting an existing building for use as a shelter, the following points must be taken into consideration.

A. Re-enforced walls, roof and foundations

B. Well fixed covering materials on the walls and roof

C. Internal fittings to be secured to prevent movement

D. Windows and doors to be of a suitable design for hurricane and earthquake conditions

E. Two means of entrance and exit from building

F. No heavy objects or fittings above head height

G. The size of building should correspond to the number of persons requiring its use as a shelter

H. Internal toilets, cooking facilities and washing facilities

I. Adequate ventilation for the well being of the occupants

3.12
CONSIDERATIONS FOR LONG TERM SHELTERING

3.12.1
Period of Occupation

Traditionally the period of occupation of these facilities is usually a very brief one extending not more than a few days.  Experiences have however shown that this time frame may be lengthened depending on the severity and duration of the impact on the affected community.  


3.12.2
Major Issues

A. The building should be located well away from the source of any long term hazard and available for as many as 3 years (long term availability)

B. Should provide for privacy and convenience and for the creation of family rooms

C. Capacity for installation of roof fan

D. Space for communal living (watching TV, playing indoor games, entertaining official/private visitors, etc)

E. Building should be given names for easy identification and record   keeping, and individually locked doors with partitions up to roof     height should be installed.

F. External security lighting

3.13
SHELTER COMPOUND
The Shelter Compound should whenever possible provide for the following:

A. Provision for disposal and collection of garbage and drains, which can be easily cleaned

B. Adequate parking space for vehicles of shelter occupants and occasional guests

C. Completely fenced surroundings with one main gate, outdoor playing area for young and adolescent children, and provision for laundry tubs and clothes lines

SECTION FOUR:

EMERGENCY 

SHELTER OPERATIONS 

AND MANAGEMENT 
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SECTION FOUR:

EMERGENCY SHELTER OPERATIONS AND MANAGEMENT

This section of the manual outlines the duties and responsibilities of the Shelter manager and Shelter Management Team.  It also provides information on activities to be carried out in preparing a shelter, organising the shelter for shelter occupants, managing shelter occupants and providing adequate service.

4.1
INTRODUCTION

The operations and management of an Emergency Shelter will be undertaken in a number of phases. These can be identified as;

1.
Pre-Activation - This is the preparedness period when no hazard is threatening or has impacted. The building is inspected and the team identified and oriented to their duties
2.
Activation - This represents the phase when an Alert has been raised or an impact has occurred. The shelter is prepared for and accepts persons threatened or displaced by the impact of a hazard
3.
De-Activation - This phase represents the period after the All Clear when occupation of the shelter is no longer necessary
4
Post-Activation - The shelter is cleaned, repaired and returned to normal use. Shelter Managers will be required to conduct debriefings and prepare reports for the National Shelter Committee

4.2
PRE-ACTIVATION
4.2.1
The Shelter Manager and members of the Shelter Management Team must conduct a preliminary inspection of the building to determine if it is still habitable since the last check.

4.2.3
Obtain Keys

A. Location of keys must be known and should be easily accessible

B. Duplicate keys should be obtained and kept at an alternative location

C. Ensure that there is a labelling and identification of all keys

D. Ensure that Keys are  kept securely


4.2.3
Determine Space Available

A. Identify space to be used for housing shelter occupants and  other activities

B. Determine/allocate space (footage) per person

C. Designate functional areas (Registration, Sleeping, Counselling)

D. Check building to ensure that essential facilities are in good working condition (running water, functioning toilets, power, kitchen, equipment)

E. Check for any visible defects (loose connections, bolts and fasteners, roof, leaks, windows and doors)

4.2.4
Mobilise Support Team

A. Alert support team

B. Have ongoing/periodic contact with support team, especially before the hurricane season starts

C. Provide necessary updates

D. Inform members of when and where to report

E. Hold meetings

F. Assign duties and delegate responsibilities


4.2.5
Prepare a Management Plan
A. Assist with public information activities

B. Identify means of communication

C. Prepare list of families - vulnerable families

D. Prepare list of recreational activities and equipment

4.3
ACTIVATION

4.3.1
Pre-Occupancy (Action depends on Nature of Emergency)
A. Open shelter at designated time

B. Prepare shelter to receive evacuees

C. Check building to determine condition of facilities

D. Check on availability of shelter documents for example, shelter manual, registration and requisition forms

4.3.2
Occupancy

A. Register staff and residents

B. Secure supplies and equipment

C. Assign registrar and assistant

D. Complete Shelter Registration Forms 


4.3.3
Conduct Briefing/Information Sessions

A. Review duties, rules, areas and staff introduction

B. Review liability and responsibilities, i.e. breakage, damage, willful destruction

C. Conduct daily meetings with shelter occupants

D. Inform shelter occupants of ground rules

4.3.4
Secure Supplies

A. Contact relevant authority

B. Ensure availability of supplies needed

C. Make necessary arrangements for receiving supplies

D. Arrange for receipts of supplies

E. Organise and secure proper storage of supplies

F. Check and record supplies

G. Check expiration dates of canned goods

H. Check for integrity of cans - dents, etc

I. Do proper inventory of items

4.3.5
Prepare A Management Plan

A. Consult the Shelter Manual for   guidance

B. Review shelter rules and modify as necessary

C. Designate areas for specific activities

D. Assign tasks to support team

E. Prepare checklist for various functions and tasks

F. Determine tasks to be performed by shelter residents

G. Complete necessary documentation

H. Brief support team on specific duties


4.3.6
Establish Areas for Various Activities

A. Mark designated areas

B. Inform shelter residents of areas - use notice board

C. Communicate with NEOC, NDC, etc

D. Prepare and send daily report to NEOC


4.3.7
Maintain Discipline

A. Post rules

B. Inform occupants

C. Appoint monitors

D. Enforce ground rules


4.3.8
Distribution of Supplies

A. Appoint storekeeper

B. Establish inventory

C. Identify needs

D. Appoint person(s) to distribute and retrieve supplies

E. Conduct daily stock taking

F. Conduct daily inventory reports

G. Requisition supplies from the national level

H. Prepare and distribute meals

I. Develop simple basic menu (see Appendix V)

J. Identify persons to prepare and distribute meals

K. Secure food items and utensils
L. Set meal time

M. Prepare and post distribution roster

N. Cleanup meals area

4.3.9
Recreation

A. Identify and select persons to coordinate activities

B. Prepare a list of items for recreation

C. Acquire equipment

4.3.10
Religious Activities

A. Identify and select persons to coordinate activities

4.3.11
Security

A. Identify, select, brief and appoint persons to perform security functions

B. Use identification badges

4.4
POST ACTIVATION

4.4.1
Arrange For Proper Evacuation of Shelter

A. Conduct a head count

B. Obtain >All Clear< signal from the NEOC

C. Retrieve supplies and distribute to occupants

D. Request necessary transportation for those in need (aged, disabled)

E. Organise residents leaving by area

F. Arrange for continued temporary shelter for those unable to return home

4.4.2
Organise Cleanup & Secure Building

A. Assign and activate cleanup teams

B. Arrange for collection and disposal of waste

C. Inspect building for damage sustained during occupation

D. Restore arrangement of building

E. Close up building and return keys

4.4.3
Prepare Reports

A. Gather information

B. Call staff meeting

C. Obtain reports from staff (Team Leaders)

D. Submit report to NEOC, NDC, etc.

4.5
RESPONSIBILITY CHART
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4.6
GUIDELINES FOR SHELTER CAPACITY
4.6.1
Shelters are places of refuge and must not result in disaster to the occupants.  Care must be taken to minimize overcrowding and the creation of unhealthy environments.  The following guidelines are provided to ensure basic levels of comfort and safety.  These will determine the capacity of the shelter in the planning stages.

4.6.2
Sleeping Accommodation

A. The occupancy load for the building and each floor should be obtained and must never be exceeded.

B. Minimum floor space of 3.5 square metres (40 square feet) per person for sleeping

C. Minimum distance of 75 cm (2.5 ft.) Between beds

D. The number of persons to be supported by the shelter must be determined from the occupancy load and the minimum floor space.

4.6.3
Bathroom Facilities
A. Privies for male and female should be separate

B. One (1) water closet per 25 females

C. One (1) water closet and one (1) urinal per 35 males

D. Toilets where ever possible should be integrated into the main building

E. One (1) hand wash basin per 10 persons

F. One (1) Shower per 30 persons

G. Local public health authority requirements maybe more stringent and would therefore supersede these guidelines.

4.6.4
Water requirements (per day)
A. Thirty (30) litres (7 gallons) per person for feeding centres

B. Twenty (20) litres (4 gallons) per persons for shelters/camps

C. Thirty-five (35) litres (8 gallons) per person for washing/cleansing purposes 

4.7
SHELTER ENTRY AND REGISTRATION PROCESS
4.7.1
Introduction

The Shelter Manager and Team must establish a system that caters for the entry and registration of all shelter occupants.  The Shelter Manager must ensure that;

A. Entry into the shelter is orderly and rapid, with evacuees placed into the safest areas.  Parts of the shelter farthest from the entrance should be filled first.

B. People are only permitted to bring into the shelter those items, which increases shelter habitability and create no extra problem.

C. Special health foods and medicines are retained by the evacuees.  The Shelter Manager may later want to place them under centralized control for safe keeping.

4.7.2
 Registration and Inquiry - System and Procedures

Registration is an important first step in the relief process for disaster victims.  The requirement is to identify as individuals the injured and those rendered homeless, establish their eligibility to receive material aid and other relief services, and to facilitate the answering of welfare inquiries and the tracing of missing persons.  In principle, registration should be effected on an individual basis, carried out as quickly as practicable at any place where people assemble, having due regard to their comfort, and with registration data recorded on a standard form.

4.7.3
Basic System of Registration and Inquiry

Registration forms should be distributed to each family group and unaccompanied persons.  If forms are unavailable, registration forms should be improvised using any paper supply on hand following the format of the standard form.  Registration is to be effected on a single registration form in duplicate, which will include sufficient information to identify the person and make tracing of possible missing persons simple at each level of processing or movement.  Traditionally, the Red Cross has played the role of answering overseas inquiries directed through their international organization and should have access to information held by any Central Registry established.

4.7.4
 Registration Procedures

All injured and homeless 16 years and over (except those in establishments goals, hospitals and special schools specified in later paragraphs) are to be registered separately on the approved form.

A. Accompanied children under 16 years of age are to be registered with their parent(s).

B. Children under 16 years of age not accompanied by one of their own parents are to be registered separately.

C. When initially registered, each person is to be issued with an identification tag.

4.7.5
The Shelter Management Staff will use the registration to:

A. Keep a record of all evacuees using the facility

B. Ascertain useful skills and interests

C. Make work assignments

D. Determine sleeping arrangements

E. Determine special requirements

F. Maintain and report number of shelter occupants to headquarters

G. Provide date for possible post shelter use

H. Identify persons needing special care

4.8
ORIENTATION OF OCCUPANTS (EVACUEES)
4.8.1
Introduction

The Shelter Manager must as soon as possible after receiving evacuees, conduct an orientation session to inform the evacuees about the role of the Shelter Staff, rules, regulations, facilities and the behaviour expected while in the shelter. The Shelter Manager will:

A. Identify and introduce (if not already done) the shelter management staff.  Explain their responsibilities and functions

B. Explain the organization and management structure

C. Explain the policies concerning personal possessions

D. Inform evacuees of shelter rules and regulations

E. Stress the need for evacuees to assist each other and the need for cooperation for their common health and welfare

F. Issue instructions for the use of facilities

G. Explain the procedures for operating the shelter

H. Permit the occupants to ask questions to clarify instructions

4.9
DISASTERS AND MENTAL HEALTH

4.9.1
How do people react?

Most people show some signs of emotional stress as an immediate reaction to the threat of a hazard or impact of a disaster.  Different people react differently and most recover spontaneously without the help of others.  Information on disasters and mental health can assist Shelter Managers and relief workers to identify and communicate better with affected persons and be alert for abnormal behaviour.  It can also assist in early treatment, thereby increasing chances for recovery.
4.9.2
Phases of reactions
1.
Pre-impact - 
The period when a disaster is known to be impending.  




Behaviour patterns vary, but may include:

A. Under activity

B. Refusal to prepare for disaster impact

C. Tendency to adopt an attitude that a disaster will not occur

D. Anxiety

2.
Warning  - 
That period when a disaster is imminent and warnings are posted and announced.  Some behaviour patterns may include:


A. Frantic search for information on what to do to evade the impact

B. Over acting, sometimes described as panic

C. Restlessness

D. Calmness



3.
Impact   -
The period during which the disaster event occurs.  Some 



behaviour patterns are:

A. A large portion of the population is stunned, but most recover quickly

B. A small portion shows confusion, paralysis and anxiety

C. There is a hard core of survivors who retain their awareness, appraise the situation and decide on actions.  This last group provides the leadership, helps relieve distress and organises rescue services and communications.

4.
Recovery  -
Immediately after impact when individuals have had time to take stock of the situation.  Some reactions are:


A. Gradual return to awareness, recall and emotional expression

B. Emotions of fear, anger, loss of trust, dependency, and anxiety

C. Alternative periods of crying and laughing

D. Child-like dependency

E. Positive and immediate actions

People who survive a disaster are strongly motivated not only to repair the damage done, but also to bring something positive out of the ruins.
4.9.3
How to Manage


Preparation is the key.  Reactions to disaster are largely influenced by the psychological state of the individual before the disaster.  The stability of the home, community and country is also a very important factor influencing the type of personal reaction.  Preparation of the individual, long before disaster strikes, is the best form of boosting the mental state to cope with emergencies.

4.9.4
Measures before Disasters

Provide as much information on disasters at the family level:

A. What disasters are likely

B. Possible effects

C. How to cope

D. Rehearsal of survival techniques

E. Family discussions of past disasters and their effects

F. Develop personal/family plan for dealing with disasters

G. Organise group training sessions to demonstrate to the individual that he/she is not alone in the impending danger

4.9.5
Treatment after Disasters
Relief workers, friends and family can assist the individual by:

A. Allowing rest for a few hours

B. Establishing close personal contact

C. Encouraging emotional expression and airing of experiences

D. Catering to need of affected person to be given something - food, a blanket, clothing or simply a holding of hands

E. Organising survivors into support groups for treatment, encouragement and activity in relief programmes

F. Explain what has happened and the steps being taken

G. Provide centralised treatment with other victims near disaster site.  This assists individuals to feel part of group and enhances recovery

4.9.6
The Emotionally Wounded

People can be emotionally upset for long periods after disasters.    

Seriousness is affected by such factors as:

A. Seriousness of disaster

B. Degree of disruption of personal connections

C. Extent of disruption of pre-existing way of life

Responses to disfigurement, dismemberment or mutilation may also add to reactions.  Some reactions are relief, reflecting a feeling of good fortune.  This is soon replaced by a sense of exasperation, frustration or anger, especially in those losing family, property or belongings.  

4.9.7
Managing the Emotionally Wounded

Management usually involves social, psychological and spiritual support with opportunity for expression.

A. Supportive relationships, which will allow feelings of anxiety to be tested.

B. Maintaining contact of individuals with their primary groups and other familiar links.

4.9.8
Shelter occupants Preferences and Needs

The preference and needs of shelter occupants in relation to a disaster will vary depending on their personal state of affairs at the time.  There are, however, some general statements, which can be made that, have been learned from past experiences.

4.9.9
Preferences
People of the Caribbean who have been affected by a disaster have been found to prefer to:

A. Remain as close as possible to their damaged or destroyed home or to the homes of their relatives and friends.

B. Move temporarily into homes of families and friends.

C. If possible, improvise temporary shelters as close as possible to their ruined homes, even if these shelters evolve into rebuilt homes.

D. Occupy buildings, which have been temporarily retrofitted or requisitioned.

E. Put up a tent near to their ruined home rather than go to a “tent city”.

F. Have shelters provided by external sources.

G. Occupy a shelter that is close to their work place and place of worship.

H. Evacuate to distant locations if evacuation is necessary.


There are three key factors at work here.

1. To want to stay on one’s own piece of land and to protect their property.

2. To be with those who would normally support them in time of need.

3. Not wanting others to know that they are not able to cope with the situation or are in need.

4.9.10  Needs



These following factors are further at work when we look at the needs of the shelter occupants.   

1.
Physical - Shelter residents need as much privacy as possible at the shelter.  Family units will not want to be in separate rooms.  Sanitation facilities should be adequate.  The meeting area should be spacious enough to permit a fair degree of freedom of movement.

2.
Social  -   Families will be anxious to maintain their interpersonal relationship links.  There will be general desire for social interaction among the shelter population.

3.
Security - People will be reluctant to move to a shelter if their property and personal effects are not secured.  They will also be concerned about their pets.  In a shelter, they will want to be assured that they and their possessions are secure.

4.
Information - Shelter residents will want to be able to communicate with relatives and friends while in the shelter.  Before they move to the shelter, they would need to receive clear, definitive information and instructions on what to do and what to take with them to the shelter.

5.
Self Esteem - Shelter occupants will want to maintain their self respect.  They will expect to be treated with respect and not considered as unimportant.  Many will want to be a part of the shelter operations activities.

6.
Recreation - Physical exercises will serve as a therapy for those who may be stressed, worried, frustrated, tense or bored.  Activities must be geared towards relieving these emotions.

7.
Emotional - There will be a need to deal with shelter occupants feelings of fear, anger and depression.  There may be a need for counseling and support groups.  Professionals in the field should be used to help with this need.

8.
Spiritual  - Opportunities should be provided for religious activities as one’s religion may provide a strong support mechanism.  Religious leaders who may be in the shelter occupant group should be encouraged to take the lead in these activities.  Outside support may also be needed.

9. Cultural - If donors from outside the country provide shelter, there may be a problem with cultural practices.   The shelter occupant will want to maintain his/her cultural patterns of food, dress, music and relationships while in the shelter.

SECTION FIVE:

GENERAL 



SECTION FIVE

5.1
LAW AND ORDER
5.1.1 Generally, all existing laws of Antigua and Barbuda shall be enforced in this shelter

5.1.2 Shelter occupant shall be obliged to use the shelter areas assigned to them by shelter officials.  Personal conflicts shall be resolved by Shelter Unit Leaders, if possible

5.1.3 Minor violations, such as violation of quiet hours, shall be handled by unit leader

5.1.4 Any necessary restraint and serious disciplinary action will be ordered only by the Shelter Manager in consultation with the Zonal Committee

5.1.5 All incidents which may be a criminal nature must be reported to the police

5.2
HEALTH AND SAFETY 
 
5.2.1
Introduction

The Shelter Manager and Team must emphasise the need for and endeavour to maintain a high level of safety and health practices in the shelter.  The rules and regulations must be applicable to and be maintained by all evacuees. The Shelter Manager must ensure that;

A. All occupants turn in knives, flammable liquids and other potential safety  hazards to central supply for safekeeping

B. For safety and health reasons, smoking is not permitted inside the shelter.  Smokers may smoke outside of the shelter only

C. Shelter occupants are encouraged to watch for and report any potential fire hazard such as careless use of combustible materials, metal equipment, faulty wiring, outlets and switches

5.2.2
Firefighting


The following basic rules apply to putting out fires:

A. Wood, paper, cloth or rubbish fires can best be extinguished by water

B. Gas, oil or grease fires can best be extinguished by sand or dirt

C. Electrical fires can best be extinguished by turning off electrical power and then using sand or dirt

D. The first extinguisher present in each shelter should be used to extinguish minor fires

E. In the event of fires, the Fire and Rescue Service should be notified immediately

5.2.3
Health and Sanitation

The following rules must be observed in an effort to avoid the spread of communicable diseases in the shelter.

A. Persons with contagious diseases shall be quietly isolated                         immediately in accordance with reference to the Medical Act

B. The daily sick call schedule shall be observed

C. Shelter floors shall be kept clean of waste materials

D. Rest-room areas shall be kept clean at all times

E. Waste containers shall be disposed of as soon as filled

F. Drinking cups shall be marked and retained for re-use by individual shelter occupants

G. Towels shall be retained by individuals for re-use as long as possible

H. Bodies of deceased persons shall be immediately removed from the shelter

I. The shelter environment shall remain clean and sanitary at all times

5.3
SHELTER SUPPORT SERVICES

5.3.1 Introduction

The emergency shelter will require the support of several agencies both government and non government which will be required to provide services that are outside the scope of the Shelter Manager and Team or even the immediate community. These agencies must be part of the planning process if they are to render effective service. The services will include

5.3.2
Food and Water Supply Services

I.
The Ministry of Labour, Immigration and Public Safety, Welfare Services and Food Distribution Sub- committee under the Chairmanship of the Ministry of Health, Education and Welfare is responsible for the Food Supply Depots and is responsible for the distribution of food supplies. Food supplies will not be stored in the shelters before the disaster.  Persons seeking shelter will be encouraged to bring with them emergency supplies for their own use for the first twenty-four (24) hours

II.
 The Committee will also be responsible for the development and other materials will be supplied to the shelter after the first   twenty-four (24) hours of shelter occupation

5.3.3
Emergency Feeding

I.
Feeding will be provided for those persons without food and/or without means of preparing it in time of disaster.  In the event of a delay in the arrival of emergency food supplies, the Manager should notify evacuees early of the delay to avoid confrontation

II.
At each shelter, space should be allocated for both food preparation and food service.  If there is an existing kitchen in the building chosen as a centre, this area should be used for preparation.  If there are no kitchen facilities about 200 sq. ft. of space should be allocated for an improvised kitchen.  

If this arrangement is not workable because there are too many evacuees already at the shelter, consideration could be given to the preparation of hot beverages and infant formulae in surrounding houses and delivered to the shelter as required.  The operator in charge of each shelter kitchen will obtain the food, supplementary equipment and other supplies needed for operation through the Shelter Manager.

5.3.4
Safe Food

I.
Examine all canned foods for evidence expiry dates, of leakage, bulged or springy ends and dents.  Those cans should be discarded.  Especially after   flood damage, cans may be rusty and labels may have  washed off

II.
Cans with discoloration or light rusting of the exterior may still be used.  Where labels have been washed off, manufacturers batch number and marks (usually embossed on one of the caps of the can) may be used to identify cans.

III.
Raw vegetables and fruits should not be used unless peeled.  If they are to be used, they should be thoroughly washed.  If there is any doubt regarding the safety of the water, immerse vegetables in a basin containing a chlorine solution (100 mg/litre) for 3 minutes and rinse until the smell of chlorine disappears.  If the water supply is contaminated, this is not free from risk.  (see Appendix 2 for more details)

5.4
MEDICAL SERVICE AND FIRST-AID
The Shelter Management Team  is responsible for the administration of first-aid in the shelters.  This team should comprise persons who have been certified in First Aid by the Red Cross or other approved agency.

Medical Services will be provided through the District Polyclinic or other approved government agency.  The District Shelter Committee or the Shelter Manager should solicit the services of private doctors or nurses.

  

If there are persons among the evacuees with training in the medical field they should be identified and asked to assist.


5.5
MAINTENANCE AND REPAIR SERVICES
The Shelter Management Programme must include a systematic programme for the inspection, maintenance and repair of buildings identified as shelters. It will be necessary to provide the following services to the shelter:

I. Maintenance of all shelters in Antigua and Barbuda, including an annual inspection of all shelters must be completed no later than 30th of April, each year.

II. Provision of transportation for all shelters requesting supplies before and after the impact

III. Supplying of emergency power if deemed necessary

IV. Damage assessment and repair to the shelter, including regular visits to the shelter to determine structural weaknesses after the impact

V. The supplying of emergency equipment and other relief supplies, road clearance and preparation of emergency access and exit routes to and from all shelters

5.6
SHELTER SUPPLIES
I. The Public Works Department under the advice of the Transport, Road Clearance and Logistics Sub-committee will liaise with the Office of Disaster Preparedness in the distribution of essential emergency supplies to the shelters.

II. The Ministry of Health will be responsible for the provision of sanitary materials and advising on the content of first aid boxes.  The Office of Disaster Preparedness Forms for requisitions, shelter records and registration and message pads will be supplied.  It is the responsibility of the Shelter Manager to ensure that their shelter is supplied with these materials prior to a major emergency or disaster or as soon as possible after.

5.7
COMMUNICATION
Communication will be a key resource for the effective management of the shelter. Citizens Band and Amateur Radio Operators will be organised to provide wireless communication at the shelter in the event that normal systems such as telephones fail. Shelter Managers should ensure that;

I. Messages to and from shelter are restricted to essential information and filed or kept in as short form as possible {See Form in Appendix}

II. A log of all messages sent or received by time and date is maintained

III. Telephone Operators and Communication personnel are  assigned to telephone(s) and radio transceivers for the purpose of receiving and transmitting messages to the National Emergency Operations Centre.  Information of concern to all those in the shelter should be posted by the manager, or at his direction, on a bulletin board (if available)

IV. As far as possible the communications persons try to use  only one radio at a time to conserve power

V. The broadcast radio is located in an area where it can be by the largest number of shelter occupants

VI. Shelter occupants are to be kept informed of changes in the situation by the Shelter Manager.  This will help prevent rumours that could adversely affect morale and shelter occupants

5.8
FEEDING (FOOD AND WATER)
The Shelter Manager should be advised daily of the quantity of food and water on hand.  Next to good air, water is the most essential requirement of the facility’s population.  Shelter Managers should note that:

1. Healthy people can survive for quite some time without food, but most would die after 4 to 5 days without water.  It is essential, therefore, that the manager and his water supply team act quickly to determine how much water will be available to the facility and ration out portions as required.

2. One 150-pound man needs about 2.2 quarters of water each day to maintain body functions.  Pregnant women, persons doing physical work, diabetics, the very young and old, and ill persons all require more water and should be encouraged to drink it.

3. Physical damage to the body becomes irreversible after a certain amount of time without water; increasing water intake after this will not help people recover.

4. Symptoms of water deprivation range from the mild symptoms of impatience, emotional instability, fatigue and apathy, through the more severe symptoms of headache, laboured breathing and increasing weakness, to the extreme symptoms of mental confusion and hallucination.  Death can follow.

5.
Water requirements are another reason to be concerned with air temperature in your facility.  The warmer the temperature, the more people must perspire (and thus lose water) to reduce body heat.  If your facility's temperature rises above 82 degrees Fahrenheit, the water needed by each person increases rapidly above the normal body requirements.

6.
Salty or other thirst-provoking foods raises the amount of drinking water required to eliminate waste from the body.

7.
Vigorous physical exercise increases water requirements.

8.
How you distribute water will depend upon how large your population is and what water supply and alternate sources are available to you.  Your population needs to drink water at regular intervals throughout the day at least five times.  To control its use, you may have to turn off fountains and control access to rest rooms in your building and ration drinking supply. 

9.
Drinkable water that has been stored in a closed system or closed container for any length of time may taste bad and appear undrinkable to many people.  Exposing it to fresh air will improve its taste: carefully pour it from one container into another several times.

10.
Special health foods should be kept by individuals unless it is desirable to turn them over to supply for storage and safekeeping.

11. Strict control should be maintained to minimise waste and to ensure equitable distribution of available supplies.  A daily status report should be made to the Shelter Manager to determine the need for any changes in distribution or procedures.  This report should include the amount of each item used and on hand, and the length of time the supply should last at the current usage rate.

12. If there is no food or water in the shelter or supplies run out, request for supplies should be made to the nearest food distribution centre or, as conditions permit.

13. Check water containers for leaks or contamination.  Take measures to prevent damages to containers or contamination of water.

5.9
WATER PURIFICATION
The three most probable impurities are: bacteria, foreign bodies such as toxins and anti-rust chemicals.


5.9.1
To Purify against Bacteria

Use water purification tablets, or add several drops of chlorine, household bleach or a tincture of iodine to each quart of water, or boil water for several minutes.


5.9.2
To Purify against Foreign Bodies

Filter water through filter paper, gauze, fiberglass or finely woven fabric, or allow water to stand until any sediments settles and then pour off clean water.

5.10 
WATER FOR THREE DAYS (MINIMUM)
The shelter must be equipped with a water storage tank with a sufficient capacity to provide for water needs for a period of three days.

NEEDS:
I.
5 gallons all purpose water - per person per day

II.
2 quarts drinking water - per person per day

5.11
FOOD SUPPLIES FOR THREE DAYS (MINIMUM)
Quantity depends upon the number of shelter occupants.  Guidelines to quantities can be obtained from Appendix VI, which was taken from the manual, prepared by the Caribbean Food and Nutrition Institute for use in disasters.


5.11.1
Suggested Canned Foods



Luncheon meat, ham, tuna, soups, fruits, fruit juices, meat, vegetables, soft drinks, 


5.11.2
Suggested dry foods



Cereals, instant coffee, tea, milk powder, sugar, etc.

5.11.3
Suggested Equipment and Supplies For Food Services

· Can opener

· Pots, pans, serving utensils

· Paper cups, plates, bowls, napkins, towels, plastic utensils, camp stoves and fuel, serving trays, matches

5.12
PROTECTIVE EQUIPMENT
Evacuees might be inappropriately attired when they reach the shelters.  In order to prevent loss of life from exposure, those requiring immediate emergency covering should be given a blanket to protect them from the elements.  The primary task in the first day or two would be the procurement and distribution of new and used clothing to evacuees.

If shelter occupation continues over a prolonged period, requisitions for clothing should be submitted to the NEOC who will liaise with the Welfare Services and Food Distribution Sub-committee and the NGOs in the country to assist with these requests.

5.13
THE WARNING SYSTEM

5.13.1
Introduction

Being warned about the threat of a disaster in advance is crucial to the safety of life and property.  This is made possible by modern detection and tracking devices that the National Emergency Operations Centre (NEOC) has access to.  Hence, the Office of Disaster Preparedness is able to receive warning of an approaching hurricane and have broadcast approximately 24 to 36 hours before the hurricane strikes.

I.
Hurricane advisories are issued when a hurricane approaches land.  At this time everyone in the affected area should begin to get prepared and use their plotting chart to track the path of the hurricane.  The Zone Coordinators will be contacted by the ODP and kept informed of developments.

II.
A hurricane watch is issued whenever a hurricane becomes a threat to a coastal area.  Everyone in the area covered by the watch should listen for further advisories and should be prepared to act promptly if a hurricane warning is issued.

III.
A hurricane warning will be issued when hurricane winds of 75 miles an hour or higher, or a combination of dangerously high water or very rough seas, are expected in a specific coastal area within 24 hours.  At this time, Zone Coordinators will be asked to activate their disaster plans, which will include the opening of Emergency Shelters.


5.13.2
After A Hurricane

A. Shelter occupants should not venture outside until the NEOC authority has sounded the ALL CLEAR, a sudden calm does not mean the end of the storm but that winds may blow again from the opposite direction.

B. See that people do not congregate in the road and thoroughfares and do not crowd around relief centres needlessly.

C. Assistance from shelter occupants should be solicited as far as possible in the shelter.

D. A warning should be issued to evacuees not to drink water without boiling and, if possible, filtering it until the authorities has declared it safe to drink.

E. Encourage the able-bodied to assist by removing debris from the roads, and thus ease the work of the organization responsible for opening up communications and for dealing with major obstructions.

F. Shelter Managers should encourage refugees from each family to go to their homes and make them habitable so that the whole family may return home as soon as possible and reduce numbers in the shelters, stressing that repair teams organized by the refugees themselves will save time by their corporate efforts.

5.13.3
After The All-Clear Has Been Given

Shelter Managers must summon their committee members and implement their own Action Plans.

Shelter Managers should assess the situation at the shelters and report to the ODP.  If necessary, requisition should be made for food and stores and in the case of victims who are seriously injured, medical help should be sought.

SECTION SIX:

APPENDICES 



APPENDIX I

Essential Shelter Needs

I. Shelter Staff

II. Cots or alternatives such as mats, rugs, inflatable mattresses, foams, rubbers, blankets, etc.

III. Battery-powered flashlights or lanterns and radios

IV. First-Aid Kits, First-Aid Textbooks and trained first aiders

V. Cleaning equipment such as brooms, trash- cans, large and small plastic bags, soap, towels, buckets, disinfectants, etc

VI. Sanitary supplies such as plastic bags and ties, toilet paper, feminine hygiene supplies, etc

VII. Fire Extinguishers

VIII. List of shelter occupants, shelter registration forms, logbook, Handbook for Emergency Shelter Management in Antigua and Barbuda 

IX. Cooking utensils and equipment like stoves and gas range or coal pots and coal

X. Emergency power and fuel

XI. Emergency telecommunications equipment (radio and telephone) - battery powered radio and lighting

XII. Rope or other materials to use as partitions to cordon off functional areas if the interior of the building is not designed for these purposes

XIII. Notice board

XIV. Water supply, water purification tablets and chlorine bleach

APPENDIX II

General Shelter Regulations

1. The Shelter Manager is the supreme authority in the management of daily operations of the shelter and his/her decision is final

2. The Deputy Shelter Manager or other person designated by the Shelter Manager will be responsible for the shelter in the absence of the Shelter Manager

3. The Manager is entitled to call upon any occupant of the shelter to assist in its operation and every occupant is expected to cooperate to the best of his/her ability

4. If a State of Emergency is proclaimed at any time under the Emergency Powers Act, all persons within the shelter will be subject to the orders made under the Act and will be liable for such penalties as may be imposed for failure to comply

5. The Shelter Manager and members of the shelter management team are forbidden to accept responsibility for any item of personal property of any shelter occupant

6. Any person whether an occupant of the shelter or not is liable for damages caused from deliberately defacing the shelter or any item of furniture or equipment and shall be prosecuted

7. The use of violence, profane language and illegal drugs will result in prosecution where any such offence is contrary to the law

8. The use of alcoholic beverages and drunkenness will not be permitted

9. There should be no unbecoming behaviour.  Firearms and ammunition, and other forms of weapons will not be allowed in the shelter

10. Open flames or cooking will not be permitted within the shelter, expect in specially designated areas, and such areas may only be used with the authorisation of Shelter Administrative Personnel.

11. All occupants using the facilities of an Emergency Shelter must be registered with that centre

12. Pets or domestic animals, except seeing eye dogs, will not be allowed in the Emergency Shelter, as this may be a contravention of the Public Health Rules and Regulations

APPENDIX III

Emergency Feeding Guide

PLANNING CONSIDERATIONS

PLANNING FOR EMERGENCY FEEDING

(Source: Caribbean Food and Nutrition Institute)
1.0
PLANNERS IN THIS AREA MUST CONSIDER THE FOLLOWING:

1.1 Roles and responsibilities of the Food Service Operation

1.2 Objective of institutional or group feeding in disasters

1.3 Tasks involved

1.4 Duties and responsibilities of food service staff

1.5 Supervisor

1.6 Cook and Assistant Cooks

1.7 General helpers

1.8 Coordination with overall community plan and with other government and private agencies

1.9 Reporting and communication systems
2.0
PRINCIPLES OF FEEDING IN DISASTERS

The following must be taken into account:

2.1
Importance of food

2.2
Nutrition requirements

2.3
Food priorities

2.4
Feed vulnerable groups

2.5 
Pregnant and lactating mothers

2.6 
Young children

2.7
The elderly

2.8
The sick

2.9
Therapeutic feeding

3.0
FOOD PREPARATION OF QUANTITY

Considerations:
3.1
Equipment available

3.2 
Utensil requirements

3.3 
The possible use of improved equipment for this purpose
4.0
WEIGHING AND MEASURING OF FOOD IN QUANTITY

Considerations:
4.1
The identification of most appropriate, available and easy to use measures like available cans, pails and other containers

4.2
Become familiar with capacity of containers

5.0
PRINCIPLES OF FOOD SANITATION

Considerations:
5.1 
Personal hygiene

5.2
Safe food source

5.3
Safe food storage


5.4
Safe food preparation


5.5
Safe food service


5.6
Care of food preparation and service areas


5.7
Care of equipment


5.8
Garbage disposal


5.9
Purification of water

5.10
Dishwashing procedures

6.0
ACCIDENT PREVENTION
Considerations:

6.1
Use of fire extinguisher


6.2
Discuss kitchen rules


6.3
Smoke Detector

7.0
IMPROVISED FEEDING

Considerations:

Preparation of a simple facility for boiling water and cooking food


7.1
Use cement blocks, bricks, earth-filled cans


7.2
Use an oil drum


7.3
Use coal or wood to make a fire

APPENDIX IV

Sanitation and Kitchen Safety Rules

(Source: Caribbean Food and Nutrition Institute)
Food service workers will be rushed and will be under stress during a disaster.  It is essential that strict sanitary procedures be emphasized at all times.  Care is required to prevent outbreaks of illness due to poor handling practices.  To ensure safe food, policies must be established concerning the following and emphasized in training programmes for all food service workers.

1.0
PERSONAL HYGIENE

1.1
Persons with common colds, sore throats, coughs, skin infections and diarrhea should not work in kitchens until such conditions have cleared up.


1.2
Washable dresses or uniforms are the most sanitary outfits for kitchen workers.


1.3
All workers should wear hairnets or bandannas, when in or about the kitchen or when serving food.


1.4
All workers should wash hands and fingernails before handling food and after using the toilet facilities.  If running water is unavailable, wash hands in a container or basin with soapy water; scrub nails, rinse in clear water in a second container.  Shake hands dry.


1.5
Certain types of jewelry, such as chains and bracelets should not be worn when preparing food.  They are a hazard when working in the kitchen, and may fall into the food.

2.0
SAFE FOOD STORAGE
Adequate refrigeration of some type should be provided as soon as possible but in the absence of refrigeration do not store meat, milk, fish, creamed mixtures or soups.  Prepare and serve quickly.  These foods will support the rapid growth of bacteria that can cause food poisoning, long before the food appears to be spoilt. Store utensils and containers of food in clean, dry places protected from flies, dust and other sources of contamination.  Metal containers are the most suitable.

3.0
SAFE FOOD SERVICE

3.1
Tasting of food from spoons that are being used in cooking and mixing food must not be permitted.


3.2
Whenever possible, use forks, spoons or tongs to avoid touching food with hands.


3.3
Do not touch bowls of spoons, tines of forks or rims of glasses with fingers. Lift cups by handles.


3.4
Where potable water is available in adequate amounts, use disposable dishes and utensils.


3.5
If prepared food has to be transported to or from the institution, carry it in clean sanitized containers.


3.6
Allow no animals in the kitchen.

4.0
EQUIPMENT SANITATION


4.1
Keep stoves clean and free from spilled foods.


4.2
Keep sinks clean and drains opened.


4.3
Wash, rinse, and if possible, sterilize all equipment and utensils following the procedures outlined for manual dishwashing.

5.0
MANUAL DISHWASHING
5.1
Have the following ready:

· 3-compartment sink or 3 large containers or pails

· Sanitiser

· Scraper

· Drying Racks

5.2
Method

· Scrape dishes

· Wash with a detergent using friction on all surfaces.   Immerse and rinse in a sanitizing solution.  Use a sanitizing rinse of 100 mg/kg chlorine.  Make up in accordance with sanitiser label or as a substitute use household bleach 2 ozs. (56 grams) in a gallon of water.

· Air dry on a clean surface or a dish rack, if available

6.0
CARE OF THE KITCHEN AND DINING AREA

6.1
Keep kitchen and dining area clean as you work.  Wipe up all spilled food immediately.


6.2
Keep all areas neat and free from litter.


6.3
Keep all shelves, boxes and cupboards clean.


6.4
Keep kitchen and dining area well aired.
7.0
GARBAGE DISPOSAL

7.1
Keep all garbage covered.


7.2
Remove frequently from food service areas.


7.3
Disposal should be carried out according to regulations outlined by the Environmental Health Officer.

8.0
PURIFICATION OF WATER
After a disaster, all water should be considered unsafe until it is definitely proven to be safe by competent authority.  It must be purified before being used for any purpose.  Water may be made bacteriologically safe by boiling for 5 minutes.  This boiled water must be put away in sterilized covered containers until needed.  If no fuel is available, the water must be disinfected according to a method approved by the Environmental Health Officer.

9.0
GENERAL KITCHEN SAFETY RULES
9.1 Wipe up spilled food immediately

9.2 Wear comfortable, low-heeled shoes

9.3 Keep exits clear

9.4 Provide a good can opener

9.5 Use dry pot holders for lifting hot pots

9.6 Never pour water into hot fat when it is near an open flame

9.7 Have a fire extinguisher at hand and know how to use it

9.8 Have a blanket of sand in kitchen for grease fires

9.9 Keep matches in tightly closed metal or glass container

9.10 Provide a container for burned matches

9.11 Use a broom and dust pan to pick up broken glass

9.12 Have a first-aid kit accessible in the kitchen

9.13 Be sure workers know how to handle all equipment

10.0
DUTIES OF THE COOK INCLUDE:

10.1 Following menu and recipes provided by supervisor.

10.2 Checking food for spoilage before using.

10.3 Cooking all meals.  Preparing sandwich fillings.

10.4 Keeping all equipment and surrounding clean.

11.0
DUTIES OF THE KITCHEN HELPERS INCLUDE:

11.1
Opening cans of foods.


11.2
Disposing of cans, garbage, etc.


11.3
Assisting with making of sandwiches.


11.4
Keeping fire going and water boiling.


11.5
Washing pots and pans and dishes.


11.6
Collecting used paper dishes and putting in plastic containers for disposal.


11.7
Cleaning food preparation and service areas.


11.8
Other duties as may be assigned from time to time.

APPENDIX V

Food Service Staff

(Source: Caribbean Food and Nutrition Institute)
1.0
REQUIREMENTS

1.1
Staff is required for food preparation, service and cleaning, including dishwashing.


1.2
If volunteers are assisting, they should be assigned to suitable tasks under the supervision of regular institutional staff.

The number of staff estimated to provide meals for 350 persons are as follows:
First Shift Hours, 6-2
Second Shift Hours, 10-6
*1 food supervisor
*1 food supervisor

*2 cooks
*2 cooks

*2 cook assistants
*2 cook assistants

*3 kitchen helpers
*3 kitchen helpers

2.0
RESPONSIBILITIES

2.1
Duties of the Food Service Supervisor include:

I. Supervising food service employees

II. Maintaining clean and sanitary conditions in the kitchen

III. Keeping food safe by proper storage.  Any food that looks spoilt should be destroyed

IV. Tasting all food served and observing proper techniques

V. Planning menus taking into consideration availability of  utilities

APPENDIX VI

Feeding Vulnerable Groups

(Source: Caribbean Food and Nutrition Institute)
1.0
THERAPEUTIC DIETS
Most patients on modified diets can survive for short periods when different methods of food preparation and omission of some food items are not possible.  Every person with diabetes who is on insulin should be fully instructed on what to do when he is unable to get his food or his insulin.

The dietary needs of specific groups require pre-planning.

· Vulnerable groups should receive a food supplement in addition to the basic diet.

· Vulnerable groups refer to those members of the community who are at greater risk of malnutrition or whose physiological status makes them more vulnerable to the effects of malnutrition.  In this group are included children under five years who are growing at a very fast rate and who may suffer permanent damage if malnourished, pregnant women and lactating mothers who require more nutrients, and the elderly.

Dried whole milk is a simple supplement that is widely acceptable, a good source of energy and protein easily transported and easily prepared.  Thirty grams per person per day provides about 150 kcal and 7.8 g of protein.  The usual dilution is 1 part of powder to 4 parts boiled water.  Dried skimmed milk is high in protein, but low in energy.  This makes it an inadequate supplement where energy is the greatest need.  Dried skimmed milk has to be reconstituted with fat to make it a suitable supplement for vulnerable groups.  For every 30 g dried skimmed milk (2 heaped dessert spoons) add 10 g of margarine (2 level teaspoons).  Mix thoroughly into a paste and add 200 ml of boiled water.  This formula provides 180 kcal and 10.8 g of protein.  Eight grams of oil can be substituted for margarine.

2.0
FEEDING YOUNG CHILDREN AND THE ELDERLY
Because young children and elderly people must be considered in most emergency feeding situations, menus including foods suited to young children, adults and the very old, and menus easily adapted to meet varied needs, are most practical.

2.1
Some of the general rules to be considered in feeding this group are:

· The use of simple, easy to digest foods

· The use of only enough fat to make food palatable

2.2
Use of the following foods should be avoided:

· fat meats and rich gravies 

· fried foods 

· pickles, highly spiced sauces and relishes, and other highly              seasoned foods 

· coarse vegetables, such as corn, which are likely to cause                        digestive upsets

· very sweet, rich desserts


2.3
Breast Feeding

Breast milk is the best food for infants and young children.  In an emergency situation, where fuel for boiling water may be unavailable and where hygiene conditions are satisfactory, breast feeding becomes even more important.  From the fourth to the sixth month onwards the infant needs complementary foods in addition to breast milk.  For this, a cup and spoon should be used and not a bottle.  The nursing mother must also be given a supplement.

APPENDIX VII

Menu Planning

(Source: Caribbean Food and Nutrition Institute)
Planning meals for disaster feeding starts with planning menus.  Factors other than nutritional needs must be considered if the menus are to be functional in relation to the facilities and suitable to the groups to be fed.

1.0
CONSIDERATIONS IN MENU PLANNING FOR DISASTER FEEDING

1.1
Type and Size of Group to be Served

How many men, women and children are in the group?  How many aged or chronically ill?  Do they have special food requirements, special food customs restrictions or preferences?


1.2
The Food Preparation Area, Layout, Work Space and available Utilities and Equipment

Does the menu conform to the limitations of these?  What arrangements have been made for emergency lighting in food preparation and serving areas?


1.3
Means of Food Distribution

Is the menu related to the means of distribution, the equipment available for food distribution and the distance over which the food might have to be transported?


1.4
Food Supplies

Can you count on variety?  Will delivery of foodstuffs be a problem?  What arrangements have been made for emergency deliveries should stockpiles be depleted?  Will storage facilities be available?  Will you have refrigeration?


1.5
Personnel

How many will be available to prepare and serve food?  Who are they?  How experienced are they?  Have these persons the skills to prepare the foods on the menu easily?  Have specific responsibilities for emergency feeding been assigned to food service personnel?  Do they know to whom they can turn for guidance?


1.6
Time



How much is available to prepare and serve meals?


1.7
Budget



Are the menus planned within the limits of the approved budget?


1.8
Familiar and Acceptable Foods

Are the menus designed to include local foods that are well accepted and liked by most groups and which are generally familiar to the persons preparing the food?



Foods that have the following characteristics should be used:
· Those in plentiful supply.  Very often relief agencies provide special food items.   Recipes and instructions on how to use these donated food items should be available.  These foods are convenient but should not replace local and familiar foods.  There should be reserved stocks of local foods.

· Those not subject to quick spoilage.

· Those that are not bulky and which can be stored, transported and distributed easily.

· Those commonly accepted by the people to be served.

· Those requiring minimum work in serving.

· Those requiring a minimum of preparation.

Local food preferences should be considered as much as possible, since unfamiliar or disliked foods will lower morale.

2.0
ESTIMATES OF COMMODITIES AND STORAGE REQUIREMENTS
Estimates of commodities required should be available on the basis of 1,000 people for a month.  Two simple and useful rules of thumb are:

· 16 metric tonnes of food feed 1,000 people for 1 month.

· To store one metric ton of food, a space of about 2 cubic metres is needed (or about 70 cubic feet)

3.0
CONSIDERATIONS IN PLANNING MEALS
The period after a disaster is no time to give unfamiliar foods.  Every effort should be made to provide foods that are familiar, well-liked and easily prepared.


3.1
Suggested Foods

Refrigerators should be checked to ensure that perishable foods are used as quickly as possible in order to avoid waste and spoilage if electrical power is affected.

Base the food ration on 3 groups of food:
· A staple, preferably cereal, eg. rice, cornmeal, flour

· A concentrated source of energy, e.g. fat

· A concentrated source of protein, e.g. canned meats, canned fish

Whenever possible, substitute cereals (cornmeal, rice) for tubers (plantain, sweet potatoes, yam, eddoes).  Tubers contain a large amount of water, about 70% of the weight, whereas cereals contain approximately 12%.  They occupy more space, spoil easily and provide less energy and protein per unit of weight.

3.2
Beverages
Milk, fruit juices (canned) and coconut water are refreshing thirst quenches. A stimulant such as tea or coffee is effective for the exhausted worker.


3.3
Energy Requirements
Primary considerations must be given to maintaining an adequate energy intake.

If feeding is to continue over a considerable period, 2,000 calories per person (2,200 calories for the pregnant and lactating woman) will maintain the population in a reasonable state of health for many months.  An emergency ration of about 1,700 calories (1,900 calories for the pregnant and lactating woman) for a period of several weeks will prevent severe deterioration of the nutritional status.  Energy requirements vary.

APPENDIX VIII

Medical Problems in an Emergency Shelter

(Source: Caribbean Food and Nutrition Institute)
On arrival at a shelter, evacuees medical problems should be noted and treated.  Some treatment may be of an ongoing nature.  This will require some form of appointments to control the flow and workload.  Following is a guide to some of the problems to look for:

a.
Is the person injured?

b.
Do they have an illness or are on medications?

c.
Do they have an infestation or an infection, such as fever, sore throat, running sores?  If so segregate and treat.

d.
Keep minor cases away from medical aid stations and the hospital because these are overloaded with patients.  Treat at the Emergency Shelter if possible.  You may have to do so if transport fails.

1.0
INCIDENT ILLNESSES
People may come in with a great variety of illnesses of a chronic nature; these may aggravate under stress conditions:

· Common Diabetes


· Hypertension

· Heart Disease

· Asthma

· Epilepsy



· Chronic Lung Disease


· Arthritis

· Pregnancy and Labour

It may be preferable to deliver a labouring woman in the shelter, providing you have the trained personnel and equipment.  Anything touching mother and child should be clean; keep anyone with an infection well away, especially sore throats, discharging sores, boils and abscesses, etc.

2.0
INFESTATIONS AND INFECTIONS

Must be segregated until treated or it will spread through the shelter.

3.0
DELAYED PROBLEMS (After two days)
Epidemics: Transmitted from person to person

1. Strep. Throats

2. Impetigo

3. Wound Infection

4. Meningitis (epidemic)

5. Childhood infection diseases

6. Influenza and viral infections

7. Infectious gastroenteritis


Sick persons or carriers introduce these.

Epidemics: Transported By Food And Water

1.
Dysentery and typhoid

2.
Food poisoning (staphylococcal)

3.
Infectious hepatitis

4. Cholera

These are best treated and prevented with the following methods: -
a.
Careful selection and inspection of food handlers

b.
Treatment of drinking water

c.
Portable toilets away from living areas

d.
Control of insects, rodents and garbage

4.0
EFFECTS OF POOR LIVING CONDITIONS AND DIETS
4.1
Cold, predisposing to respiratory infections

4.2
Bad cooking

4.3
Constipation or diarrhea from the diet

4.4
Crowding

None of these are important in themselves, but they can add to a powerful degree of misery and promote ill health.

APPENDIX IX

Guide to Detecting and Managing Psychological Reactions to a Disaster

(Source: Psychological Reactions at Time of Disaster – B.E. Fisher)
1.0
EXPECTED REACTION

1.1
During Impact and immediately following some people may be:-
A. Stunned

B. Show confusion; chaotic behaviour

C. Anxiety

D. Paralysis

E. Some will not react and show sign of motionless behaviour

1.2
Suggested Response by Management Team
A. Provide leadership and direction

B. Identify persons with leadership qualities - use them to assist

C. Encourage these persons to lie and rest; 

D. Management Team should keep a close eye on them

E. Persons should be encouraged to talk.

F. Must never be left alone

2.0
DELAYED RESPONSE
2.1
Reactions
1.
Insomnia

2.
Digestive Upsets

3.
Nervousness

4.
Emotional Tension

5. Might create practical problems

6. Incapable of speaking or carrying on a conversation

7.
Anger and resentment especially if a loved one is lost - blame emergency services for their misfortune

8.
May want to direct anger towards those who have escaped the disaster - this can be management staff

9. Denial

10. Deterioration in the ability to reason and be reasonable

3.0
NORMAL REACTION
Some individuals will remain remarkably calm but most will initially show obvious signs of disturbance or weakness.  Such reactions are quite normal and most persons regain their composure fairly soon after the disaster.


3.1
The Depressed
1.
Numbed and confused

2.
Gaze vacantly into space

3.
When spoken to they do not reply or simply shrug their shoulders

4.
They appear to be aware of their situation and unable to help themselves without assistance

5.
Cannot carry out a job which requires initiative


3.2
Suggested Response by Management Team
Spend time with individual or group - response may be positive when victims find someone is taking an interest in them.  Simple routine tasks should be suggested.

4.0
OVERREACTION
Especially emergency services personnel and survivors - explode - a flurry of activity which at first might seem purposeful but will soon be seen to be largely useless - talk to rapidly joke inappropriately.

a.
Spread rumours

b.
Make endless suggestions and demands that are of little real value

c. 
Will jump from job to job

d.
Will be unable to resist the slightest distraction

e.
Intolerant of any ideas but their own


This person can become a disturbing influence on all around them.


4.1
Suggested Response by Management Team
It will be difficult to persuade this type of individual to listen to suggestions but you have to look for opportunities to do this and try to divert their actions to something useful.  Overactive people have: -

A.
Great confidence in themselves

B.
They will criticize the stupidity of authority and may well be outspoken as to whom to blame

B. 
Such activity is contagious and can lead to serious crisis

Every effort must be made to stop their activity, not by arguing with them as to rights and wrongs but by assuring them that their grievances can be considered later and that at present they should help to resolve the situation.

5.0
COMMON HYSTERIA
5.1
Most Serious Problem
Person becomes convinced that some part of his body has ceased to function when in fact there is nothing physically wrong with him.  Such persons are not faking or malingering but are completely unaware that no physical basis exists from their symptoms.

5.2
Suggested Response by Management Team
A. Talk to them calmly

B. Make them feel as though someone is interested in them.  Bypass their apparent disability to some degree and find them a small job to do in spite of their symptoms.  This will help to regain their composure gradually.
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