CHECK-IN PROCEDURES AND IMPORTANT INFORMATION 

1. All volunteers should sign the Volunteer Sign In Book and pick up a PORT Volunteer button. 
2. Check-in is normally from 6:00 p.m.– 8:00 p.m.  Guests arriving after 8:00 p.m. must either be on the Late Arrival List or have a police escort.  Guests riding the LINK transport will be admitted if they arrive after 8:00pm.

3. When the shelter has reached its housing capacity, please notify the Police Department, 247-2500, and United Way First Call, 594-4636, so that no additional persons are brought to the shelter.  In addition, persons who are on the Late Arrival List must be turned away if the shelter is at capacity.

4. PORT personnel will oversee the check in of each guest.  Volunteers will assist in giving nametags and hygiene kits, bagging guest belongings, transporting guest bags to the storage area, registering guests on the Late Arrival List and checking in guests’ cigarettes and medicine.  After the PORT staff person goes off duty, the volunteers will then be responsible for the check in procedure.

5. All new guests must have proper identification.  If a guest does not have an I.D., refer the guest to the on-duty Intake Worker after checking them into the PORT Shelter.

6. Guests must check in all belongings upon entering the shelter site, including coats, hats, scarves, gloves, hoodies and work overalls. The previous statement is subject to change.  LINK’s Executive Director will make the changes based upon advisement from appropriate personnel.  In addition to items of clothing, tools, including knives, must be checked in.  If guests choose to keep their toiletries with themselves in the shelter, they must keep their toiletries in a clear zip-lock bag.  Once belongings are checked in, they will be locked up until checkout.  No food and/or drinks are to be brought into the site.  If food and/or drink is/are brought into the site it/they must be checked in with an individual’s belongings.

7. A hygiene kit will be given to a guest when the person is assigned her/his identification number, that is, the first time the individual comes to PORT.
8. Do not assist the guests with any personal hygiene problems, i.e. incontinence.  If any situations arise, please consult an Intake Worker on duty or ask another guest to assist the person who is in need of help. 
9. Dinner is served between 6:30 p.m. and 8:00 p.m.  At no time are guests allowed to be in the kitchen.  The Kitchen closes at 9:00 p.m. and no meals are served after this time.  Persons who come in late will be served peanut butter sandwiches and a beverage.

10. Bedding is distributed each night at 8:15 p.m. and collected each morning before breakfast.  Only ONE BLANKET, ONE MAT, and ONE MAT COVER are issued to each guest.  They are kept in a cloth bag tagged with the number of the guest using these items.

11. If the host site is running low on blankets, mats, mat covers first check each bag to be sure that only one blanket and one mat cover is in each of the bags.  Please contact LINK the next morning to request the additional blankets and/or mat covers and/or mats that need to be brought to the site.

12. If the host site is running low on check-in supplies, please let the PORT personnel know so they can contact LINK to get additional supplies to the site.  The LINK staff does not work on the weekends, therefore, requests for supplies and the fulfilling of the requests can only be handled Monday thru Friday.

13. Men and women will use separate sleeping and restroom facilities at all times.  At no time should female guests be sitting or lying around a male guest’s mat and vice versa.

14. Smoking is permitted only at the designated time (8:00 p.m. – 8:15 p.m.) and in the designated location outside the site. Guests are to deposit all smoke butts in the containers provided in the designated smoking location.  All guests leave the building for the smoke break after picking up their cigarettes and return to the building after the smoke break as a group.  There is no morning smoke break.  A host site may have in place a No Smoking Policy which which guests must adhere to. 

15.  Medication must be documented in the Medicine Log Book before being made available to any guests.  Please monitor the frequency and dosage closely.  ALWAYS place in the cap the appropriate dosage, as indicated on the label, and allow the guest to self-administer the medication.  Do not give out liquid cough medicine.  Guest’s personal medications, which are handed in as part of daily check-in, are the guest’s responsibility with regard to taking them and receiving them from the shelter site at daily checkout.  Please respect the privacy of the guests and do not examine the labels on the containers.

16. In the event of any type of emergency, medical or behavioral, please call 911.
17. Guests may not use the shelter site telephones or personal cell phones or volunteers’ cell phones.

18. Guests are asked to be considerate of others.  Loud talking, music, etc. are not appropriate at any time.  A Walkman radio with headset is the ONLY ELECTRONIC DEVICE ALLOWED.  Once lights are out, all talking and playing of radios must stop.

19. Maintain guest confidentiality at all times.  Do not give out guest information to anyone over the phone or in person except to PORT personnel (Lynne).

20. A volunteer needs to be at the check-in desk at all times.  Never leave the desk or an unlocked storage area unattended.

21. Volunteers should monitor the bathroom and common areas throughout their shift, preferably every 15 minutes.  Particular attention should be given to the bathrooms during the night shift.

22. Check-in volunteers need to stay until 9:00 p.m. or until the 2nd shift volunteers arrive and have received their assignments and have been briefed on procedures, etc.  Although the sleepover volunteer shift goes from 9:00 p.m. to 5:30 a.m., all four 2nd shift volunteers need to arrive by 8:45 p.m. so the site is assured of being adequately staffed and so these volunteers can be briefed about any procedures or situations that may arise/have arisen.  Two 2nd shift volunteers must be awake at all times.

23. Monday thru Thursday, guests are not permitted to watch TV or videos.  During the time between dinner and lights out, the In-take Workers will work with the guests in order to address their needs; guests will be encouraged to attend NA and/or AA Meetings, classes/groups, and/or Bible Study (an optional activity), play games provided by LINK, read, and the like.  On Friday, Saturday and Sunday, the guests may watch TV and the videos provided by LINK.

24. Lights out is at 10:00 p.m.  The site coordinator may change this time on weekends and/or holidays.
25. Second shift volunteers are responsible for preparing coffee in the morning.  The coffeepot should be turned on at 4:30 a.m.

26. Morning Transportation will begin at 6:15 a.m.  All guests must depart the shelter site, that is, actually be off the grounds of the shelter site by 7:00a.m. The PORT shelter closes at 7:00am.  If a site church chooses to allow any or all of the guests to remain at the site, the church

a) assumes full responsibility and liability for the guests

b) is not permitted to use any shelter materials (bedding, food, games, videos, etc.) for the guests without permission from Lynne Finding

c) is required to have all guests leave the site, building, before the official opening of the PORT shelter at 5:30pm.   

27. Guests must remove all belongings when checking out in the morning.  Items left at the site will be discarded.  THERE ARE NO USUAL EXCEPTIONS TO THIS RULE.  The ONLY exception is if the guest has been taken to the hospital prior to checkout.  LINK and/or the site are not responsible for any loss of items.   

28. The checkout volunteers, with the assistance of PORT guest volunteers, need to make sure the site, namely, bathrooms, sleeping areas, dining area and halls, are clean and prepared for the next evening.  Please remember that most guest volunteers rely on PORT transportation, therefore, they need to exit the site in time to catch the bus.
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