PORT SEASON 2006-2007

OPERATIONAL CHECKLIST FOR SITE/PARTNER CONGREGATIONS 

· Site Congregation Coordinators attend one of two mandatory training sessions offered by LINK.  The training sessions will be as follows: September 21 at 6:30pm and September 23 at 10:00am.  Both meetings will be held at Hilton Presbyterian Church.

· Site Congregation Coordinator and Partner Church Coordinators, along with an assigned PORT Steering Committee member, meet several weeks prior to their designated week, to review all policies and procedures, in particular the procedure with regard to CLIENT CONFIDENTIALITY AND LAW ENFORCEMENT INTERACTION, to determine schedule assignments, plan menus, divide costs for supplies between congregations and the like.  Also, a tour of the site church should be given, noting areas in the shelter used for guest entrances, the check-in desk, storage area for guest belongings, kitchen, restrooms, fire escapes, eating and sleeping areas for guests and places where volunteers will enter, sleep and store their belongings.

· If a Site Coordinator chooses not to have a Steering Committee member present at the site, the Coordinator assumes full responsibility for the implementation of the program (volunteers, meals, scheduling, operations, handling problems, etc.)  The PORT Manager or the Assistant Manager or the Intake Worker will take care of the guests when any of the named are on duty at the site. The night worker (10:00pm-6:00am) is there to intervene if there are mental health or substance abuse issues; all other issues/problems should be handled by the person in charge and reported the next day to Lynne Finding.  Lynne Finding may be reached if absolutely necessary at 254-2424.  
· Acquire necessary supplies (See Supply List for Site Congregations).  Contact LINK at 595-1953 if your church needs to get items from its food pantry or shop at the Foodbank.  Prior to shopping, LINK will need to FAX the names of the shoppers to the Foodbank.  The site or partner congregation will pay the food bills and submit all of the receipts to the site coordinator at the conclusion of the PORT week.  

· Schedule volunteers.

· Clearly mark the location of the fire extinguisher and determine that it is working.  Make sure volunteers know how it works.

· Designate and label one door where guests will enter and exit the shelter.

· Designate and label areas where guests will sleep, eat and use the restrooms.  Male and female guests do not ever sleep together, even if they are married.

· Designate an outside smoking area and acquire a large astray/bucket of sand.

· Site Congregation Coordinator contacts Partner Congregation Coordinators a week prior to their designated week to make sure everyone is prepared with adequate food and volunteers based on the projected number of guests.

· Arrange for the transporting of the circulating PORT equipment to the site congregation.  The site congregation is responsible for coordinating the transportation of the supplies when the shelter is coming to its location.

