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Introduction

The City of Marshfield, Missouri, Community Shelter Operations Plan (CSOP) was developed for the express purpose of defining the duties and responsibilities of the individuals identified by the titles below when a severe weather event is anticipated to occur in the greater Marshfield, Missouri, area.  Developing and implementing a solid Community Shelter Operations Plan is central to the effectiveness of the Marshfield, Missouri, Community Shelter.

Definitions

Warning:  A weather warning is a product issued by the National Weather Service (NWS) indicating that a severe weather event is either imminent or has been reported.  A warning indicates the need to take immediate action to protect life and property.  The type of hazard is reflected in the type of warning (i.e. tornado warning, thunderstorm warning, et. al.).

Watch:  A weather watch is a produced issued by the NWS indicating that the conditions for a specific weather event are more favorable than usual for its occurrence.  A watch is a recommendation for immediate planning, preparation, and increased awareness (i.e. to be alert for changing weather, listen for further information, and think about what to do if the danger materializes).

Watch Box (or Box):  Slang; identifying a specific watch or warning area.

Short-Fuse Warning:  A warning by the NWS for a local weather hazard of relatively short duration.  Short-fuse warnings include tornado warnings, severe thunderstorm warnings, and flash flood warnings.  Tornado and severe thunderstorm warnings typically are issued for periods of one hour or less, with flash flood warnings typically for three hours or less.

Primary Shelter Area:  A room designed to meet all Federal Emergency Management Agency (FEMA) specifications for severe weather and high wind events.

Secondary Shelter Area:  Areas identified within a building, other than the Primary Shelter, which offer a similar place of safety.  The areas offering the greatest protection are located in the center of a building with no exterior walls, outside windows, skylights, or doors.  Small areas such as restrooms, offices, and closets offer some protection.

Key Staffing Positions

The persons identified in the following sections are the designated representatives responsible for the implementation of this Community Shelter Operations Plan.

Site Coordinator

Name:


Dan McMillan


Position:

City Administrator

Address:

Marshfield City Hall




798 S. Marshall St., Marshfield, MO  65706


Business Phone:
(417) 859-2352, Ext. 250

Business Fax:

(417) 468-5267

Cellular Phone:
(417) 840-6451

Home Phone:

(417) 859-6145

E-Mail:

mflddan@mchsi.com

First Assistant Site Coordinator

Name:


Michael Taylor



Position:

Fire Chief

Address:

Marshfield City Hall




798 S. Marshall St., Marshfield, MO  65706


Business Phone:
(417) 859-0884

Business Fax:

(417)

Cellular Phone:
(417) 830-0367

Home Phone:

(417)

E-Mail:


Second Assistant Site Coordinator

Name:


Deana A. Fishel

Position:

Assistant City Administrator

Address:

Marshfield City Hall




798 S. Marshall St., Marshfield, MO  65706


Business Phone:
(417) 859-7660

Business Fax:

(417) 468-5267

Cellular Phone:
(417) 689-4493

Home Phone:

(417) 859-4493

E-Mail:

dbamarsh@mchsi.com

Duties and responsibilities of the Site Coordinator and/or Assistant Site Coordinators include:

· Organizing/coordinating the CSOP.

· Ensuring that identified staff are in place to facilitate the CSOP.

· Ensuring that all aspects of the CSOP are implemented.

· Developing community education and training programs.

· Setting up first aid teams.

· Coordinating Shelter evacuation practice drills and determining how many should be conducted in order to prepare for a real event.

· Setting up periodic Shelter evacuation practice drills for practice and evaluation.

· Coordinating public education for emergency planning, to include preparing and distributing information to residents of the greater Marshfield area concerning the Shelter and emergency planning.

· Updating and distributing emergency phone numbers to residents.

· Distributing letter (Appendix A) and Special Needs Form (Appendix B) to Marshfield residents, businesses, institutions, and industries, notifying residents of the opening of the Marshfield Community Shelter.

· Ensuring that the SCOP is periodically reviewed and updated as necessary.

Duties and responsibilities of the First and Second Assistant Site Coordinators include performing duties of the Site Coordinator when the Site Coordinator is unable to carry out the responsibilities, and also to perform duties as assigned by the Site Coordinator.

Equipment Manager

Name:


Sam Rost



Position:

Utilities Superintendent
Address:



Business Phone:

Business Fax:


Cellular Phone:

Home Phone:


E-Mail:


Assistant Equipment Manager

Name:


Don Burney
Position:

Parks
Address:



Business Phone:

Business Fax:


Cellular Phone:

Home Phone:


E-Mail:


Duties and responsibilities of the Equipment Manager and/or the Assistant Equipment Manager include:

· Understanding and operating all equipment (including communication, lighting, safety equipment, and Shelter doors).

· Maintaining and updating, as necessary, the Shelter Maintenance Plan.

· Maintaining and ensuring that equipment is maintained year-round and working properly.

· Informing the Site Coordinator if equipment is found defective or needs to be upgraded.

· Purchasing supplies, maintaining storage, keeping inventory, and replacing outdated supplies.

· Replenishing supplies to pre-established levels following Shelter usage.

· Monitoring of the radio and providing information to Shelter occupants during an emergency event involving Shelter usage.

· Determining when it is safe for evacuees to leave the Shelter following the occurrence of an event.

Signage Manager

Name:


Richard Nevills 
Position:



Address:



Business Phone:

Business Fax:


Cellular Phone:

Home Phone:


E-Mail:


Assistant Signage Manager

Name:


Sam Rost
Position:



Address:



Business Phone:

Business Fax:


Cellular Phone:

Home Phone:


E-Mail:


Duties and responsibilities of the Signage Manager and/or Assistant Signage Manager include:

· Determining what signage and maps are needed and/or required to help intended Shelter occupants get to the Shelter in the fastest and safest manner possible.

· Preparing or acquiring placards to be posted along routes to the Shelter throughout the community that direct intended occupants to the Shelter.

· Ensuring that Shelter signage complies with ADA requirements, including those for the blind.

· Providing signage in other languages as appropriate for the intended Shelter occupants.

· Working with the Equipment Manager to ensure that signage is illuminated or luminescent after dark and that all lighting will operate if a power outage occurs.

· Periodically checking signage for theft, defacement, or deterioration, and repairing or replacing signs as necessary.

· Providing signage that clearly identifies all restrictions that apply to those seeking refuge in the Shelter (e.g. pet staging, limits on personal belongings, et. al.)

Notification Manager

Name:


Dan McMillan


Position:

City Administrator

Address:

Marshfield City Hall




798 S. Marshall St., Marshfield, MO  65706


Business Phone:
(417) 859-2352, Ext. 250

Business Fax:

(417) 468-5267

Cellular Phone:
(417) 840-6451

Home Phone:

(417) 859-6145

E-Mail:

mflddan@mchsi.com

Assistant Notification Manager

Name:


Michael Taylor



Position:

Fire Chief

Address:

Marshfield City Hall




798 S. Marshall St., Marshfield, MO  65706


Business Phone:
(417) 859-0884

Business Fax:

(417)

Cellular Phone:
(417) 830-0367

Home Phone:

(417)

E-Mail:


Duties and responsibilities of the Notification Manager and/or Assistant Notification Manager include:

· Developing a notification warning system that lets intended shelter occupants know they should proceed immediately to the Shelter.

· Implementing the notification system when a watch or warning is issued, as appropriate.

· Ensuring that non-English speaking Shelter occupants understand the notification (this may require communication in other languages, the use of pre-recorded tapes, or other means of communication).

· Ensuring that Shelter occupants who are deaf receive notification (this may require sign language, installation of flashing lights, use of the TDD system, hand-written notes, et. al.)

· Ensuring that Shelter occupants with special needs receive notification in an acceptable manner.

Field Manager

Name:


Jim Downing
Position:

Alderman, West Ward (Mayor Pro-Tem)
Address:



Business Phone:

Business Fax:


Cellular Phone:

Home Phone:


E-Mail:


Assistant Field Manager 1

Name:


Jerry Dinwiddie
Position:

Parks
Address:



Business Phone:

Business Fax:


Cellular Phone:

Home Phone:


E-Mail:


Assistant Field Manager 2

Name:


Jack Hargus


Position:

Volunteer
Address:



Business Phone:

Business Fax:


Cellular Phone:

Home Phone:


E-Mail:


Duties and responsibilities of the Field Manager and/or Assistant Field Managers include:

· Ensuring that Shelter occupants enter the shelter in an orderly fashion.

· Pre-identifying potential Shelter occupants with special needs, such as those who are disabled or who have serious medical problems.

· Arranging assistance for Shelter occupants who need help in getting to the Shelter (potential complications will be anticipated and managed prior to an event, as possible; residents with special needs will be identified via response from the initial Shelter notification letters).

· Closing and locking Shelter doors based upon confirmation of when no more citizens are seen coming to the Shelter.  A judgment call may be required as to when to secure the shelter if a tornado is imminent. 

· Overseeing the administration of first aid by those trained to administer.

On-Call Staff Members

The on-call staff members will be selected after review with the Site Coordinator.  Criteria for selection will include where the site member lives, willingness to serve, ability to carry out designated duties, potential for conflicts with other activities or obligations that would prohibit the individuals from being available as an on-call responder, and other criteria as deemed necessary.

Shelter Activation

The following steps shall be taken for activation of the Shelter Operations Team and implementation of the CSOP for evacuating the Community Shelter:

· When the Marshfield-area is under a Tornado Watch or other Watch that necessitates the opening of the Shelter, the Shelter will be opened and made ready for the general public.  The Shelter Operations Team will be notified and put on alert.

· The Marshfield Fire Department and/or the Marshfield Police Department will be available and notified to unlock the Shelter after a Tornado Watch or other Watch that necessitates the opening of the Shelter, and shall stay at the Shelter until one of the Shelter Operations Team members arrives.  

· The Site Manager will activate the remaining operation team if necessary, and duties as outlined above will commence immediately.

· The on-call staff members shall be assigned appropriate duties by the Site Coordinator and/or Field Manager, and are required to be at the Shelter monitoring the weather when a Tornado Watch or other qualifying Watch has been issued for the greater Marshfield area.  

· The on-call staff will remain at the shelter until the NWS has cancelled the Watch.  Should the NWS activate a Warning and Storm Sirens be activated by the City of Marshfield, the Shelter doors shall be opened and the Shelter team shall commence active duty status.  The weather will continue to be monitored by the on-call Field Manager, and the Shelter will remain open until the NWS has canceled the warnings and watches.

Clean-Up, Restocking and Closing the Shelter

Clean-up of the Shelter and restocking any consumed supplies will take place after the event is over and all evacuees have left the Shelter (see Appendix C).  The identified responsible Shelter Operations Team members will make sure the Shelter is cleaned and ready for use for the next hazardous weather event.  These duties include, but shall not be limited, to the following:

· Clean up Shelter area

· Inspect all Shelter signage; replace if damaged or missing (Signage Manager)

· Inventory all equipment and supplies; replace, repair, and restock as necessary (Equipment Manager)

· Debrief Shelter Management Team (Site Coordinator)

· Conduct an evaluation after a drill, exercise, or actual occurrence of an emergency situation, in order to determine the adequacy and effectiveness of the CSOP and the appropriateness and effectiveness of the response by the Team Members (Site Coordinator, Field Manager, Shelter Management Team)

· Journal Recording of weather Event, (Field Manger).  Recorded information shall include, but not be limited to, the following (see form, Appendix D):

· Date and time of event.

· Reason for Shelter use.

· Time the Shelter was unlocked and prepped for use.

· Number of Evacuees using the Shelter.

· Names of Shelter Operations Team members and other staff responding to the event.

· Comments regarding the weather event and operation of plan.

Maintenance Plan

The Shelter Site Manager, Field Manager, and Equipment Manager shall ensure that the Shelter and its equipment are clean and functional at all times, and that the Shelter is cleaned and restocked as soon as possible following each severe weather event when the Shelter is used and supplies are consumed.  See Appendix C.

Communication equipment and emergency lighting must be checked and certified weekly to ensure they are working properly.  Any problems are to be reported to the Shelter Site Manager and/or Equipment Manager or other administrative staff responsible for the overall performance of the building.  A Shelter Inspection Certification Form shall be signed and dated after each weekly inspection.  See Appendix D.

The Shelter is equipped with an emergency back-up generator that will supply the shelter area with electricity for approximately ____ hours.  Routine maintenance and inspection of this generator falls under the Site Supervisor’s area of responsibility.  Scheduled inspections of the generator will be performed on a monthly basis throughout the year to ensure that the generator will be ready and functional at the time of an emergency.


Animals

Aid Animals

Evacuees requiring aid animals will be allowed to bring the aid animal to the Shelter.  All animals must remain in the Animal Staging Area at all times.  The evacuee must keep the aid animal in the aid animal staging area, on a leash/harness and under the owner’s control at all times.  The owner must provide aid animal needs, such as food, water, medicine, cleaning supplies, etc.  The owner is responsible for the actions of the aid animal, as well as the sanitary requirements of the animal.  Records of shots and health papers should be brought to the Shelter, and the animal should be identified (tags on collar, microchip, etc.).  See Appendix B.

Pets and Other Animals

Companion animals and other household pets or animals are not allowed in the Shelter due to the space the pets will require, which reduces the amount of space for human evacuees, as well as potential allergens and other negative health effects to human evacuees.

Appendix A

Tornado Shelter Notification Sample Letter

The following letters shall be mailed to Marshfield residents, businesses, institutions and industries to notify residents of the availability of the Community Shelter and its purpose.

------------------------------------------------------------------------------------------------------------

LETTERHEAD

Date

Name

Address

City, State, Zip Code

Re: Marshfield Community Storm Shelter

Dear Resident:

The City of Marshfield is pleased to announce the completion of the Community Storm Shelter, which is now ready for use during tornado and other weather-related events.  The FEMA Community Shelter is located at _______________________________________.

The FEMA Shelter is owned and operated by the City of Marshfield, Missouri, and its first function is to provide protection for the greater-Marshfield area during tornado and high wind events.  The Shelter will be available to anyone in the Marshfield area that does not have a basement or other safe room.  It will be open to anyone needing shelter; there is no fee to use the Shelter.  However, the Shelter does have a maximum capacity of 400 persons; household animals, excluding Aid Animals, are not allowed at the Shelter.

Enclosed you will find a Special Needs Form.  If you have any special needs, such as physical impairments, special medical alerts, aid animal instructions, etc.) that will require special assistance in getting to the Shelter or once you arrive at the Shelter, you will need to fill out the form and return it to me at Marshfield City Hall within one week of receiving this letter.  Please contact __________________ at (417) ______________ (e-mail: _________________________) if you have any questions or need assistance in filling out the form.

Please do not hesitate to contact us if you have any questions about the Shelter.  Shelter questions should be directed to __________________ at (417) ______________ (e-mail: _________________________).

Sincerely,

Dan McMillan

City Administrator

Enclosure: 1 (Special Needs Form, Appendix B)

Appendix B

Functional Needs Form

The following Special Needs Form shall be mailed to Marshfield residents, businesses, institutions and industries with the initial notification letter. 

------------------------------------------------------------------------------------------------------------

If you plan to use the Marshfield Community Storm Shelter and have functional needs that we should be aware of, please complete this form as appropriate and return it to us as soon as possible.  You may submit the form in person, mail, fax or e-mail the information to the following:



Dan McMillan, City Administrator



Marshfield City Hall



798 S. Marshall St., Marshfield, MO  65706



Fax: (417) 468-5267



E-Mail: dbamarsh@mchsi.com 

For you convenience, there is a night-drop box on the North side of City Hall.  You may also return your form in this manner.  Please contact __________________ at (417) ______________ (e-mail: _________________________) if you have any questions or need assistance in filling out the form.

Please type or print the following information.

Name:

Complete Physical Address:

Complete Mailing Address:

Home Phone:



Cellular Phone:

E-Mail:

Is there a particular means of contacting you that we should observe (i.e. TDD, etc.)?  Please note here:

Please list any functional needs here.  Examples would include medical alert, wheelchair or walking aid required, lifting assistance, oxygen required, electric plug in, etc.  Please explain what assistance would be needed at the Shelter.

Do you require the aid of animal such as a Seeing Eye Dog?  _____ Yes    _____ No

If yes, please note that the aid animal must remain leashed or harnessed.  You will be responsible for actions of your aid animal, as well as clean-up, prior to departure.  You should prepare an Emergency Evacuation Kit for your animal, which includes animal identification (tag on collar/harness, microchip), health papers showing current vaccinations, water and food bowl if desired, food, water, cleaning supplies for animal waste (wipes, disinfectant, garbage/plastic bag), leash/collar/harness, and medications (if your animal is on medications). 

Emergency Contact and Phone Number(s): _____________________________________

Note: There are ADA restrooms located _____________________ at the shelter.  ADA parking is available _______________________________.

Appendix C

Community Shelter Equipment & Supplies List

This list shall be posted in the Shelter Office.  An inventory of the following supplies must be made and certified after every event when the Shelter is placed in active service and used by the public.  Communication and emergency lighting must be inspected and certified weekly.

The following must be kept in the Shelter area:

COMMUNICATION EQUIPMENT

_____ 
One (1) NOAA Weather Receiver (battery-powered, continually recharging)

_____ 
One (1) AM/FM Radio (wind-up/battery-powered)

_____ 
One (1) Cellular Phone (may not operate during a severe weather event inside the 


FEMA Safe Room)

_____
Two (2) Hard Copies of the Community Shelter Operations Plan (CSOP)

EMERGENCY EQUIPMENT

_____
Ten (10) Flashlights (continually recharging, to be located in the Shelter Office)

_____
Two (2) Fire Extinguishers ABC2 (located ______________________________)

FIRST AID SUPPLIES

Basic First Aid Kits are required and to be kept in the Shelter Office.

_____ 
Two (2) First Aid Handbooks

_____ 
Non-Prescription Drugs, such as aspirin and non-aspirin pain reliever medication

_____ 
Adhesive Tape and Bandages, assorted sizes

_____
Scissors, Tweezers and Safety Pins, assorted sizes

_____
Latex Gloves

_____
Antiseptic Solutions and Antibiotic Ointments

_____
CPR Masks with One-Way Valve

_____
Antibacterial Hand Gel

_____
Face Masks

WATER

Water will be available from drinking fountains within the Shelter.  

OTHER SUPPLIES

These items will be kept in the storage area.

_____
Toilet Paper and Paper Towels

_____ 
Towels and Moistened Towelettes

_____
Disinfectants and Chlorine Bleach

_____
Trash Containers and Liners

------------------------------------------------------------------------------------------------------------

PLEASE NOTE ANY NEEDS/COMMENTS/DEFECTIVE MISSING EQUIPMENT AND/OR PURCHASES ON THE REVERSE SIDE OF THIS FORM.

------------------------------------------------------------------------------------------------------------

WEEKLY INSPECTION OF ABOVE COMPLETED BY ____________________.






Signed: _______________________________






Date: _________________________________

Appendix D

Post-Event Data Recording Sheet

Following any Event, the following shall be recorded and submitted for archival to the Site Manager.

Date and time of event:

Reason for Shelter use:

Time the Shelter was unlocked and prepped for use:

Shelter opened by:

Number of Evacuees using the Shelter:

Names of Shelter Operations Team members and other staff responding to the event:

Comments regarding the weather event and operation of plan:

------------------------------------------------------------------------------------------------------------

Equipment and Supplies List (Appendix C) completed by _________________________ (please attach copy to this report).

------------------------------------------------------------------------------------------------------------

EVENT INFORMATION COMPLETED BY ______________________________.






Signed: _______________________________






Date: _________________________________
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