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What you need to know…

Contents:

First of all I would like to say a big THANK YOU!!! 

- To all of you wonderful people who have come along here today.

This project could not work without your help and support. Many of you have helped in other projects around the area such as the Rainbow Centre, Millfield and many others. Many are doing this sort of work for the first time. You may be a bit worried about what lies ahead and it may be beyond your experience. We will, however, do our best to allay your concerns and train and equip you in order to make this a worthwhile, valuable experience for you and our guests.

The work here can help to make some vulnerable people’s lives more bearable.  

We aim to provide a safe place and space for our service users. We aim to make them feel welcome and valued.

Hopefully, in some small way we will be able to have a positive effect on the lives of some of our guests and enable them to make some positive creative decisions over the direction of their lives and accommodation arrangements.

With the help of shift staff, volunteers and workers from other agencies we hope to act as advocates for some of the service users who come through our doors.

We intend to give our service users:

· Help, Hope and Hospitality 

· Care, Comfort, Company and Community

Thank you for coming and getting involved in this wonderful work which seeks to make a positive difference to the lives of some of our society’s more vulnerable and marginalized people.

Richard Fitzgerald December 2009 on behalf of the Folkestone Churches Winter Shelter Steering Group.
Winter Night Shelter Folkestone 2009/10

What is it?

A temporary direct access unit funded by Shepway District council, Folkestone Town Council, Eastern and Coastal Kent NHS, churches and other organisations to provide the following:
· A simple ‘bed’ 
· Shelter from the winter weather
· Hot drinks + meals
· Support in accessing other longer term services

· Activities to facilitate wellbeing and positive self esteem, 

· Access to health workers and other agencies

Why?

To provide a holistic approach to homelessness over the winter months in Folkestone, enabling people to engage with agencies and make positive decisions regarding their accommodation options

Where?

Various church venues across Folkestone.  

For whom?
· Adults: men and women – no under 18’s allowed as guests 

· Maximum of 14 people per night

· No children/families

· Referrals only

By whom?
· Churches in and around Folkestone

· Current involvement in the project: St Johns, URC, Harbour, SKCC, Salvation Army, St Saviours group, Trinity Benefice, Life Church, Folkestone Baptist, Porchlight, The Rainbow Centre, SDC, Eastern and Coastal Kent NHS, and many others

· Staffed by 4 volunteer workers per night to oversee the project 

· Assisted by other volunteers for catering and clear up.

When?

· Monday 7th December 2009  -  Sunday 28th February 2010

· 7:30pm till 7:45am

Folkestone Churches Winter Shelter Scheme

SAFETY POLICY
1.  General statement
Folkestone Churches Winter Shelter scheme sees safety as being of vital importance.

We aim to make sure that the various venues and in particular the Winter Shelter is as safe as we can make it, for our guests, staff, volunteers, church members, visitors and people from the local community. 

We take seriously our responsibility for health and safety, we expect that all people working in and visiting our premises will do likewise.

Our simple rule is that nobody should put themselves or others at risk whilst involved in the Winter Shelter project.

2.The organisation

Employer responsibility for health and safety rests with The Salvation Army, Folkestone in this instance working through the Winter Shelter project.  At any given time during the operation of the Winter Shelter, initial accountability will work through the Project Workers, Shift Leader and Shelter Coordinators.  The persons occupying these positions may vary from day to day.

3. The arrangements

· All paid and unpaid staff to have a “panic alarm” with them at all times.

· Only allow into the building service users for whom we have accepted a referral from an approved agency.

· At all times, not less than 2 staff to answer the door

· Water and electricity do not mix –  for spillages near electrical items , isolate power and clear spillage

· Door chain to be securely in place whenever answering a visitor
· No worker to be on their own in the same space as service user 

· No drugs or alcohol to be used at Winter Shelter

· Booking in procedures (see separately)

· Fire safety (see separately)

· Emergency procedures (see separately)

· Personal boundaries procedures (see separately)   
· Shift leader and one other project worker to hold a mobile phone

for the duration of each shift

· Once a service user has exited the premises they are not to return for the duration of the session – apart from smokers, but they must be accompanied by a worker at all times whilst outside.

· Service users only allowed in designated areas, toilets and hall. 

· Do not attempt to handle a syringe or needle if found – make area safe and inform shift team leader

· If syringes are found and owners are identifiable – ask them to take care of them (reclaim or sharps bin)

· Take care when handling sharps bins

· Take care if stripping beds etc – may be other items present

Basic Hygiene Precautions:

· Follow Department Health guidelines regarding Swine Flu 

· Food safety protocol (see separately)

· Do not attempt to clean any bodily fluids etc unless authorised by shift team leader. Make area safe first. Must be cleared/ disposed of using appropriate personal protective equipment and spillage kit
· If there are any first aid requirements please inform shift team leader
· Toilets to be checked and cleansed ½ hourly. 

· Hand towels replaced if needed.
· Guests issued with personal hand towel on bed – change if requested   
· For cleaning, food preparation/handling and laundry use gloves at all times
· CHANGE GLOVES IF MOVING FROM ONE TASK AREA TO ANOTHER!!! eg toilets to food 
Please do not leave something for somebody else to do if you see that something needs doing – do it or report it.

If you are unsure, ask…
Many people like to bathe their feet. Please observe the following:

Use plastic bowls found under sink area (DO NOT USE THESE FOR WASHING UP)

½ fill with warm water and give to service user with towel

Once service user has finished – empty contents into sink in toilets (or into toilet – NOT kitchen sink or handbasin)

Fill bowl with warm water and add some sterilising solution (2 cap fulls)

Leave to soak for 20 minutes

Empty into toilet sink and rinse out

Place used towel in laundry bag

THIS MUST OCCUR BETWEEN EVERY SERVICE USER AND AFTER FINAL USE!!!!!

Folkestone Winter Shelter Daily schedule…

10am-12:30pm: referrals for that immediate night received in all cases to the Project leader or associate at Salvation Army by telephone from the pre-agreed agencies (Porchlight, Shepway District Council Housing Officers, Rainbow Centre, Millfield).  Referrals not to be accepted direct from service users.  Referral form filled in over the phone or in person by Project leader or associate, including risk assessment. Referral forms, risk assessments and bed list to be taken to host venue for handover prior to opening. 

6:30 - 7pm: Venue coordinator (or designated deputy/volunteer lead) to open up the project for volunteers. Volunteers arrive. Hand out of jobs to volunteers in order to set up all areas.

Check that all areas are clean and tidy; check that we have sufficient provisions for refreshments; set up ready for refreshments in the kitchen; set up sleeping areas; ensure foyer is set out including table and chairs for checking in desk.

7pm Shift handover information from Project lead or associate to overnight volunteer team. This will include:

· Bed list with guest names and bed plan (people can be VERY territorial)

· Information on each guest including health/medication concerns, offending history if relevant, etc

· Overview of any issues from previous evening

· Communication of accommodation/appointment information

· Notification of evening activity sessions if planned

7:30 – 8:00pm Guests arrive and are processed in. Greeted by 2 project workers at desk by front door to be checked in with referral form; to be given copy of and be told house rules. Alcohol labelled, taken and signed for, then locked away in marked container/cupboard. Valuables/medication can be handed over and signed for but we cannot be responsible for personal possessions nor allow storage of items.

8:00pm Welcome and meal served

8:30 – 10:30 General socialising, DVDs, group activities, follow up by agency workers if present

10:30pm: Lights out in the hall. 

· This can be earlier if desired. It is a good idea to encourage people to make their beds up or to see where they are sleeping when they come into the shelter first thing. This often prevents stumbling around in the dark and waking up somebody else! 

· People often become territorial i.e. they like to sleep in the same space as they did last night. This is important – it may seem a trivial thing but it indicates some form of stability in an otherwise unstructured lifestyle. It is good practice to “draw a map or plan” of the hall and where people are. Sometimes people will request being close to someone (or on the opposite side of the room, as far away as possible!!). 

· As soon as someone enters sleeping area, this must be checked on a regular basis by volunteers – recommend every 10-15 minutes

11:00pm: Last non-overnight volunteers leave (but again this is up to them/lead volunteer, if they are happy to stay and are not disturbing anyone…)

12:00am: TV and/or music off in the foyer – this is at discretion of volunteers/service users – whatever “disturbs least”

We have no “enforced” bedtime. Some guests prefer to stay up for a while, talking with staff or each other. Lots of cups of tea can be made in the small hours. Some residents go to bed incredibly early. Some have health problems or may have been walking around for most of the day and really value a safe place where they can sleep in safety

7:00am: Wake up service users.

6:45 – 7:00am: Morning volunteers arrive and help serving tea/toast, cleaning/clear up

7:00 – 7:30am: Tea/coffee/toast offered and served.

Service users strip beds and place in bags for laundry. Project workers sign out valuables etc to individuals.

It is a good idea to encourage guests to clear/sort their stuff out. It saves it being left to last minute and being a rush to everyone.

7:45am: Service users leave the project and must leave the vicinity to minimise impact on surrounding community

8:00-8:15am: Shift Leader enters any matters of significance concerning risk/need into the logbook and in terms of risk, onto the referral sheet.  This can be started earlier if desired – the important thing is that it is done. Shift leader to fill in log book (legal document/requirement) and perform handover to project worker. 

· NB This handover may be done by phone and the logbook/ information folder/alarms and phones left in a safe place (e.g. church office) for pick up later in the day.

8.00-9.00am: Volunteers clean and tidy up all areas.  Ensure mattresses, duvets and pillows stored securely out of way of incoming hall users.  Clean toilets and catering areas. 

Prepare laundry for removal.

9.00am: Volunteer lock up and leave.  Premises vacated and left secure.

N.B. If people are organised, the clear up can be done fairly quickly (without cutting corners) and people may get away much earlier. I have much experience of everything being sorted by 8:00 am.

It is important that the areas are left in such a way that it is not evident what has happened the night before. Also, toddler groups/pre-school clubs may be coming in to the premises and it is important to make sure all areas are cleaned and clear. Thorough checks need to be made for possible presence of drugs paraphernalia/cigarettes in areas. Also, the clean up/checks need to include the outside areas as well.

Folkestone Churches Winter Shelter Scheme
GUIDELINES ON PERSONAL BOUNDARIES

· If you or someone else are in danger, use your personal alarm

· Do not give money or personal items to service users

· Do not provide lifts in your vehicle for the benefit of service users

· Never tell service users where you live or give out your own phone number

· You have the right to not have your own personal space invaded by other people – respect the same right for our service users.

· Only share information about your personal life that you feel safe doing

· Never allow yourself to be alone in a secluded space with a service user

· We are all human, but try to avoid having favourites

· If in doubt, talk to a colleague/Shift Leader

· It would be advisable to report any contact you have with service users outside of the Winter Shelter to the Shift Leader

· It might seem a bit corny, but your job at the Winter Shelter is to be friendly, but not be friends. 

· It would be best not to accept gifts from service users

Folkestone Churches Winter Shelter Scheme
FOOD SAFETY

· Hang up all coats/jackets on pegs in corridor – keep valuables in secure room or cupboard. Shift leader will have a key.

· Tie hair back

· Wash hands thoroughly before handling food

· Use the disposable gloves 

· Wear an apron

· Use anti-bacterial spray to wipe work surfaces prior to usage

· No service users in kitchen at any time

· Be careful of space in kitchen when moving hot items/ liquids – be aware of who is around you

· Evenings:  Serve main meal, drinks and toast

· Mornings:  Serve drinks and toast 

· Be aware of risks of contamination from hands and coughing/sneezing

· Cover food, monitor it!

· Use the disposable cloths that are provided 

· Keep the kitchen and serving areas tidy

· Wash up using the anti-bacterial washing up liquid and rinse in 2nd sink with very hot water or warm water and Milton fluid

· Where possible on hobs, use the rear rings only to reduce fire/burn risk 

· Change wet/dirty hand towels on a regular basis

· Do not store and save food from previous sessions

· Use only the designated kitchen mop and bucket. 

· TOILET AND KITCHEN MOPS/BUCKETS ARE NOT INTERCHANGEABLE! 

No cooking past 10:00 pm due to:

· Increased fire risk whilst people are sleeping

· Raised noise levels in kitchen whilst people are sleeping

Folkestone Churches Winter Shelter Scheme
EMERGENCY PROCEDURES

What is an emergency?

It’s largely down to your common sense, but it might include:

Fire (see also fire safety procedures), violent incident, aggressive behaviour, self-harm, overdose, power failure.

What do we do in  an emergency?

Fire

1. Raise the alarm by informing the Shift Leader

2. Calmly raise the alarm with all service users and staff using loud, clear but calm voice

3. Dial 999 and request fire service (Shift Leader)

4. Evacuate the building via marked fire exits (specific instructions will be given for each venue)

5. Assemble in car park with 2 staff members present and have signing in book and register (for both volunteers and guests)

6. Check all people can be accounted for

7. 3rd staff member (Shift Leader) to check toilets and corridor as well as main areas again 

8. (If fire is minimal extinguish with fire blanket or appropriate extinguisher but DO NOT place yourself at risk)

9. Wait for fire service

Violent incident/aggressive behaviour

1. Take as few risks as possible

2. Isolate: if necessary evacuate people from the area concerned

3. Do not hesitate in calling the police.  Dial 999 or speed dial Folkestone police desk on shift team mobiles.

4. If raising the alarm/calling the police seems at all like it could make things worse, use the password: “Howard”

5. Use language that is easily understood, speak calmly and clearly and slowly.  Do not shout!

6. Use downward hand movements with open palms

7. Do not “have a go” – keep yourself safe, do not physically intervene to break up a fight

8. People are more important than property

Self harm/mental health crisis

1. Remain calm and speak slowly and clearly
2. Allow the person concerned physical space – reduce number of people nearby, don’t touch the person 
3. Allow the person space to talk – silence is OK.  Don’t bombard them with questions or suggestions
4. If situation seems dangerous or acute, do suggest that further help is needed
5. Mental health assessment needed?  Contact Crisis Intervention Team (phone no. is in the kitchen)
6. Immediate danger to the person concerned or to others? Contact police desk.
Generic Fire Safety Policy for each venue:

· Volunteers/guests will be informed of no smoking rules indoors

· NO smoking in interior areas
· All flammable liquids/materials to be kept locked away
· All Winter Shelter buildings are no smoking areas to comply with current legislation
· Matches to be kept safe in kitchen
· Smoking allowed in designated exterior locations only
· Metal bins to be provided for discarded smoking materials
· All fire exits checked to be obstruction free on opening up and regularly checked
· No fire exits to be blocked

· At least two fire evacuation routes to be designated and trained to people on the evening

· Fire marshals to be identified and trained for each venue

Folkestone Churches Winter Shelter Referral Procedures

1. Referrals can be accepted from the following agencies:-

· Street Outreach Team/Porchlight

· Shepway District Council Housing Team

· Salvation Army

· Or other agencies accepted via Winter Shelter Project lead or associate
     2.  Where the following information is covered by the referrer:-

· Age

· Gender

· Risk issues (to self, to others, management of risk)

· Relevant convictions/offending behaviour (eg. arson, violence)

· Drug/alcohol usage

· Physical and mental health

· Current accommodation status

· Recent accommodation

· Sources of support for the referred person

· A visual description for identity purposes

    3.  When the Project leader or associate is satisfied that no further

    investigation is required, particularly with regard to risk or dual

    occupancy (eg do they have an existing tenancy?) 

4. When the Winter Shelter has no more than 14 service users already 

     occupying beds

5. When there are sufficient workers to staff the Winter Shelter 

     safely 

A new referral must be made for each night that the Winter Shelter is open.  A referral can be made only for the immediate night ahead.
No door services or un-referred admissions will be offered or accepted.

PLEASE MAKE THE FOLLOWING CLEAR TO THE PERSON YOU ARE REFERRING:-

Service users must access their bed at the Winter Shelter between 7:30pm and 8:00pm.  Queuing before 7pm will be firmly discouraged and if seen as happening, will result in exclusion from the project.  Late admission (past 9:00pm) shall be denied.

We shall endeavour to accommodate dogs as best we can.  This will be assessed on behaviour (of dog and owner) and is contingent on the number of dogs concerned.

Service users will only be admitted if they are able to present at the Winter Shelter with a referral slip, signed by the referring worker.

We have no automatic exclusions but will consider denying access to our project where the risks presented are clearly beyond what it is safe and/or reasonable to manage, eg danger to women, unpredictable violence, recent arson, barred from all other projects for good reasons.  Each application will be considered on an individual basis.

No alcohol or illegal drugs are to be used on the premises of the Winter Shelter.  It is also a no-smoking building – smoking only allowed in designated areas under supervision.

If an individual leaves the Winter Shelter during the session (7:30pm-7:45am) they will not be allowed to re-enter (i.e once you are in you are in!)

This may seem harsh but the reasons for this include:

· People may be going outside for drink/drugs

· If a precedent is set, other residents will wish to do the same.

*In exceptional circumstances we may allow a late referral on the night of operation but ONLY if we feel there is sufficient information to make a reasonable risk assessment 

Folkestone Churches Winter Shelter
EQUAL OPPORTUNTIES POLICY STATEMENT
We believe that each person has a unique contribution to make and has individual needs.  There are many different people who will come into contact with our scheme through the various churches that we are involved in and we acknowledge and value these people and their differences.  We recognise that discrimination and oppression exist and that as a result some groups of people do not have the same chances as others to access jobs or services or to progress and develop.  

In all of our activities we acknowledge the disadvantage that people face and we aim to address both the causes and effects of that disadvantage.   We aim to increase the opportunities and choices open to people, including those who receive services from us, or would like to receive services from us and those who work for us; or would like to work for us.  We also aim to challenge discrimination and oppression and will review our own policies and practices to identify where we are not meeting this aim and make changes where we can.  

We aim to achieve this by:

· Challenging bad practice and oppressive behaviour and advocating on behalf of individuals

· Doing all we can to ensure that all eligible people and organisations are aware of the services we offer and of job, volunteering and committee membership opportunities within the organisation

· Ensuring our selection process for staff, volunteers and committee members is as open and fair as possible

· Making our services as accessible as we can through the information we provide, the way we deliver services and by seeking resources to make our building as accessible as possible

· Encouraging feedback from the individuals and organisations who use our services and from people who apply for jobs and volunteering opportunities with us and using these views to improve and develop the way we work

· Offering services to individuals and organisations which meet their needs and are fair and non-oppressive

· Defining what our services are, setting standards and targets for our work and letting people and organisations who use our services know what they can expect of us

· Ensuring that all staff and volunteers are clear our aims and policies and are offered induction, training, support and opportunities for development

· Monitoring all areas of our activity, evaluating our effectiveness and reviewing ourselves against this policy and other policies

· Seeking to promote equality of opportunity in the broader community by promoting good practice within groups of people and organisations. 
Folkestone Churches Winter Shelter

VOLUNTEER DUTIES (evenings: 6:30 up to 11:00pm)

YOU ARE RESPONSIBLE TO…

· Shift Leader

· Venue Coordinator and host church 

· Winter Shelter Project Lead and Steering Group
YOU ARE RESPONSIBLE FOR…

· Our service users, who are our number one priority 
· The safety and smooth running of the project
· Making a key contribution to the safe, warm and happy environment of the project
· Your colleagues, as well as yourself
YOUR RESPONSIBILITIES ARE…

      setting up the shelter

· ensure that the hall, foyer and kitchen are clean and tidy
· ensure that the toilets are clean and tidy 
· help with bringing bedding and other equipment for set up
· set up for refreshments in the kitchen
once we are open

· help serve refreshments as required
· assist the project workers as requested
· spending time with service users, listening and talking
· being involved in providing things ‘to do’/’entertainment’
· be alert to any needs and risks
at all times

· assist the project workers as requested
· spending time with service users, listening and talking
· be alert to any needs and risks and communicating these to the Shift Leader 
· keep yourself, your colleagues and service users safe
· you need to be familiar with the various policies and procedures we have in place (see your information pack)
· do try to be yourself and try to enjoy the experience!
Dec 2009

Folkestone Churches Winter Shelter

VOLUNTEER DUTIES (mornings: 6:45 – 9:00am)

YOU ARE RESPONSIBLE TO…

· Shift Leader

· Venue Coordinator and host church

·  Winter Shelter Project Lead and Steering Group
YOU ARE RESPONSIBLE FOR…

· Our service users, who are our number one priority 
· The safety and smooth running of the project
· Making a key contribution to the safe, warm and happy environment of the project
· Your colleagues, as well as yourself
YOUR RESPONSIBILITIES ARE…

      clearing up

· encouraging service users to clear up their own bed space and put their bedding in a blue bag for laundry

· helping to put duvets and pillows and other equipment on the stage

· cleaning all areas (with due attention to our procedures re health and safety)

breakfast

· help serve drinks and toast as required
· clearing up, washing up in the kitchen 

at all times

· assist the project workers as requested
· spending time with service users, listening and talking
· be alert to any needs and risks and communicating these to the Shift Leader 
· keep yourself, your colleagues and service users safe
· you need to be familiar with the various policies and procedures we have in place (see your information pack)
· do try to be yourself and try to enjoy the experience! 
Dec 2009

Folkestone Churches Winter Shelter

Job description

Overnight Volunteer (7:00pm – 8:00am)

YOU ARE RESPONSIBLE TO…

· Shift Leader

· Venue Coordinator and host church

· Winter Shelter Project Lead and Steering Group

YOU ARE RESPONSIBLE FOR…

· The safety and smooth running of the project
· Making a key contribution to the safe, warm and happy environment of the project
· Our service users are our number one priority
· Your colleagues, as well as yourself
YOUR RESPONSIBILITIES ARE…

· Working with the shift leader, other project worker and volunteers to ensure the setting up and clearing up of the shelter

· “Checking in” the service users each evening between 7:30 and 8:00pm, in accordance with our policies and procedures; risk assessing with regard to behaviour

· With the shift leader, overseeing the serving of refreshments

· Ongoing monitoring of all areas in the project in accordance with our policies and procedures

· Spending time with service users, listening and responding to the needs of service users, offering general social support whilst within the project 

· Encouraging service users to make contact with other accommodation and service providers

·  Recording key safety information within the daily log

·  Any other reasonable duties

Dec 2009

Folkestone Churches Winter Shelter

Job Description

PROJECT WORKER (Shift Leader) (7:00pm –8:00am)

YOU ARE RESPONSIBLE TO…

· Venue Coordinator and host church

· Winter Shelter Project Lead and Steering Group

YOU ARE RESPONSIBLE FOR…

· Our service users are our number one priority 
· The safety and smooth running of the project
· Making a key contribution to the safe, warm and happy environment of the project
· Your colleagues, as well as yourself
YOUR RESPONSIBILITIES ARE…

· Overseeing your shift, supervising the staff

· Being the point of contact for the Project lead, associate and other agencies such as the police 

· Working with project overnight workers and volunteers to ensure the setting up and clearing up of the shelter

· “Checking in” the service users each evening between 9 and 10pm, in accordance with our policies and procedures; risk assessing with regard to behaviour

· With the project workers, overseeing the serving of refreshments

· Ongoing monitoring of all areas in the project in accordance with our policies and procedures

· Spending time with service users, listening and responding to the needs of service users, offering general social support whilst within the project 

· Encouraging service users to make contact with other accommodation and service providers

·  Recording key safety information within the daily log

· Reporting each morning, verbally and in writing, to the Shelter Coordinator

· Any other reasonable duties 

· To act as night time key holder  

Dec 2009
 We hope this has covered all issues, if not please let us know! We aim to make this venture a safe, exciting and rewarding experience.

Venue Fire Safety Check List

	Date
	Venue

	Coordinator
	

	Fire Exits Clear?
	

	Fall Hazards Clear?
	

	Signs for each exit clear
	

	Directions and waymarkers clear?
	

	No materials on convector heaters?  
	

	Ash bucket outside for users
	

	No materials on cooker top/oven rails/microwaves
	

	Electrical Equipment passed visual inspection/PAT test?
	

	Spillages/liquid near electrical items?
	

	Torches working?
	

	Fire marshals identified/trained?


	Name:

Trained:

	
	Name:

Trained:

	Fire blanket in Kitchen
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