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Critical Action Sheet for Demobilization  
and Transition to Interim Housing

OBJECTIVES

r Coordinate with Operational Area, state, and Federal resources to combine and decrease the number of open shelters 
and transition populations in shelters into interim housing or back into community support systems.  Resources will include 
community-based organizations and other nonprofit agencies that deliver services throughout the region.

r Coordinate with agencies providing recovery support services should be established early in the care and shelter operation.  The 
sooner recovery services are available to people in shelters, the sooner the community can recover and the shelters can close. 

USERS

r
r
r

REOC Care and Shelter Branch Director

Care and Shelter Support Agencies

Joint Field Office

APPLICABILITY

r This critical action sheet is applicable when shelter population levels off or decreases; no new shelters are being opened; or, 
following a presidentially declared disaster, Federal resources are for interim housing are made available by FEMA.

DECISION-MAKING AND COORDINATION

r It is vital for a smooth transition to ensure that shelter residents are provided the means to request Federal and local assistance.  
As such, the REOC Care and Shelter Branch coordinates support for affected Operational Areas with the Transportation Branch 
to ensure adequate resources are available to provide regular, round-trips between shelters and Disaster Recovery Centers 
established by the state, FEMA, American Red Cross service centers, and local assistance centers.

r The REOC Care and Shelter Branch coordinates support for affected Operational Areas with Logistics Branches to ensure that 
telephone systems are available to affected populations to access assistance through the FEMA and the American Red Cross 
hotlines.

r Work with the OES Public Information Officer to ensure that client information for state assistance is available in appropriate 
languages for distribution through care and shelter delivery sites.

r Ensure that the EOC Care and Shelter Branch staff in affected Operational Areas is part of, and aware of, the local assistance 
center planning process.

r If an ESF #6 liaison has been assigned to the REOC, encourage affected Operational Area involvement in the interim housing 
planning process coordinated by FEMA.

CRITICAL ACTIONS

Collect Information and Assess Situation
r Continue to monitor shelter occupancy trends to identify potential long-term shelter requirements.  Work with the affected 

Operational Areas to support their transition planning and ensure the overall interim housing planning process considers the 
potential long-term housing requirement.

r Work with affected Operational Areas to monitor the use of state care and shelter support resources to ensure that they are 
released from mass care service when they are no longer needed.

r Coordinate with the Logistics Branch to determine whether the resources that have been identified for release can be 
reassigned to support another branch.
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Appendix F – Sample Care and Shelter  
Daily Reporting Form

Sample Care and Shelter Daily Reporting Form
Reporting Period:  ________________

As determined by the REOC Director and stated in the action plan.

Data Elements Period To Date

1. Number of shelters open

List each Operational Area with open shelters:

1.

2.

3.

4.

5.

Note:  Add rows as needed.

2. Number of persons in shelters (specify a standard reporting time)

List shelter populations of each Operational Area:

1.

2.

3.

4.

5.

3. Number of fixed feeding sites

List shelter populations of each Operational Area:

1.

2.

3.

4.

5.

4. Mobile feeding units

5. Meals and snacks served
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6. Bulk Distribution sites (traditional):  paper-products, diapers, clean-up kits, comfort kits

7. Bulk distribution sites (non-traditional):  camp stoves, cooking supplies, individual/family-size tents, 
sleeping bags, etc.

8. Is each Operational Area ensuring the following areas are being addressed? Yes No

Note: Include only those Operational Areas with open shelters

8A Feeding, to include home sheltering, public shelters, and workers

1.

2.

3.

4.

Note:  Add rows as needed.

8B Basic first aid at public shelters and for home-sheltering

1.

2.

3.

4.

Note:  Add rows as needed.

8C Bulk distribution of needed items and other related services

1.

2.

3.

4.

Note:  Add rows as needed.

8D Specifically address special needs populations

1.

2.

3.

4.

Note:  Add rows as needed.
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Sample Care and Shelter Daily Reporting Form
6. Bulk Distribution sites (traditional):  paper-products, diapers, clean-up kits, comfort kits

7. Bulk distribution sites (non-traditional):  camp stoves, cooking supplies, individual/family-size tents, 
sleeping bags, etc.

8. Is each Operational Area ensuring the following areas are being addressed? Yes No

Note: Include only those Operational Areas with open shelters

8A Feeding, to include home sheltering, public shelters, and workers

1.

2.

3.

4.

Note:  Add rows as needed.

8B Basic first aid at public shelters and for home-sheltering

1.

2.

3.

4.

Note:  Add rows as needed.

8C Bulk distribution of needed items and other related services

1.

2.

3.

4.

Note:  Add rows as needed.

8D Specifically address special needs populations

1.

2.

3.

4.

Note:  Add rows as needed.

Sample Care and Shelter Daily Reporting Form
8E Provide animal care and handling at shelter locations

1.

2.

3.

4.

Note:  Add rows as needed.

Comments:  Address how the REOC Care and Shelter Branch is supporting each Operational Area.  In particular, address each of the 
questions that received a “No” response.
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Appendix G – Care and Shelter Situation Report
Care and Shelter Situation Report

Report No. Date: Time:

Operational Period From: To:

Nature of Emergency:

Affected Operational Areas:

Support Operational Areas:

Actions Taken (this Operational Period).  List details in Remarks Section.

Declaration of Emergency	   yes	   no

List each Operational Area that has declared this period

List all Operational Areas that have declared

New Evacuations	   yes	   no 	

Number of Shelters open:	 (this period):__________	 (to date):_________

Assistance Required (this Operations Period).

Personnel Number/Skill:  (e.g., shelter manager, shelter team, food prep worker, bulk distrib worker)

Equipment Type/Number:

Facilities Type/Number:

Is Area ADA Accessible	   yes	   no, describe:

Communications Available	   yes, how met?	   no, describe
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Care and Shelter Situation Report
Describe actions taken by community agencies, to include Support Agencies:

American Red Cross:

Salvation Army:

Other:

Other:

Other:

Other:

Remarks (e.g., is The Care snd Shelter Situation Stable, Getting Worse, Or Improving):
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Appendix H – Sample Mission Tasking Request
Sample Mission Tasking Request

1.	 Request Date/Time: 2.	 Operational Area (county):

3.	 Related Incident or Disaster (if any): 4.	 Related Incident Name:

5.	 Mission Type: 6.	 Desired Arrival Date/Time:

7.	 Threat: 8.	 Situation Priority

9.	 Requested Mission: 10.	 Incident/Project Order Number:

11.	 Incident Number: 12.	 Mission Number:

Detailed Resource List:

Request # Type Resource: Quantity Remarks

12a. b. c. d.

13a. b. c. d.

14a. b. c. d.

15a. b. c. d.

16a. b. c. d.

17a. b. c. d.

18.	 Requesting Agency:

a.	 Name:	 b.	 Position:

c.	 Agency:	 d.	 Phone #:

e.	 Fax #:	 f.	 Alt #:

19.	 Service/Support Supplier:

a.	 Fuel:	 b.	 Meals:

c.	 Water:	 d.	 Maintenance:

e.	 Lodging:	 f.	 Misc.:

20.	 Reporting Location

a.	 Address:

b.	 Map Ref.:

c.	 Lat/Long:

21.	 Forwarding Agency:

a.	 Name:	 b.	 Position:

c.	 Agency:	 d.	 Phone #:

e.	 Fax #:	 f.	 Alt #:

22.	 OES Coordinator: 23.	 Responding Agency:

24.	 Special Instructions:

Duration:

25.	 Responsible OES Branch/Region:
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Appendix I – Care and Shelter Recommendations for 
3,000 and 10,000 People
The following information, which is adapted from the American Red Cross Greater Bay Area Earthquake 
Response Plan, is an example of what may be needed to support care and shelter operations for 3,000 
and 10,000 people.  The information is not specific to a site.  Larger operations will require more than a 
linear expansion of the numbers in this example.  Consideration also should be made for the differences 
in urban versus suburban shelter operations.

Resource Requirement Comments

Scenario #1 
3, 000 People 

Needing Shelter

Scenario #2 
10, 000 People 

Needing Shelter

Shelter Sites Assumes an average shelter population of 500 persons 
per shelter

Six shelter sites Twenty shelter sites

Bulk Distribution Sites One to two separate bulk distribution sites per shelter 
location

Nine bulk distribution 
sites

Thirty bulk distribution 
sites

Meals per Day (at shelters and 
other service delivery sites)

Assumes at least two hot meals per day for 500 persons 
per shelter multiplied by two to account for meals at other 
sites and multiplied by 8% to account for staff

12,900 meals per day 43,000 meals per day

Cots or Sleeping Mats Assumes one cot or sleeping mat per person in shelter 3,000 cots or sleeping 
mats

10,000 cots and 
sleeping mats

Blankets Assumes one blanket per person in shelter (may need to 
upgrade to two per person during in cold weather)

6,000 blankets 20,000 blankets

Cambros (specialized storage 
containers for maintaining proper 
food temperature)

Two cambros can generally serve 240 meals per day 
assuming liners are used (entrée and one side; average 
of 5 oz. serving size)

108 food cambros 359 food cambros

Emergency Response Vehicles 	
(to carry food/beverages)

Based on 500 meals per  Emergency Response Vehicle 
day

Twenty-six Emergency 
Response Vehicles

Eighty-six Emergency 
Response Vehicles

Cargo Trucks For bulk distribution and shelter support; one cargo truck 
per 500 persons

Six cargo trucks Twenty cargo trucks

Passenger Vans For staff transport; one van for every 1,500 persons 
sheltered

Two vans Six vans

MRE for Shelter Sites For the first 3 weeks 189,000 MREs 630,600 MREs

Water Containers (when bottled 
water is not available)

Standard gallon containers for bulk distribution 3,000 10,000

Comfort Kits One person in shelter sites per week (for 3 weeks) 9,000 comfort kits 30,000 comfort kits

Generators and Light Strings Two, 15 to 25 kilowatt generators for every shelter with 
500 persons

Twelve generators Twenty generators

Minimal Shelter Site Staff	
(see also shelter staff model 
breakout)

Forty-four per shelter; assumes a shelter with 500 
residents; two, 12‑hour shifts/day; and food prepared off 
site

264 shelter staff 880 shelter staff 

Food Prep Staff Twenty food preparation staff persons for every 10,000 
meals

Thirteen food prep 
staff

Forty-three food prep 
staff

Fixed Feeding Staff Number of meals per day ÷ 1,000 meals per vehicle/
day × two person crew6

Twenty-six fixed 
feeding staff

Eighty-six fixed feeding 
staff

Mobile Feeding Number of meals per day ÷ 500 meals per day, per 
vehicle, each with a two 2-person crew

Fifty-one mobile 
feeding crew staff

172 mobile feeding crew 
staff

Bulk Distribution Staff Each bulk distribution site requires four mass care 
workers

Thirty-six mass care 
staff

120 mass care staff

6	 Assumes one hot and two cold meals per day dropped off at one time.  Requires refrigeration capability at shelter and feeding sites.
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Shelter Staff Model Breakout 
The following shelter staff model breakout assumes that security and 
public health support will be provided by the government, and that 
some residents of shelters will volunteer for tasks:

Shelter staff – twenty-two per 12‑hour shift; based on the •	
situation, additional staff may be needed

Dormitory – two•	

Feeding – four•	

Logistical support – one•	

Registration and entrance control – six•	

Shelter management – two•	

Recreation and child care – two (position need is based on the •	
shelter population).

Janitorial support – three•	

Human resources – one•	

Communication – one.•	

Resource Shortfall Strategies

Shelter Structures or Space1.	

Cruise ships or Navy ships docked for housing•	

College dorms (during summer)•	

Possible use of Treasure Island and piers in the Bay Area•	

Tents or other portable structures (resources include the •	
U.S. Forest Service, the California Department of Forestry and 
Fire Protection, the National Guard, and the Department of 
Defense)

Parking garages turned into shelter sites•	

Hotel rooms•	

Animal structures, including fairgrounds, the zoo, and private •	
facilities.

Personnel2.	

Extensive integration of Operational Area government •	
employees (all employees become disaster service workers), 
community volunteers, and use of temporary hires of selected 
shelter residents to help with tasks such as janitorial services.

The American Red Cross will marshal shelter management and •	
mass care-trained volunteers from around the country through 
the agency’s national Disaster Services Human Resources 
system.
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The California Department of Social Services can arrange to •	
bring in shelter staff from county social service departments 
around the state.

Request personnel from other mutual aid resources at the •	
state and Federal levels (the National Guard and California 
Conservation Corps are occasionally tasked to support care and 
shelter operations).

Outsource the delivery of supplies to shelters, bulk distribution •	
sites, etc., and the purchase of pre-prepared food from local 
vendors, when available.

Use National Guard personnel to provide security and logistical •	
support at service delivery sites.

Use temporary hire staff for clerical, bulk distribution, and •	
kitchen support positions.

Establish a mentoring program where new community •	
volunteers are provided operational shelter management 
training, assigned to work with an experienced manager for 2 to 
3 days, and then assigned to their own shelter.

Community volunteers integration – shelter workers registered •	
with Bay Area Volunteer Centers.

Equipment and Material3.	

Cots – initially substitute sleeping pads or foam.•	

Blankets – obtain from military and use sleeping bags; produce •	
public service announcements that encourage people coming to 
shelters to bring their own blankets or sleeping bags.

Emergency Response Vehicles – used rental cargo vans and •	
small trucks.

Cambros – use liners to extend use of existing stock and use •	
large ice chests.

Based on the severity of the incident (and using modeling •	
projections or projections based on similar incidents), submit 
a request package to state and Federal sources as quickly as 
possible outlining anticipated resource needs.

MASS FEEDING SITE EQUIPMENT RECOMMENDATIONS

The example below shows what may be needed to support a kitchen 
facility with the capacity of producing 20,000 meals per day kitchen, 
and estimates quantities of each equipment item needed to operate for 
1 month.  The information is not specific to a site and is only presented 
as an illustration.
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Resource
Quantity Needed 

Per Day
Quantity Needed 

Per Month

53‑foot dry box (a 48‑foot dry box can be 
substituted)

1 2

53‑foot Reefer trailer with freezer and 
refrigeration capability 	
(a 48‑foot trailer can be substituted)

2 2

2,000‑gallon grey water container 1 1

2,000‑gallon fresh water container 1 1

Portable toilets 8 8

3,000‑pound rubber-wheeled propane or 
electric fork lift (5,000‑pound rubber-wheeled 
fork lift is acceptable)

1 1

Pallet Tack (hand) 2 2

40‑yard Dumpster (10‑ to 40‑yard range is 
acceptable)

1 1

Hand Washing Stations 4 4

30‑kilowatt Generator (diesel fuel) 1 1

Diesel Fuel 250 gallons 7,650 gallons






