[bookmark: _i0d0z32nisji]Emergency Weather Overnight Center (EWOC) Program Volunteer Guide.v5
[bookmark: _vbqeuqhmu2uf]Welcome
Thank you for your interest in becoming an Emergency Weather Overnight Center (EWOC) volunteer. EWOC Volunteers are essential partners in providing a welcoming environment where eligible participants will receive a safe and structured overnight warming center at or below 20 degrees. This guide outlines expectations, responsibilities, policies, and best practices to ensure volunteers feel confident and informed.
============================================================
[bookmark: _n22qkgh63yce]I. Program Overview
The EWOC will provide a safe haven from dangerously low  temperatures. Volunteers assist in maintaining a positive environment but are never responsible for clinical decisions, crisis intervention, or medical care.
============================================================
[bookmark: _slvnyhozgkqd]II. Volunteer Roles
Volunteers support the program by assisting with:
[bookmark: _n1ioelmuv8na]Hospitality & Welcome
· Greeting and verifying program participants. 
· Packing and securing participants’ belongings into totes.
· Distributing essentials.
Safety and Security
· Reviewing policies and safety procedures with participants.
· Obtaining signature on Code of Conduct Agreement.
· Maintaining a watchful eye in participant areas.
Activity & Program Support
· Setting up and maintaining participant areas
· Offering socialization and enrichment activities.
[bookmark: _gkgeivwul4re]Environmental and Administrative Support
· Keeping participant spaces tidy. 
· Assisting with accessibility needs (opening doors, adjusting seating, etc.)
· Organizing materials, handouts, and supplies.
· Reporting safety concerns to staff.

III. Volunteer Shifts
Each church group/organization will draw two numbers (1–31) to determine their on-call days of the month. Each group coordinates 6 volunteers for each of the 5 shifts. Note: Volunteers are able to work more than one shift, if desired (shifts 1 and 5 or shifts 2 and 3). 

IV. EWOC Intake Procedures and Flow
Salvation Army 
(shift 1- 4:00PM-6:00PM)
1. [bookmark: _ys6web2sv20s]Participant check in 
Individuals will begin at the check in table at the Salvation Army at 4pm. Volunteers at this station will verify individuals have been pre registered by their case manager. The first 20 to arrive will be permitted entry. Individuals who are not permitted entry will receive a (one time) bus pass, a list of overnight warming center alternatives, and instructions and eligibility  for participating in the future.
2.  Belongings Check
Volunteers at this station will assign each participant a number, and store all belongings in a secured tote assigned to their number. Participants will also review and sign the Participant Code of Conduct Agreement. At 6pm, participants will be taken by bus or van to the McCormick Center where Volunteers will take attendance. 

McCormick Center 
(shift 2- 5:30PM-9:00PM) 
(shift 3- 9:00 PM-5:00 AM)
3. Cot Assignment 
Volunteers at this station will distribute pillows, blankets, and cots. Volunteers in this area will make sure participants are able to set up their cots. Along with ensuring tidiness is maintained. 
4. Essentials Distribution
Volunteers at this station will distribute prepackaged snacks and water provided by The Salvation Army.  Food must be kept in the designated eating area. Volunteers in this area will ensure tidiness is maintained.
5. Restrooms
Volunteers assigned to this area will ensure only one participant will go into the restroom at a time. Volunteers will also ensure  tidiness is maintained. 
6. Resource and Activity Station
Volunteers at this station will distribute resources and check out games and supplies. Participants can also check their phone into the phone charging station.
Cleanup at the McCormick Center 
(shift 4- 5:00AM-8:00AM)
7. Cleanup Crew
Volunteers work with the program participants to stack cots, collect linens, and reset the space.
============================================================

Salvation Army Return 
(shift 5+- 8:00AM - 12:00PM)

8. Check out station
Starting at 8a.m. participants will board the van to the Salvation Army where official check out will occur. Volunteers at the Salvation Army will retrieve participants’ assigned tote from the storage area and ensure participants have signed their belongings out. Once signed out, the volunteers will set up for drop-in or warming center operations.
[bookmark: _91laqdotivbd]============================================================
[bookmark: _jg9u4sursfe1]V. Volunteer Expectations
[bookmark: _n1fhbqvxh3fi]Check In & Check Out
Volunteers must sign the volunteer log at the beginning and end of each shift.
[bookmark: _yeop9xsq2l97]Maintain Professional Boundaries
Volunteers must:
· Avoid giving personal contact information to participants
· Avoid giving money, gifts, rides, or personal favors
· Maintain appropriate and respectful communication
· Uphold confidentiality at all times
============================================================
[bookmark: _gmuaak4c9io4]VI. Safety & Emergency Procedures
[bookmark: _oncynrkada2e]Medical Emergencies
· Notify the nearest lead volunteer immediately.
· Do not administer first aid or Narcan unless you are certified and specifically authorized.
· First Aid Lead will respond to medical events.
· The proper authorities will be called as needed.
[bookmark: _kinctn2mdrkc]Crisis
Volunteers should not de-escalate mental health crises on their own. Staff must be notified immediately using the “folder system”.
· Call for yellow folder = assistance needed.
· Call for orange folder = crisis in process.
· Call for red folder = Call 9-1-1.
[bookmark: _4t6ga1doi4hg]Incident Reporting
· Volunteers must report any disturbance, conflict, injury, or concerning behavior to staff immediately.
· Staff will complete the formal incident report and place it in the incident binder.
[bookmark: _o5ase7o94g3q]Evacuation Procedures
Staff will instruct the group during a fire or other emergency. Volunteers should:
· Remain calm
· Assist participants in exiting safely
· Follow staff instructions

============================================================
[bookmark: _qtzm4jvr3fp7]VII. Confidentiality Policies
Volunteers are required to:
· Sign a confidentiality agreement
· Protect all participant information

· Avoid discussing participants outside the program
Volunteers may never:
· Ask intrusive personal questions.
· Share stories heard in the space
· Confirm whether someone participates in the program.
============================================================Volunteers will sign:
· Volunteer Agreement
· Confidentiality Agreement
· Policy Acknowledgment Form
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