Shelter Unit Leader (SUL) Job Action Sheet
The SUL is a member of the Command team with the following responsibilities: 
· Providing direction of staff assigned to the shelter.  

· Ensuring team members understand incident objectives and strategies

· Ensuring team safety
· Ensuring staff are familiar with communication procedures
	All Team Members are responsible for:
· Signing In/Out on the Staff Line List

· Completing a Timesheet

· Reviewing the Job Action Sheet for their position, if applicable
· Maintaining safety and security of shelter


· Conduct walkthrough of shelter with facility’s representative and document deficiencies

· Coordinate with command team to establish shelter set-up

· Notify ESF-8 when shelter is operational and of any deficiencies

· Ensure all staff and clients have adequate meals and time to eat.

· Liaison with the ESF-8 
· Obtain briefings from involved parties (i.e. ESF-8, on-scene command staff, etc.)

· Conduct command team briefings as needed
· Ensure the Special Needs Shelter Log (documenting pertinent SpNS information and activities) is maintained (ICS 214 or equivalent)
· Ensure all shelter reports are completed and forwarded to ESF-8

· Upon activation (during registration), report 80% occupancy to ESF-8

· Coordinate with ESF-8 for the placement of clients identified as needing a higher level of care than is available at the special needs shelter 
· Request additional staff and supplies, as needed through local ESF-8
· Ensure all staff have assigned shifts (work/sleep)

· Ensure and monitor site security

· Determine information needs/approve information releases within the shelter
· Serve as point of contact for media, if PIO is not available
· Ensure appropriate incident/accident reports are completed for all accidents resulting in personal injury or damage to equipment

· Establish and implement deactivation process
· Conduct site walk through with facilities representative upon closure of shelter
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