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PART ONE – Requirements of a Rest Centre 

 

Section 1 – Introduction 

1.1 Part One of this document provides a common guide for Cornwall 
Council with regards to the planning, activation and running of a 

Rest Centres, irrespective of the type of emergency. The Community 
Risk Register for the Devon, Cornwall and Isles of Scilly Local 

Resilience Forum identifies the most likely types of event. 

Aim 

1.2 The aim of this plan is to ensure that Cornwall Council provides an 

appropriate form of shelter to people displaced from their normal 
means of residence in Cornwall, as and when required. 

Objectives 

1.3 To provide a standard Cornwall wide reference document for the 

planning for and operation of a Rest Centre(s). 

1.4 To provide the facility to develop and record local arrangements in 

respect of trained staff and designated premises. 

1.5 To enable the Council to develop comprehensive Rest Centre Boxes 

with the necessary equipment to facilitate the running of a Rest 
Centre. 

Statutory Responsibility 

1.6 The victims of a major emergency can be classified as either 

evacuees or survivors. 

 Evacuees are those who have been made homeless as a result of an 
emergency, or who may have been evacuated for their own safety. 

 Survivors may include local residents and/or people visiting or 
travelling through an area, i.e. in a transport accident. 

[Note: The Police also use the term casualties, though it is not used in 
this Plan since it also refers to those injured in the accident.] 

1.7 Cornwall Council has a duty of care in respect of survivors from a 
 major emergency, under the Local Government Act 2000, Local 

 Authorities “has a responsibility to ensure the economic, social and 
 environmental wellbeing of the community that they serve” and 

 under Part VII of the Housing Act 1996 to provide temporary 
 accommodation for those made homeless. 
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1.8 Cornwall Council would take the lead in setting up and running a 

Rest Centre (RC), supported by Children, Families and Adults (CFA) 

and voluntary agencies. A detailed description of this is contained in 
this Plan. 

1.9 It is advisable to avoid placing prime responsibility for managing the 
RC’s with Housing Teams, because they would be otherwise 

committed during an incident involving long term loss of housing. 

Categories of Emergency Accommodation 

1.10 Evacuation Briefing Centres (EBC) - in the event of a large scale 
evacuation, an Evacuation Briefing Centre may be established. The 

role of the EBC is to act as a central location for all responding 
agencies and voluntary organisations to attend, be equipped and 

briefed before moving out to the Evacuation Assembly Points. 
(CAERP Version 6.0 Apr 11) 

 
1.11 Evacuation Assembly Point (EAP) - the Police, in conjunction with 

the Fire and Rescue Service (if appropriate), will identify as many 

EAP’s as necessary to achieve a controlled and co-ordinated 
evacuation of the area. They will advise Cornwall Council which 

locations will be used as early as possible.  
 

All Evacuation Assembly Points will be managed by the Police, who 
will be assisted by other relevant organisations. (CAERP Version 6.0 

Apr 11) 

1.12 Rest Centre – (RC), a building which can be used to provide 

temporary shelter for people made homeless or unable to continue a 
journey to their home. The premises would normally be pre-selected 

and a safe distance from the incident scene. Cornwall Council 
Resilience and Emergency Management maintain a list of eligible 

properties and their key holders on their Geographical Information 
Systems (GIS) layers.  

1.13 Survivor Reception Centre – (SuRC), a building near to the site of an 

incident where survivors can be given care and be documented 
before dispersal. Arrangements may necessarily be ad-hoc, with 

staff initially provided by the Police until the Council and the 
voluntary agencies can be mobilised. It should be noted that some 

survivors may have sustained injuries so there will be an enhanced 
role for the Ambulance Service. In addition, the survivors may be 

potential witnesses (or even offenders) so the Police may wish to 
interview them before leaving. 

1.14 While the purpose of each type of Centre is different, the 
requirements are similar in many aspects. For simplicity, the term 

“Rest Centre” will hereafter be applied to both survivor and 
evacuees accommodation. 
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1.15 Other Residential Accommodation – if the numbers not needing 

emergency accommodation are not great, the Council may be able 

to provide short term housing from unoccupied council/housing 
association property, hostels, bed and breakfast establishments, 

hotels or even holiday camps. Care should be taken to ensure the 
“evacuees” are registered prior to dispersal.  

1.16 Family and Friends Reception Centre – (FFRC) Where the incident 
involves a number of deceased, injured or missing persons, the 

Police may identify a need for a ‘Reception Centre’ where relatives 
arriving at the scene will be briefed, their welfare needs attended to 

and where possible reunited with survivors. They will be supported 
by Cornwall Council. Once the initial response to the emergency has 

ended, Cornwall Council if needed would lead the migration of the 
various support structures into a multi-agency ‘Humanitarian 

Assistance Centre’. Its fundamental purpose is to act as a focus 
(‘one-stop-shop’) for survivors, relatives and all those impacted by 

the disaster, through which they can access support, care and 

advice. In extreme cases this function may endure for an extended 
period of years. As the requirements are complex they will require a 

separate plan. 

Chemical, Biological, Radiological and Nuclear (CBRN) incidents 

1.17  In a CBRN incident no survivor/evacuee will be passed to the Council   
for care unless they have been confirmed free of contamination, 

based on a formal health and safety risk assessment carried out by 
the appropriately qualified staff. 

Functions of a Rest centre  

1.18 The main functions of a Rest centre are to: 

 Provide evacuees and uninjured survivors of an incident with 
shelter, warmth, food and toilet facilities. 

 Provide basic first aid, information and welfare services. Identify 
those with special needs. 

 Provide temporary accommodation – overnight if necessary. 

 Provide a registration system to enable the Police to account for 
those evacuees and survivors. 

 Allow for the onward movement of evacuees and survivors to more 
suitable accommodation or a return home. 

1.19 Experience shows that, in some circumstances, (serious flooding, for 
example), the Rest Centre may evolve from its role of providing 

temporary accommodation to being a feeding/and or information 



Equality Impact Assessed 30 August 2012   Version 1.1 4 

centre. This may require a change of staff to those with different 

skills. 

Activation 

1.20 The decision to evacuate will normally be taken by the Police 

Incident Commander following advice from the other agencies, 
including the Fire and Rescue Service (CAERP Version 6.0 Apr 11). 

The Police or Fire and Rescue Service will then inform the Duty 
Resilience and Emergency Management Officer (REMO) via Fire 

Control to request that a Rest Centre is established. 

1.21 The Duty REMO will inform the Head of Resilience and Emergency 

Management, Duty Director, Emergency Support Assistants, 
Communications Unit, Children, Families and Adults (CFA), Cornwall 

Faith Response Team (CFRT), NHS Commissioning Board Local Area 
Team (NHS LAT) and any other appropriate Council services and 

voluntary agencies that might be called upon to provide support. 
Additional staff required will be called out in accordance with their 

own service’s call out systems.  

1.22 If the Police notify a member of the Council, other than the Duty 
REMO, of the need for a Rest Centre that person must contact the 

Duty REMO via Fire Control. 

1.23 The Duty REMO will identify which premises are to be used and then 

inform the Police and NHS Local Area Team to enable them to 
deploy appropriate staff to it if required. 
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Section 2 – Responsibilities 

2.1 Responsibilities for the establishment of Rest Centres are as shown 
below; some of these are in preparation for, and some in response 

to, a major emergency.  

2.2 Police: 

 Make the decision to evacuate  

 Inform Cornwall Council Resilience and Emergency Management of 

the need for a Rest Centre via Fire Control. 

 Traffic management and identification of evacuation routes (in 

consultation with the Highways Agency and Local Authority) (CAERP 
Version 6.0 Apr 11).   

 Establish a Casualty Bureau if required 

 Deploy documentation teams as required 

 Secure the evacuated area 

 Deployment of a Police Liaison Officer if required or requested 

 

2.3 Cornwall Council: 

 Maintain a list of premises suitable for the use as “first choice” Rest 

Centres through Resilience and Emergency Management (lists show 
all DDA compliant buildings). 

 Resilience and Emergency Management to make transport 
arrangements, if required; to transport evacuees from the EAP to 

the Rest Centre. 

 Resilience and Emergency Management to prepare and pre-

distribute Rest Centre boxes for deployment ready for activation. 

 When an incident occurs which requires the establishment of a Rest 

Centre, Resilience and Emergency Management will select premises 
suitable in size, location and facilities.  Resilience and Emergency 

Management will confirm with the owner if the premises are 
available for use, and for how long. Resilience and Emergency 

Management will pass Rest Centre details to the Police, Fire and 

Rescue Service (if appropriate), Southwest Ambulance Service 
(SWAST). 

 Resilience and Emergency Management will arrange for the Rest 
Centre to be opened and staffed appropriately, including the 
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provision of a Rest Centre Manager, support staff, services and 

equipment; e.g. catering equipment, refreshments and meals. 

 Rest Centre Managers must ensure that the rooms/building to be 
used is fit for purpose as a Rest Centre. 

 If affected people are unable, or it is unrealistic (e.g. evacuated in 
their night wear from a hotel) for them, to make their own way to a 

Rest Centre/EAP then Resilience and Emergency Management will 
arrange any necessary transport for evacuees.   

 Resilience and Emergency Management will invoke appropriate 
Humanitarian Assistance as required; e.g. Children, Families and 

Adults (CFA), Cornwall Faith Response Team (CFRT) and British Red 
Cross. Consideration should be given as to whom has an up-to-date 

DBS certificate if there is likely to be any lone working required with 
vulnerable or young people. 

 Resilience and Emergency Management has an agreement with 
Shelter Box to help provide essential personal items such as 

clothing, children’s games, blankets, and other goods that they 

might have in stock to assist with the humanitarian effort. Shelter 
Box has an agreement to deliver within four hours. 

 Toiletry packs are kept in the RC Boxes 

 Resilience and Emergency Management will inform the NHS LAT for 

the provision of appropriate medical support. 

 Cornwall Council representatives at a Rest Centre will assist with, 

and organise if applicable, the registration (documentation) of the 
survivors/evacuees.  

 All council employees involved with the management and support of 
a Rest Centre will keep a record of key events and decisions made 

including time, date, name and organisation. 

 All staff to maintain records of all expenditure that has been 

incurred. 

 Lead the recovery effort which may include a re-housing programme 

for evacuees made homeless. 

 Resilience and Emergency Management will decide when to close the 
Rest Centre and ensure that it is returned to its normal function. 

 Provide a continuous method of communication for those people, 
who are displaced from their homes over night but are not being 

accommodated in a Rest Centre; e.g. a dedicated telephone 
number, twitter or facebook link where people can find out when 

they are able to return to their homes. 
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 Resilience and Emergency Management will replenish any Rest 

Centre Boxes which have been used. 

 Resilience and Emergency Management will inform all participating 
services and organisations when a Rest Centre has been closed, and 

ongoing arrangements (e.g. contact numbers) which might have 
been put in place. 
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Section 3 –Rest Centre Requirements 

 

Choice of premises 

3.1 Experience has shown that managing a Rest Centre becomes 
increasingly difficult as the numbers of evacuees or survivors rises 

and that an ideal maximum is 250. For this reason, plans for the use 
of “first choice” centres are based on that figure. Though it is 

possible to increase the capacity it is recommended that additional 
Rest Centre(s) should be opened if the numbers are significantly 

greater. 

3.2 It is extremely difficult in any evacuation to estimate accurately the 

number of people who may need emergency accommodation. 
Census figures for an area may be provided from the GIS systems. 

3.3 Note: In some emergencies, such as flash flooding, a very high 
proportion of people affected will choose to stay in their own home 

or with family and friends rather than use a Rest Centre. 

 

Rest Centre Requirements 

3.4 The flow chart at Annex A shows the requirements of a Rest Centre. 
Wherever possible these facilities should be contained within one 

building, and ideally on one level. The following should be 
considered and DDA compliant: 

 Access. Road access should be easy for buses as well as cars, if 
necessary, by introducing a one-way system. 

 Car Parking. Many evacuees and staff will bring their own cars, so 
there will need to be adequate, signposted, parking facilities. 

 Arrivals. Basic personal details should be taken to identify 
information for the Police Casualty Bureau, if activated.   

 
 Main Assembly Area. This should be large enough to 

accommodate all the evacuees.  It should be provided with tables 

and chairs, ideally set in family groups.  Alternatively it may be a 
number of rooms close together for convenient management. 

 
 Information Point.  Information is in high demand in a crisis 

situation.  An information point, with telephone where possible, 
should be provided and staffed in the Main Assembly Area for the 

benefit of the evacuees/survivors.  If members of the public come in 
to the Rest Centre seeking information, consideration should be 

given to establishing a separate facility. 



Equality Impact Assessed 30 August 2012   Version 1.1 9 

 

 Welfare Point.  Care staff will operate a Welfare Desk, utilising, if 

possible, separate rooms for individuals or groups. 
 

 Refreshments and Food.  Try to locate an area that is separate, if 
possible, from the Main Assembly Area, in which people can eat. 

e.g. dining room or café. 
 

 Sleeping.  Most emergencies are fairly short in duration so full 
sleeping facilities are seldom required.  Evacuees are encouraged to 

make their own alternative arrangements, where possible; e.g. an 
overnight stay with family or friends.  For others Cornwall Council 

Housing Services will endeavour to make arrangements with local 
guest houses and hotels to assist in the provision of 

accommodation. Nevertheless, a separate area for sleeping should 
be identified within a Rest Centre and its capacity noted; the 

required space per person is 2m x 3m.  

 
 Toilets.  Adequate toilets and washing facilities must be available. 

More would be required if overnight accommodation is provided. 
 

 Medical.  A First Aid Point with an isolation area, a room for nursing 
mothers, and with washing facilities; staffed by medically trained 

personnel provided through the Ambulance Service, NHS LAT or St 
John Ambulance. 

 
 Staff Rooms.  An office for the Rest Centre Manager, with 

telephone and fax, and a rest room for the staff. 
 

 Baggage.  A lockable storeroom. 
 

 Quiet Room.   

 
 Religious/Prayer Room. 

 
 Children’s Play Room. 

 
 Storage for Bedding and Clothing. 

 
 Smoking.  An area needs to be set aside, preferably in the open but 

sheltered, with ashtrays provided.  Elsewhere “No Smoking” signs 
should be displayed.  If there is already a policy within the building, 

it must be honoured. 
 

 SHARPS. A method of disposal of sharp implements ie needles etc 
 

 Pets.  Where possible outside facilities (dependant on the sort of 

pet) to house pets should be identified.  It may be that the RSPCA 
and/or local dog wardens can be called in to assist.  In any case, the 
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presence of pets in the Centre itself, while sometimes acceptable for 

short periods, can often be the cause of many problems and should 

be avoided wherever possible. Owners need to be reminded of their 
responsibility to control and look after the welfare needs of their 

pets.  
 

Equipment 

 
3.5 In general, it will be necessary to make use of whatever furniture 

and equipment is available in the chosen premises.  This should 
include:- 

 Main Assembly and Rest Areas.  Chairs and tables, TV, DVD’s 
and radio.  Games and books etc. are held by some libraries. 

 Arrivals, Registration and Information Points.  Chairs, tables, 
notice boards. 

 Offices.  Chairs, desks, telephones and fax machine. 
 Catering.  Cooking equipment, cutlery and crockery.  Refuse bags. 

 

3.6 Telecommunications; mobile phone chargers are kept in the Rest 
Centre Boxes. 

 
3.7 Cornwall Council Resilience and Emergency Management has 

prepared Rest Centre Boxes, which can be taken quickly to the 
selected location.  A list of contents and locations at where these 

boxes are held is shown at Annex B. 
 

3.8 Other resources that may be needed include supplies of soap, 
towels, disinfectant, toiletries, baby feeding equipment and nappies, 

cots, blankets and first aid equipment.  A loudhailer or other public 
address system would prove useful. 

 
3.9 It is suggested that anyone asked to support a Rest Centre should 

bring with them an identification badge, wash bag and toiletries, 

personal medication, mobile telephone/charger and cash (personal 
use). 
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Section 4 – Staffing 
 

Overall Responsibility 

 

4.1 Cornwall Council has overall responsibility for setting up and staffing 
a Rest Centre. Where possible, the Rest Centre Manager should be a 

member of Cornwall Council, regardless of which agencies provide 
the remainder of the staff. 

 

Rest Centre Management 

 
4.2 The Rest Centre Manager has overall responsibility for the operation 

of the Centre and will deal with the wider aspects of the task.  A 
supervisor should be appointed for each of the main functional 

areas, ideally answering to a Deputy Manager (if the premises are 
already staffed as, for instance, a leisure centre, the existing staff 

can be used and one of their supervisors might well be ideal as the 

Manager or Deputy).  The Rest Centre Manager must work in close 
liaison with the premises manager throughout. 

 

Support 

 
4.3 Staff required for documentation and welfare purposes should be 

drawn from Cornwall Council and the voluntary sector.  Volunteers 
may also be requested from suitably qualified people amongst the 

evacuees. 
 

4.4 The staff required to operate a Centre is given at Annex C, with a 
blank Duty Roster at Annex D.  It is advisable to identify and 

designate specific staff in advance. I.e. Rest Centre Manager and 
the Registration Team, so that appropriate training can be provided. 

 Critical staffing could consist of the Rest Centre Manager, 

Documentation Team, Information point, 1st Aid and feeding point. 
Remembering that this is scalable depending on the number of 

people evacuated, and this plan is designed for a large scale 
evacuation. 

 
4.5 A record of staff deployed is shown at Annex E.  Action check lists 

for the main posts are given in Annexes F to Q. 
 

4.6 A Police Liaison Officer, if required or requested by the RC Manager. 
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Section 5 – Registration 
 

Overview 

 
5.1 It is essential that all who come to a Rest Centre are registered so 

that: 

 The Centre Manager knows who is there, or where they have 

gone; 

 Any special needs are identified and can be responded to; 

 Information is collected for the Police Casualty Bureau, if 

activated. Registration sheets are not numbered. It is imperative 
that staff write their initials on the Registration sheet, and on the 

wrist bands (if they are to be used) in order that any later queries 
can be tracked back to the originator.  

 
5.2 The Police may establish a Casualty Bureau, which is the only place   

which will accurately collate details of fatalities, survivors and 
evacuated people.  Police documentation teams will obtain detailed 

information from the scene, hospitals, rest centres and survivor 
reception centres.  This information is passed to the Casualty 

Bureau, where enquiries from relatives are received following the 
issue to the public, through the media, of contact telephone 

numbers. Computerised matching is carried out by the Bureau and 
the Police will contact the enquirer and inform them of the condition 

and whereabouts of the person concerned. 

 

5.3 Survivors/evacuees may well be shocked, disorientated or anxious, 
and the weather might be adverse, so it is important that they are 

received into the Centre rapidly and given a sympathetic and 
understanding reception. 

 
5.4 To meet these conflicting requirements, a simple registration 

process has been agreed, building on the nationally-approved Police 
Casualty Bureau Survivor/Evacuee form. 

 
5.5 A mutual aid protocol has been agreed with all local authorities in 

the LRF so that neighbouring local authorities can be called upon to 
assist in the registration process.  
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Registration – Arrivals 

 
5.6 This will take place in the designated Arrivals Area and consists of 

entering the minimum of information on to the Arrivals Record Sheet 
shown at Annex E.  This process will be the norm for the majority of 

incidents where we know that affected people will be able to go back 
to their homes within a short (less than 24 hours) period. 

 
5.7 It is suggested that two people could operate this procedure 

effectively; one completing the record sheet and the other greeting 
the people as they arrive and handing out the information sheet. 

(See Annex R) This person should also be alert to any obvious 
special needs presented, annotate the need and inform one of the 

ESA members for them to assist if needed, including Languages.  
 
5.8 Completed Arrivals Record Sheets should be kept together. 

 
5.9 Note: The intention of the registration forms is to identify potential 

problems, not resolve them – that is the responsibility of the 
specialists to which the forms are forwarded. 

 
5.10 Should a Police Documentation Team not be deployed to a Rest 

Centre then arrangements should be made to fax or convey a copy 
of the Arrival Sheet to the Casualty Bureau, if activated. 

 

5.11 It might be that a Casualty Bureau is not activated.  However, the 
Registration process should still be completed as the information 

may still be needed by the other agencies, and the decision might be 
taken later to open the Bureau as the situation develops. 

Departure 

 

5.12 Evacuees should inform the reception of their final departure, or if 
they are leaving temporarily and intend to return; reception should 

make a note of this. 
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Section 6 – The Media 

Media Policy 

 

6.1  The media will want to cover the human interest side of the incident 
and speak to people at the Rest Centre.  We have no authority to 

stop the Media speaking to the evacuees but the media should 
generally not be allowed into the building. Any interviews may take 

place outside the building with those evacuees willing/wanting to 
talk to the media. This could be an instance where Police assistance 

may be sought to manage the entrance(s) into the Rest Centre. 

Points to Consider 

 
6.2 The decision to either allow or not allow media access to the Rest 

Centre will be made by the Rest Centre Manager, in consultation 
with the press office for their organisation.  If access is given, 

members of the media must be accompanied at all times by a 

member of the Rest Centre Staff. The Rest Centre Manager will need 
to ensure that survivors/evacuees are told when the media will visit 

and find out who is willing to speak to them and who is not.  A 
separate area may be needed where people can wait to be 

interviewed whilst the media are on site. If access is not given to the 
media, remember that they may still try to gain access or even take 

photographs through the windows. 
 

6.3 Note: It is most likely that the media will also want to interview the 
Rest Centre Manager or someone in charge of the Rest Centre staff 

to find out the answer to questions such as how many people are in 
the Rest Centre, for how long they are likely to be there and what 

agencies are providing humanitarian support in the Rest Centre. It is 
useful to have this information to hand.                                                                                                   

 

Section 7 – Annexes 
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Annex A 
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Annex B 

Rest Centre Box/Pack – Recommended Contents and Locations 

   

 

 Registration Forms 7x pads = x 350   
Forms (inc 7 x extra cardboard inserts) 

 Temporary De-registration Form x 30 
 Final De-registration Form x 40 
 Initial Registration capture form 

 Laminated Welfare Information Sheets x 
14 

 Black Biros x 20  
 Medical Bands x 220 
 Fine Permanent Black Pens x 8 

 Note Pads x 7 
 Information Booklet x 350 

 Blue Tac x 1 
 Laminated Buildings Criteria Check List x 

1 
 Two Hole punch 
 Scissors 

 Cable Ties 
 Bull dog clips x 2 

 Loud hailer 
 Room Manager Vest 
 Spare HART Vests 

 1st Aid Vest 
 Scissors 

 Spare white card 
 Thick marker pens 
 Tick box sheet 

 Laminated Rest Centre role cards (as per 
Annexes F-Q) 

 Toiletry packs (Male & Female) 
 ‘Who to contact after an incident’ leaflet 
 Risk assessment form 

 Folder with sections for Current 
Registrations and Completed 

Registrations, etc 

Signs A3 
 

 Rest Centre 
 Rest Centre Parking 
 Entrance 

 Entrance this way (Left & Right 
Arrows) x 2 each 

 Arrivals Area 
 Information Point 
 Registration Office 

 Registration Desk 
 First Aid 

 Sleeping Area 
 Pets Area 

 Clothing and Toiletries  
 Refreshments 
 Language Line 

 

  

Shelter Box in Vehicle 
Unit 1a Water-Ma-Trout Ind. Est. 

Helston  TR13 0LW 

 

Bodmin and Bude Leisure Centers  

½ height Emergency Centre  

Bodmin Minor Injuries Hospital 

(Switchboard) 
Boundary Road, Bodmin PL31 2QT 
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Annex C 

Recommended Staffing Levels 

FUNCTION No. DRAWN FROM 

Rest Centre Manager 1  

Deputy Manager  1  

Arrivals & Registration 
Supervisor 
Arrivals Team 

Registration Team 

1 

 

3-5 
2-8 

 

Baggage Room Supervisor 1  

First Aid Post  2 SWAST 

British Red Cross                                

St. John Ambulance 

Information Point Supervisor 
Assistant 

1 
1 

 

Accommodation Area 
Supervisor 

Assistants 

1  

Catering Supervisor 
 

Assistants 

1 
 

Staff/RVS/Salvation Army 

Housing Officer 1 Housing Dept 

Welfare Supervisor 

Welfare Assistant 

1 

1 

 

Pets Area Supervisor 1 Dog wardens/RSPCA/Volunteers 

Other Appointments: 
  Parking Supervisor 
  Clothing Distribution   

  Comms Officer 
  Security/Liaison Officer 

  Messengers 

 
1 
1 

1 
2 

1 

                               
Staff/Volunteers 
Volunteers            

RAYNET 
Police 

Volunteers 

Notes: 

a.  It may be possible to designate some specific posts in advance, in 
 which case details may be entered in Column 3. 

b.  In a ‘small’ incident it may be possible to merge some of these tasks. 
c.  Numbers do not take account of the need for reliefs. 

d.  As the incident develops different skills may be needed e.g. the 
emphasis  may change from ‘rehousing’ to provision of ‘one-stop 

information’.  
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Annex D 

Duty Roster 

Post Shift 1. 
Time 

(From    To        ) 
 

Name 

Shift 2. 
Time 

(From     To        ) 
 

Name 

Shift 3. 
Time 

(From      To       ) 
 

Name 

Rest Centre 
Manager 

   

Deputy Manager    

Arrivals & Reg’n 

Supv. 

   

Reception Team    

    

    

    

    

Registration 

Team 

   

    

    

    

    

    

    

    

Baggage Room 

Supv. 

   

First Aid Post    

Assistant    

Info. Point Supv.    

Assistant    

Accomm’n Area 

Supv. 

   

Assistants 
1 

2 
3 

4 

   

Catering Supv.    

Assistants 

1 
2 

3 
4 

   

Housing Officer    

Welfare Supervisor    
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Assistant    

Pets Area Supv.    

Parking Supv.    

Clothing Officer    

Comms Officer    

Security Officers / 

Liaison Officer 
1 

2 

   

Messengers 

1 

2 
3 

4 

   

Others    
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Annex E            REST CENTRE REGISTRATION FORM 

(When completing, use block capitals and black ballpoint pen) 

Rest Centre Name/ID Number:  

Date:  

NUMBER LAST NAME FIRST NAME ADDRESS CONTACT 

NUMBER 

MEDICAL / ADDITIONAL INFORMATION 
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Annex F 

Rest Centre Manager 

   
Purpose: To ensure that the Rest Centre is activated and managed 

efficiently. 
Action Check List: 

1. Contact premises manager to arrange/confirm opening and request 
assistance for setting-up.  

 
2. Start log to incorporate a comprehensive record of events and 

expenditure. 
 

  3. Check that staff are available, and request necessary assistance from                  
 relevant organisations (or later from the evacuees themselves).   

  N.B. Support from voluntary organisations should be requested 
through Resilience and Emergency Management Team 

 

 4.      Locate a Rest Centre box/pack and take it to the designated building 
(if not already kept there). (See list of availability) 

 
  5. Identify the main functional areas within the building, using the 

preplanned layout if available, but delegating actual organisation of 
same to Deputy Manager.   

 
6.     Ensure adequate communications (telephones, mobile telephones,   

FAX, radio, payphones) are available for the use of both staff and 
evacuees. 

 
 7.      Inform Resilience and Emergency Management when Rest Centre is 

ready.  
 

8. Arrange for a dynamic risk assessment to be carried out. 

 
  9.      Make arrangements for regular situation reports to be forwarded to 

Resilience and Emergency Management. 
 

10. Obtain frequent reports from Emergency Centre on the state of the 
incident and ensure that regular updates can be provided. 

 
11.     Check with communications unit; ensure that any contact with the 

media accords with the agreed inter-agency strategy.  
 

12.     Establish a shift system for staff if Centre is open for extended 
period. (Specimen Duty Roster & Staffing Record included at Annex 

D). 
 

13. When the Centre is no longer required, arrange for it to be returned 

to its normal state quickly and efficiently. 
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Annex G 

Rest Centre Deputy Manager 

 
Purpose:  Internal organisation and functioning of the Rest Centre. 

 
Responsible to:  Rest Centre Manager 

 
Action Check List:  

 
1. Ensure that water, gas and electricity are working 

 
2. Agree with Manager the layout of the main functional areas in the 

Centre and  organise same. 
 

3. Allocate available staff and issue Action Check Lists; inform Manager 
of shortfalls. 

 

4. Identify a Smoking Area – separate, ventilated and preferably above 
ground level – and provide suitable ashtrays.  A strict ‘No Smoking’ 

rule should  operate in all other areas. 
 

5. Identify, if possible, a separate area for staff and volunteers rest and 
 refreshment. 

 
6. Ensure all staff are aware of fire precautions, including use of 

extinguishers and location of emergency exits. 
 

7. Check all functional areas and approach roads/walkways are 
adequately  signposted and marked. 

 
8. Establish Arrival and Registration procedures in accordance with 

Section 5.    

 
9. Ensure that staff and volunteers are identifiable. 

 
10. Carry out regular briefings to survivors/evacuees on the state of the 

incident. 
 

11. Keep Centre Manager informed of numbers present. 
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Annex H 

Arrivals & Registration Supervisor 

 
Purpose:  Providing effective and sympathetic reception of 

evacuees/survivors and for the subsequent full registration 
process 

 
Responsible to:  Rest Centre Deputy Manager 

 
Action Check List:  

 
1. Brief and supervise the Arrival and Registration Teams in 

accordance with the procedures in Section 5. 
 

2. Ensure that areas are adequately equipped: 
 

 Arrivals: tables, chairs, Arrivals Records and passes, plastic 

wallets and cords/chains, signs, Information Sheets, notice 
boards, plan of the Centre; 

 
 Registration: tables, chairs, multi-coloured Registration 

forms, baskets. 
 

3. Ensure that contact is maintained with arrivals to provide 
information and  assurance and identify any with immediate special 

needs. 
 

4. Ensure all departures are recorded on the reverse of the Rest Centre 
 Managers’ copy of the Registration form. 

 
5. Update the Deputy Manager regularly with the numbers of arrivals, 

departures  and those accommodated. 

 
6. Remind staff that all requests on missing persons should be referred 

to the Police Casualty Bureau. 
 

7. Liaise with the Police Registration Team to ensure that the Police 
Survivor/Evacuee Form is forwarded to the Police Casualty Bureau if 

set up. 
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Annex I 

Baggage Room Supervisor 

 
Purpose:  Providing secure storage facilities for the personal belongings of 

evacuees during their stay in the Centre 
 

Responsible to:  Arrivals & Registration Supervisor 
 

Action Check List:  
 

1. Provide and maintain a registration book for recording the deposit 
and return of any luggage or valuables left in the baggage room. 

 
2. Ensure the baggage room is locked if unattended. 

 
3. Ensure the room is cleaned and returned to its original state on 

closure of the Centre. 
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Annex J 

Information Point Supervisor 

 
Purpose:  Establishing and operating a service to provide help, advice and 

information to survivors/evacuees and to respond to enquiries 
from other organisations and the media 

 
Responsible to: Rest Centre Deputy Manager 

 
Action Check List:  

 
1. Establish an Information Point where a small team can answer 

specific enquiries from survivors/evacuees.  These might cover 
progress on the incident, lost baggage, assistance with claims, 

arrangements for onward travel, making contact with friends or 
relatives, or requests for other practical  or emotional support. 

 

2. Obtain, if possible, a public address system for making 
announcements in the Centre. 

 
3. Provide telephones for the use of survivors. 

 
4. Liaise closely with the Centre Manager and the Communications Unit 

regarding information to be given to the public and the press.  NB – 
note the contents of Section 6. 
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Annex K 

Accommodation Area Supervisor 

 
Purpose:  Managing the main assembly area and any sleeping areas, 

together with toilets, washrooms and nursery facilities 
 

Responsible to: Rest Centre Deputy Manager 
 

Action Check List:  
 

1. Lay out tables and chairs for family groups in main assembly area. 
 

2. Obtain TV, games, books, magazines, etc. 
 

3. If necessary, arrange sleeping facilities.  Identify and report 
requirements for  further beds, bedding, screens and furniture. 

 

4. Nominate and supervise an assistant to take charge of toilet and 
washing facilities to ensure: 

 
 adequate hot and cold water supplies; 

 soap, towels etc; 
 Cleanliness of areas using a roster of volunteer cleaners. 

 
5. Nominate and supervise an assistant to take charge of the nursery 

area for mothers and babies to ensure: 
 

 safety and privacy; 
 adequate facilities to include nappy disposal; 

 Cleanliness. 
 

6. Ensure health and hygiene standards are maintained. 

 
7. Maintain close liaison with staff and residents to identify and correct 

problems promptly. 
 

8. Ensure emergency exit routes are signed and kept clear and that 
fire extinguishers are provided and clearly visible. 

 
9. Ensure an appropriate area to store prams, buggies etc is available 

near to Arrivals. 
 

10. Ensure areas are cleaned and returned to their original state on 
closure of the Centre. 
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Annex L 

Catering Supervisor 

 
Purpose:  Establishing and running catering facilities for 

survivors/evacuees and staff. 
 

  NB – premises selected as Rest Centre’s will normally have 
catering facilities or can be supplied by caterers.  RVS/salvation 

Army can provide light refreshments but must make 
arrangements through the Council for reimbursement for the 

cost of food for larger scale catering. 
 

Responsible to: Rest Centre Deputy Manager 
 

Action Check List: 
 

1. Set up and run the following facilities:  

 
 Kitchen – provision of foodstuffs, food storage, cooking, 

cleaning and refuse arrangements; 
 Dining Area – tables and chairs, crockery, cutlery. 

 
2. Calculate catering requirements, taking into account any specific 

dietary requirements notified through Registration and order items 
through the Centre Manager, maintaining financial records. 

 
3. Organise catering and dining area staff and maintain a duty roster, 

using  volunteers from the evacuees where possible. 
 

4. Maintain health and hygiene to meet recognised environmental health 
 standards. 

 

5. Ensure areas are cleaned and returned to their original state on 
closing the  Centre. 
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Annex M 

Housing Officer 

 
Purpose:  Where people are evacuated from their homes, assessing the 

need for them to be re-housed beyond the short-term facilities 
of the Rest Centre 

 
Responsible to: Rest Centre Manager 

 
Action Check List:  

 
1. Through Rest Centre Manager, check with the Police/fire the period 

that the evacuated homes are likely to be unavailable. 
 

2. Check whether evacuees have relatives or friends with whom they 
can stay and/or insurance provision for temporary accommodation. 

 

3. Obtain confirmation from Housing Management staff as to whether, 
or when, affected council properties will be fit for habitation. 

 
4. Where re-housing is considered necessary, compile list of available 

alternative  accommodation, e.g.: 
 

 empty council properties; 
 sheltered scheme guest rooms; 

 housing association properties; 
 hotel and B&B vacancies; 

 local letting agents; 
 mobile homes; 

 Offers from members of the public. 
 

5. Consider any special accommodation needs (eg. wheelchair users, 

mobility problems, long-term medical supervision, proximity to 
schools and place of work, access to private transport) and allocate 

accommodation accordingly. 
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Annex N 

Welfare Supervisor 

 
Purpose:  Assess and assist with the practical, emotional and special 

needs of those accommodated within the Rest Centre 
 

Responsible to: Rest Centre Deputy Manager 
 

Action Check List:  
 

1. Set up and staff welfare desk to assist those in the Centre with any 
apparent physical, emotional or special needs.  NB – be vigilant for 

signs of delayed shock. 
 

2. Provide particular assistance to those with special needs (frail elderly, 
for example) in making contact with their families or assisting in the 

arranging of transport to residential care homes. 

 
3. Obtain medical aids (wheelchairs, walking aids, stretchers etc) from 

British Red  Cross Society. 
 

4. Obtain suitable clothing for those in need.   
 

5. Check whether those present are taking medication and, if so, what 
and its availability. 

 
6. Provide emotional support where needed.  NB – a number of 

voluntary and/or  Cornwall Faith Response Team can help in this 
respect. 

 
7. Monitor risks to unaccompanied or unsupervised children or 

vulnerable adults  and take appropriate action.   

 
8. Liaise with the Housing Officer to supply information on care services 

for those with special needs, e.g. data on residential care home 
vacancies, home care agencies etc. 

 
9. Be-aware of differing religious, ethnic and cultural requirements. 
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Annex O 

Facilities Officer 

 
Purpose:  Assisting with the monitoring of the Centre parking area(s) and 

perform domestic security duties as required 
 

Responsible to: Rest Centre Deputy Manager 
 

Action Check List:  
 

1. Liaise with Police, if in attendance, and ensure that no access points 
are blocked, that vehicles park in designated areas and that general 

safety is maintained in the Centre parking area. 
 

2. Perform domestic security duties as required by the Centre Deputy 
Manager, e.g. checking doors and windows, ensuring that 

unauthorised people do not gain access to storage areas and that 

personal possession are not left unattended. 
 

3. Report any suspicious matters to the Rest Centre Deputy Manager. 
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Annex P 

Communications Officer 

 
Purpose:  To provide and maintain communications facilities as required 

and advise on their use  
 

Responsible to: Rest Centre Deputy Manager 
 

Action Check List:  
 

1. Assess the communications facilities currently available in the Rest 
Centre and utilise them to the best effect. 

 
2. Establish whether any additional communications equipment is 

required for the efficient running of the Rest Centre (eg. temporary 
payphones for evacuees, additional lines and handsets for staff) and 

obtain it. 

 
3. Utilise portable radio systems for use within the Rest Centre as 

necessary and co-ordinate the activities of RAYNET and/or local 
amateur radio clubs if they are required. 

 
4. Keep records of all expenditure on the provision of additional 

communications  equipment. 
 

5. Ensure the safe return of all equipment as necessary on closing the 
Centre. 
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Annex Q 

Pets Area Supervisor 

 
Purpose:  To provide suitable facilities for pets to be accommodated, fed 

and exercised and for maintaining hygiene standards 
 

Responsible to: Rest Centre Deputy Manager 
 

Action Check List:  
 

1. Review and allocate appropriate areas and facilities for pets.  NB – it 
may be possible to get portable cages from organisations such as 

the RSPCA, Canine Defence League or the PDSA. 
 

2. Register animals.   
 

3. Seek advice from Dog Wardens, RSPCA and other animal welfare 

 organisations if required. 
 

4. Arrange supplies of water, food, cleaning materials, poop-scoops, 
bin liners, etc. 
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Annex R 

Information Sheet 

Cornwall Council 
 

WELCOME TO THIS REST CENTRE!        
 

The purpose of this document is to give you some idea of what to expect 
while you are here. 

 
Rest Centres are intended to give temporary shelter during short term 

emergencies. The aim will be to return everyone to their previous 
accommodation as soon as it is possible to do so. If for some reason this 

is not practical, discussions will take place with you about your longer 
term needs. 

 
As this building is normally used for a different activity the facilities are 

not quite ‘home from home’, but we will do our utmost to make you 

comfortable. 
 WHEN YOU ARRIVE 

When you first arrive at the Rest Centre you will be asked a few details.  
You will then be able to find somewhere to make yourself more 

comfortable. If you have become separated from your family or friends, 
please inform a member of the staff so that they can start the process of 

trying to reunite you. 
 

You should keep your belongings with you at all times! 
 REGISTRATION 

After a while you will be asked to provide further details about yourself 
including the following:- 

 
 *  Your permanent address 

 * Where you were prior to coming to the Rest Centre. 

 * Your date of birth 
 * Your telephone number 

 *  Any special needs that you may have 
 

These details will help us to manage the Rest Centre, and to assist in 
being able to notify any friends or relatives who enquire about your 

safety. 
 

Once you have been registered it is VERY IMPORTANT that you do not 
leave the Rest Centre without advising a member of the Rest Centre staff.  

The records will need to be adjusted to show when you left and your 
intended destination.  This will assist should there be any later query as to 

your whereabouts.   We also need to know that everyone is accounted for. 
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 HEALTH 

If you have any urgent health or medical problems, or if you need special 

medication, please advise the Rest Centre staff immediately so that any 
necessary action can be taken.  Less urgent requirements should be 

mentioned later, at the Registration stage. 
 CHILDREN 

If you have young children with you, please keep them close so that you 
know where they are and in order that they do not upset other people.  If 

possible, Rest Centre staff will try to organise some activities to keep 
them amused. 

 ANIMALS 
For reasons of hygiene and safety, animals are generally not allowed in 

the main public areas of the Rest Centre.  Although staff will attempt to 
make a secure area available, they remain your responsibility and you 

may wish to make your own arrangements. 
 SMOKING 

Smoking is not allowed in the building, staff will ensure, where possible a 

specially designated area is allocated. 
 CATERING 

Staff will endeavour to provide you with food and drink. This will depend 
upon the resources available in the Rest Centre.   

 SLEEPING ARRANGEMENTS 
It is hoped that your stay at the Rest Centre will only need to be for a 

short duration.  Unfortunately, most Rest Centre premises do not have 
bedding facilities.  Staff will obtain them if they become necessary.    

 ACCIDENTS 
The Council is unable to accept any liability for accidents which occur 

during your stay in the centre, but in the event of such an incident please 
ensure that the details are given to a member of the staff. 

 INFORMATION 
Staff will do their utmost to keep you informed of any developments. 

There are however likely to be difficulties following any emergency 

situation so please be patient!  

 SKILLS 

If you have any special skills which could be useful in these difficult 
circumstances, e.g. you are a Doctor or Nurse, able to entertain children, 

or you could be an interpreter, please let a member of the Rest Centre 
staff know.  We may not need your help at that moment but it could well 

prove invaluable later. 
 AND FINALLY… 

Emergencies of this kind are uncommon so there is bound to be 
considerable stress on those who have been sent to the Centre, and on 

the staff trying to manage it.  Please be patient and try to avoid doing 
anything which will add to others’ problems.  

We hope that, despite the difficult circumstances, your visit to the Rest 
Centre will not be too unpleasant.                                  
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Annex S 

Rest Centre Manager/Deputy Manager Task List 

 
Rest Centre Manager (Name): ______________     Date: _____________ 

 
Rest Centre (Name): _____________ Incident: ______________________ 

 
The aim of this task list is to assist the Rest Centre Manager in the process of 

information gathering and to act as an aid memoir. It is not exhaustive but 
represents a major proportion of tasks to be considered during the time a RC is 

operational. An admin support member may be available to help with this by 
recording when things have been done and reminding the manager or deputy 

when things still need to be considered.  It should be completed in as much 
detail as possible and forwarded to Emergency Management asap following the 

shift.  
 

A new manager taking over at the end of a shift should keep a copy of the 

original task list as well as completing their own. They should also complete 
their own dynamic risk assessment and walk through of the site with the 

previous RC Manager before taking over responsibility.  
 

Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

1. Take 

The red box    

2. On arrival   

Liaise with keyholder/site 

manager: 
 Has site owner been 

informed their building is 
being used? 

 Water, gas, electricity and 
heating switched on? 

 Locking of out of bounds 
areas? 

 Joint dynamic risk 

assessment, completed? 
 Outside signage (including 

disabled parking and access) 
completed? 

 Internal signage – 
(dependent on number of 

expected evacuees - decide 
which functions areas are 

essential)? 
 Does pre-planning need to be 

changed to fit expected 
numbers, i.e. change 

 

 
 

 

  

 

 

  

   

 

 

  

  
 

 

 
 

 
 

 
 

 

  

 
 

 

 

   

  

 

 

 



 

Equality Impact Assessed 30 August 2012   Version 1.1 36 

Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

accommodation/function 
areas around? 

 Display a site plan, if 
possible? 

 Contact details/mobile 

number (or is he/she 
remaining on site?) 

 Is there in-house caterers, 
have they been informed? 

   

3. Before the Centre opens 

Set up staff register    

Allocate function area 

responsibilities to supervisors 
(ensure they can ‘manage’).  

Record who is doing what 

   

Give them note books from red 
box 

   

Give them tabards    

Give staff ‘staff’ arm bands    

Give them their equipment out 

of the admin box or holdall 

   

Give safety briefing to all staff 

and voluntary organisations 

   

Is staff in place and ready to 
receive evacuees? 

   

Is Centre fit for purpose? (Don’t 
open until it is) 

   

4. Setting up the Management Team  

Set up Management Team 
(Police, Council, NHS LAT, 

Voluntary Agency Team 
Leaders, Supervisors, RSPCA, 

Site Manager/keyholder) 

   

Set time of first meeting and 
where 

   

Set timescales of further 
meetings, i.e. every 45 mins or 

one hour 

   

Ensure they realise they MUST 
attend Management Team 

meetings 

   

Give information update about 

the incident to staff and 
overview of expectations 

   

Draw up list of staff mobile 

numbers 

   

Distribute mobile numbers to    



 

Equality Impact Assessed 30 August 2012   Version 1.1 37 

Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

supervisors and team leaders 

Ensure supervisors remember 
to ASK voluntary sector when 

help is needed, including 
assistance with registration and 

as runners 

   

Ensure all know to report any 

incident 

   

Ensure all are in uniform or 
tabards 

   

5. As Centre opens, and early considerations 

 Ensure dedicated link with 
person managing you 

(Silver) 
 Keep them informed, and 

give them your mobile 
number 

   

Have all the staff mobilised to 
the Rest Centre arrived safely? 

   

Establish rest centre office    

Ensure Entrance Area well 
supported initially then move 

majority of staff to 
registration/other 

   

Request blankets or dry clothes 

if evacuees are wet and cold  

   

work out whether the Centre is 

reaching capacity 

   

Ensure that the Information 
leaflets are distributed to 

evacuees from red box 

   

Ensure that unaccompanied 

children are put in to the care 
of a dedicated social worker 

   

Ensure that there is someone 

available at the entrance to 
guide/escort evacuees with 

pets to the pet area or walking 
wounded to the first aid area 

   

Keep evacuees regularly 

informed about the incident 

   

Check that the batteries are 

working in the loudhailer, if not 
get new ones  

   

Ensure H&S briefing and fire 

precautions passed to evacuees 
via loudhailer 
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Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

Set up ‘runners’ in appropriate 
areas from voluntary sector, to 

help pass information between 
function areas 

   

Ensure information boards 

posted around site 

   

Ensure adequate 

communications  

   

Ensure adequate facilities are 
open – do you need more? 

   

Are more responders, from 
either social care or voluntary 

sector, required – request more 
if needed? 

   

Is centre reaching capacity (this 

is 75%)? 

   

Will another centre be 

required? 

   

Set up temporary de-
registration point 

   

Is the evacuation likely to be 
protracted, if so what else 

might be needed? (comfortable 
chairs, hot meals, etc) 

   

Will overnight accommodation 

be required?  If so, what else 
will you need to consider and 

request? (dormitories, sleeping 
bags, hot breakfast, wash-kits 

for ablutions, etc) 

   

Anyone with special dietary 
needs  should speak directly to 

the kitchen manager to make 
their own arrangements and 

thus ensure H&S 

   

Check that admin support team 

are receiving the registration 
information and whether they 

are coping 

   

If financial expenditure is 
needed for the smooth 

operation of the centre, ensure 
that you keep a complete 

record with receipts for audit 

   

6. On-going actions 

Ensure staff are getting regular 

breaks and are provided with a 
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Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

dedicated area 

Maintain a log of any serious 
incidents including timings by 

24 hour clock 

   

Review resources – do you 

need anything, if so request it? 

   

Remember to carry out periodic 
health and safety checks and 

dynamic risk assessments  

   

Regular Management Team 

meetings 

   

Provide regular briefings to 
staff and evacuees 

   

Keep the EHSC Manager 
updated throughout 

   

Continue to check that centre 

not reaching capacity 

   

Ensure that the information 

boards/ flipcharts, etc, are 
being kept updated 

   

Ensure the Centre is being kept 

clean and tidy, including toilet 
and wash rooms 

   

7. Specialist Care  

 Ensure elderly frail, sensory, 
disabled, unaccompanied 

children, are looked after 
appropriately 

 Request specialist staff if 
needed 

 Request aids/equipment if 
needed 

 Consider if anyone too frail 
to remain at the centre if 

incident protracted – if so, 
speak to the Emergency 

Management Officer 
 Ensure referral information 

completed where necessary 

 Ensure that any evacuees 
taken to residential or 

nursing homes have been 
registered and are 

deregistered when returned 
to their own homes 

   

 Do you have anyone at the 
Centre that needs an 
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Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

interpreter? 
 Language Poster available in 

red box 
 British Red Cross 

‘Multilingual Handbook’ also 

in red box 

 Do you have need of 

assistance with Faith 
Communities?  

   

8. Further considerations 

Make sure staff working in pet 
area or car park are receiving 

regular breaks and are coping 
(particularly in inclement 

weather) 

   

Make sure staff are not 
stressed – consider diffuser 

team (particularly before staff 
leave the Centre) 

   

Ensure admin support team 
take breaks 

   

Do you need to send out for:  

 A selection of daily 
newspapers for the adults 

 Items to amuse the children 
such as board games, cards, 

football, toys or videos 
 Items for the information 

desk to aid their service 
 Essential baby equipment 

such as nappies and baby 
food  

   

Make sure caterers have 

everything they need and are 
aware of what will be required 

of them for future meal times 

   

Make sure supervisors are 

managing 

   

Are you managing and taking 
breaks! 

   

9. Next shift and change over 

Ensure that Resilience and 
Emergency Management is 

aware of when next shifts will 
be needed in plenty of time to 

arrange them 

   

Tell them how many new staff    
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Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

required 

If the situation changes and a 
next shift no longer required, 

ensure you inform the 
Resilience and Emergency 

Management to stand down 
staff on standby 

   

Arrange change-over strategy 
for next shift for all areas of 

responsibility.  (It is better to 

change over gradually rather 
than all in one go.) 

   

10. Media and VIPs 

Liaise with Comms Office, and 

be prepared to deal with press 

interest 

   

Ensure media are not allowed 

to roam the site 
unaccompanied. If agreement 

is reached for them to film (for 
specified period of time) 

evacuees must be pre-warned 
where filming will take place, 

and individuals must agree to 

being interviewed in advance 

   

If VIPs arrive at Centre they 

must be accompanied – record 
who they are 

   

Keep Resilience and Emergency 

Management informed 
throughout 

   

11. Closing the Centre 

When deregistration completed 

ensure details are married up 

on the registration 
documentation and that 

numbers tally 

   

Staff should be given the 

opportunity to defuse before 
leaving the Centre 

   

Remember to tell the staff and 

voluntary agency staff how well 
they have coped before they go 

off shift 

   

Remind the Resilience and 

Emergency Management to 
inform line managers of the 
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Action Time 
24hr  

Details/ 
Comments  

Delegated 
to whom? 

staff that have worked out of 
hours in the Centre not to 

expect them at work – 
appointments may need to 

Changed 

When Centre to be closed 
ensure cleaners arranged  

   

Complete a walk through of the 
site with the site manager  

   

Ensure that any damage, 

problems, etc, are recorded and 
past to your manager 

   

Arrange hand back of the 
premises to the site 

manager/keyholder 

   

 
 

 
 

This list is not exhaustive and should not replace common sense 
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Annex T 
 

WELFARE INFORMATION SHEET 
 

Important - read the Data Protection statement 
before completing the Registration Form 
 
DATA PROTECTION 

Under the Data Protection Act 1998, you do not have to 

give us the information we are requesting during this 

registration process.  However, if you do, please be 

assured that this information will be shared responsibly 

and destroyed when no longer required.  If you have any 

questions about the sharing of your information or your 

rights under the Act, please go to the Information Point. 

 
INFORMATION 

An Information Point has been set up to ensure you are 

kept up-to-date with accurate information about the 

incident.  This Information Point can be found at: 

…………………………………………………………………….. 
 

MEDICAL 

If you need any assistance with medical issues, such as 

forgotten essential medication, please go to: 

…………………………………………………………………… 
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BELONGINGS 

Please keep any valuables you have safe and secure as 
we do not accept responsibility for any loss or damage to 
belongings whilst you are here. 
 
If you have brought any bags or belongings which you 

wish to be stored, please go to: 

 

…………………………………………………………………… 
 

DIET 

Hot drinks and where appropriate, food will be provided 

for you.  If you have any specific dietary requirements, 

please ask at the Information Point to speak to the 

Catering Manager. 

 

PETS 

If you have brought any pets with you, you are 

responsible for them.  However, it may be necessary for 

your pet(s) to be accommodated in the care of an animal 

welfare organisation.  Please go to the Information Point 

to discuss pet welfare issues. 
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Annex U 

RA2 form 

Risk 

Assessment 

Number 

Issue 

Status 

Authorised 

assessor 

Manager 

responsible 

Issue 

Date 

Review 

due 

      

 

About the Activity  

Name of Activity:  

Where Activity takes 

place: 

 

Description of Activity: 

 

 

SECTION 1:  Persons Affected 

Numbers of those 

exposed 

Employees:  Contractors:  Member of 

public: 

 

 

Occupational Health Consider if there are 

any issues which could be significant in relation 

to occupational health e.g. hearing loss, stress 

and musculoskeletal damage 

 

Human Behaviour Consider if there are any 

issues which could be significant in assessing 

this activity which relates to possible increased 

risk due to Human Behaviour. eg members of 

public ignoring signage and barriers 

 

Vulnerable Staff Are there any staff who may 

be particularly vulnerable and at risk. e.g. 

young persons (under 18); new and expectant 

mothers, staff with disabilities or health 

conditions that might increase risk. 

 

 

 

Note - Personal risk assessment 

should be carried out. 

Other Vulnerable Persons Are there service 

users or visitors who may be particularly 

vulnerable and at risk e.g. children or adults 

with physical or learning disabilities 

 

 

Note – A personal risk assessment 

should be considered. 

SECTION 2:  Risk Controls 

Hazards involved 

 

 

 

 

Existing Controls 

 

 

 

 

What are the risks? 

 

 

S 

 

P 

 

R 
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SECTION 3:  Legislation and guidance 

Legislation Are there any legal requirements 

which should be followed for the hazards being 

assessed? e.g. legislation, or Approved Codes 

of Practice 

 

Best Practice Standards Are there any 

relevant best practice standards or council 

policies and guidance which should be followed 

for the hazards being assessed? e.g. Council 

Policies, or guidance (corporate or 

departmental), HSE guidance or British or 

European Standards, professional or trade 

guidance. 

 

 

SECTION 4:  Action Plan  

Action Required Reduced 

Risk Costs / 

resources 

required 

Target 

Date 

Action 

by 

whom? 

Completion 

Date 

S P R 

 

 

       

 

 

       

 

 

       

 

 

       

 

Monitoring Required: 

 

 

 

I confirm that this risk assessment is an accurate reflection of the risks and controls in 

place and that the additional controls indentified will be provided                     YES / NO 

 

Signed by responsible manager:    

 

NAME…………………………………………... Signature……….……………….…………...  Date ………………..….. 

 

SECTION 4:  Assessment Review Record (If significant changes are made a new 

risk assessment form must be completed.) 

Date of 

review 

Name of 

Reviewer 

Comments Signature Date of 

next 

review 

     

     

 

 



 

 

 

 

 


