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PROMULGATION STATEMENT 
Annex C: Sheltering and Mass Care, and contents within, is a guide to how the 
University conducts a response specific to sheltering and mass care.  The Annex is 
written in support of the Texas A&M University (TAMU) Emergency Operations Plan 
(EOP) and shall be considered an interactive support document to the EOP. 

APPROVAL AND IMPLEMENTATION 
The University’s Associate Vice President for Safety and Security shall be responsible 
for annex oversight and coordination with applicable stakeholders.  The annex is flexible 
in that part of the plan, or the entire plan, may be activated based on the specific 
emergency and decision by University executive management. 
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This annex outlines additional operational concepts and procedures specific to Texas 
A&M University as otherwise not stated in Annex C: Mass Care 
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Time permitting, the EMD or the EMC shall contact executive leadership for approval. 
Examples of circumstances wherein time may not permit include evacuations 
associated with local hazardous materials releases, local severe weather, etc. where 
there is little or no warning time. 

The President or designee will approve/disapprove the use of TAMU facilities for 
sheltering operations. 

Commitment of resources for sheltering support off-campus such as food services, 
transportation, security, etc. will only be granted if excess capacity beyond that needed 
by the University’s sheltering operations is available. 

Shelter Operations - General 
Shelter managers (minimum of two) should be appointed for each shelter to be utilized 
to support extended shift operations. Assistant shelter managers shall report to the 
Shelter Manager. 

Shelter operations are resource intensive, including personnel resources. A list of 
volunteers (staff, faculty and/or students) who are available and willing to work in a 
shelter should be developed as part of preparations for opening a campus shelter.  The 
list should be maintained current during the duration of shelter operations. Staff or 
faculty may be assigned to fill roles in shelter operations/support with the approval of 
their management.  Shelter Mangers are authorized to choose teams of individuals from 
those lists to work in their shelters. 

Security is paramount at shelters for both shelter guests and the campus community. 
Shelter guests will be required to check in and out of the shelters, even if only for short 
trips to their vehicles or to run local errands. Shelter Managers shall oversee check 
in/out points and operations. Security/police shall be present at each shelter 24/7 for 
security purposes. 
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Discharge planning should begin with the arrival of shelter guests.  Discharge plans 
applicable to all shelter guests will be developed and should conform to applicable 
standards for the emergency event and the population sheltered.  Common 
considerations include but are not limited to: any functional and/or access needs of the 
shelter guest; safety of the area to which the shelter guest is returning; local 
government’s approval to return; and safety/integrity of the shelter guest’s residence. 

Pets will arrive with shelter guests
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�x Not supported with food services, bedding, custodial services, security, etc. 

The Office of Safety and Security will identify availability of such facilities at the time of 
the incident in coordination with executive administration and appropriate facility 
managers. 

Communications 
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�x Coordinate media inquiries regarding shelters and other university emergency 
relief operations. 

�x Provide a liaison to the CEOC and/or Joint Information Center. 

Facilities and Operations 

�x To the extent possible, ensure power, water supply, and sanitary services are 
operable at shelter facilities. 

�x Take steps as necessary to protect shelters and shelter guests therein from 
foreseeable hazardous weather conditions. 

�x Identify and prioritize facilities and operations needing emergency backup power. 
Shelters shall be considered priority facilities. 

�x Implement procedures as necessary to protect and secure campus facilities and 
grounds in advance of expected hazardous weather. 

�x Provide support for shelter setup, operation and breakdown to include assistance 
moving supplies and equipment, enhanced custodial services, etc. 

TAMU IT 

�x Provide staff and resources necessary to support shelter operations 

�x Provide Ethernet drops, wireless access and support, telephone service, and 
computing and business services necessary for shelter staff and guests. 
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EXAMPLE SHELTER ORGANIZATION CHART 
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SHELTER OPERATION TEMPLATES 
Sheltering and mass care operations and the staff who are charged to manage them 
must remain flexible because every population being sheltered will be different and, 
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Emergency Shelter  Information Sheet  
Date In:  Time In:                am / pm 

 

Date Out: 

  

Time Out:  

                

am / pm 

 

Personal Information: 

Last: ______________________ First: ______________________    

Date of Birth: _______________      Sex:       M        F 

Address: 
______________________________________________________________________ 

______________________________________________________________________ 

City: _________________________ County/Parrish: ___________________________ 

State: ______________________ Zip: ___________ 

Phone #: ____________________________ Cell #: __________________________ 

 

Member of Group (i.e. University, Nursing Home, etc.):   �‰  Yes  �‰  No 

Group Name: ________________________________________ 

 

Emergency Contact Information (not in shelter): 

Name: __________________________________ Phone #: _________________________ 

Relationship: ___________________________________ 

 

Return Information: 

Will the evacuee need a ride back home or to other location?    �‰  Yes  �‰  No 

Special Needs/Medications: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 

Continued on back  

Shelter Use Only: 

Facility:  

 

Bed Assignment:  

 

Special Needs:    �‰ Yes  �‰  
No 
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Family Members (in shelter):       Total #: _________ 

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 

Pets:   �‰ Yes   �‰  No  

 Type Name Description Location 

1     

2     

3     

4     

 

Pet Comments: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 

Notes/Comments: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 

Discharge Information:  

Discharged to: ________________________ Relationship: ______________________ 

Address: ___________________________________________________________________ 

City: ______________________   State: ____________________ Zip: ___________ 

Phone #: _______________________ Cell #: _____________________________ 

Discharge Comments: 

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________  
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Shelter Assignment  

Log 

 
Assignment 
 

 Name  Contact Information 

Disaster 
Welfare 

1)    
2)    
3)    

     
3)  
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 6)    
 7)    
 8)    
     
Counseling  1)    
Services 2)    
     
Security 1)    
 2)    
 3)    
 4)    
 5)    
 6)    
 7)    
 8)    
 9)    
 10)    
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Shelter Staffing Log 
 

Position Staff Member  Time In  Time Out  Comments 
 

Shelter Manager        

Assistant Director        
Information Mgmt.         
Information Mgmt.        
Reed Arena Mgmt.        
Reed Arena Mgmt.        
Disaster Welfare Inq.        
Transportation        
Logistics Coord.        
Supply Room Coord.        
Food Services Coord.        
Food Services Coord.        
Facilities Coord.        
Volunteer Coord.        
Volunteer Coord.        
Child Care Coord.        
Medical Coord.        
Medical Coord.        
EMT Coord.        
EMT Coord.        
Counseling Services        
Counseling Services        
Security Liaison        
Security Liaison        
EOC Liaison        
EOC Liaison        
Special Activities        
Media Relation   
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Command Setup Checklist 

# Item Description  Quantity 
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