Common Questions about Night Shelter 
Volunteers should attend a training session ahead of volunteering
Please read these notes alongside the Volunteer Handbook
General
Where is the shelter held?
The shelter is help in a different church hall every night of the week. Each church takes 1 night of the week for a set period of weeks.
These churches are in Redhill, Reigate, Horley and Merstham and volunteers are made aware of the venues once they are signed up.

How do Guests end up on Shelter?
All guests are referred by either Reigate and Banstead Borough Council, Tandridge District Council or East Surrey Outreach Service. It will be offered when other options, such as bed and breakfast, are not open to them. This could be because of availability or single room accommodation isn’t suitable for them.

Why isn’t the shelter held for longer?
We choose to focus on the coldest months of the year to enable rough sleepers who would not go to bed and breakfast accommodation to come of the streets. 
It takes a lot of preparation and planning to run the night shelter. Our venues give up their church halls free of charge. Although we would love to have an extended shelter, the current length is manageable with the resources we have currently.

Do I have to be DBS checked?
The tasks you will be doing are not eligible for a DBS check. We stipulate that volunteers are not to be alone with a guest at any time and not to give any kind of structured support.
Volunteers should never meet guests outside of the project or give lifts in cars, even when with another volunteer.
These prohibited activities could expose both the guest and volunteer to unnecessary risk and would therefore warrant a DBS check and due process to mitigate any risk to either party, such as information sharing and training.

Do you accommodate both male and female? If so - how are these accommodated?
It is a mixed shelter and female guests have no separate room to sleep in. They are made aware of this when joining shelter. There can be a ‘privacy screen’ in the form of some chairs with a towel draped over them. Tall room dividers are not suitable.

What do guests do on Sundays?
Renewed Hope no longer runs a Drop-In on Sundays as it was difficult to get regular volunteers. This decision was made a couple of years ago now.
All Volunteers: If there are places you know, where Guests could go, then please let us know. Please bear in mind, some people may not want to go to church services.


What is Drop-In?
Drop-In runs at Shrewsbury Chapel, where the Renewed Hope office is also based. It runs all year round and caters for homeless people and others finding themselves isolated and in need. We serve a two-course meal, give out clothes, toiletries and other items. It is a meeting point for agencies such as social services, Probation and the East Surrey homeless outreach service to connect with Guests.

What to do if you see a homeless person on the streets?
If you see someone sleeping rough and you want to help, you can report them via StreetLink https://thestreetlink.org.uk/. StreetLink is an organisation, which helps members of the public connect rough sleepers to local services that can support them. In this area, East Surrey Outreach Service will go an visit them at their sleep site and assess them.
They may not be eligible for our night shelter. Guests need to be assessed by the council before being referred to the night shelter by the local council.
Food
Meal time and Food preparation
· The Evening meal should aim to be served by 8.30pm giving volunteers 1.5-2 hours to prepare food on site.
· Some food preparation can be done off site as long as good food hygiene practices are followed, but all cooking should be done on site.
· Please use the food thermometer in the Venue Box to ensure food is at a safe temperature for serving (75°C). Remember to return the thermometer back to the Venue Box when you have finished with it.
· People do not need Food Safety and Hygiene Level 2 to do the kitchen roles in the night shelter. If you wish to do this online course, we can arrange that and fund it. Optional donation of £15 should people wish to cover the cost.
· Please discard leftovers and do not leave any items in the venue’s fridge.

What will others be cooking and how will I know how many guests?
Guests generally don’t mind what they eat and they will soon tell staff if they are getting beef stew every night of the week!  
We usually know the rough number of guests a few days ahead of time and will communicate this with the Venue Co-ordinators. Feel free to contact the office to check. At full capacity, we will have 10 guests and 6 or 7 volunteers. 

Who provides the food?
The Evening Meal Supervisor provides the food for the Evening Meal. The venue will stock cold breakfast items. The Morning Shift Supervisor can provide cooked breakfast if desired, but bear in mind not all guests may not want a big breakfast.
Evening Meal Supervisors should liaise with the Venue Co-ordinator and vice versa to arrange.

Dietary requirements
Guests – we find out when people are referred to us and log the details in the Supervisor Briefing notes and notify the Evening Meal Supervisors ahead of time.
Volunteers – please email us so that we can also pass this onto to the Shift Supervisor and kitchen teams. If you have allergies please make the kitchen aware on your shift.
Christmas Day
We are providing a Christmas Day lunch at the chapel. What we need to avoid is 4 venues from Saturday to Tuesday having Turkey roasts as well as Christmas Day lunch. A lunch tea on Christmas Day will suffice.
Roles & Shifts
Where can I find out more about the roles?
Please view the Volunteer Handbook circulated when you sign up as a volunteer with us.
What happens on a Night Shift?
It’s a very quiet shift. Unless you’re the sleeper, be prepared to be awake for some of the shift. Some volunteers do work while they’re on shift, others read.
The Night Shift Supervisor and Night Shift Assistant can share the sleeping on the condition that if a guest engages in conversation, you wake up your colleague to witness the conversation. 
Sleepers
Please bring your own sleeping bag/quilt. A bed will be provided, either a blow-up mattress, foam mattress or camping bed. You may be in a different room to the guests and woken up in the rare occasion there is an emergency.

What does the Venue Co-ordinator do?
The Venue co-ordinator slot on Dutyman, is for a representative and member of the host church. They are pre-appointed person, have been volunteering for the night shelter for several years. 
They know the building and church leadership well and we work with them year-round to prepare then church for the night shelter in different ways. They will publicise the shelter throughout the season and also help the supervisors get acquainted with the building. They, or someone appointed by them, will meet the volunteers there to unlock the venue ready for the shelter and lock up at the end. 
Standby volunteers
The Standby should be prepared to be called any time up to the scheduled start of the shift. You may be able to manage the Evening shift with one volunteer down. The Night and Morning shifts need a full complement. 
If a Supervisor needs the Standby, refer to the email from the office on the Tablet for their telephone number. Failing that, call the Trustee on Call on the number they will be given before their shift.  

Do you need to have any extra training to be a supervisor instead of an assistant or is it more about experience?
Yes. If you have been volunteering for Renewed Hope for a while at Night Shelter or Drop-In, have previous night shelter experience and stayed for the Shift Supervisor training, then please speak to us. If you want to ‘try it out’ first, sign up as the trainee Evening Shift Supervisor


Drivers – what it the role and how does it work?
Venue co-ordinators: Please make sure someone is there at the agreed time to get the bags safely into the venue.
Drivers: Your car needs to be large enough for 10 holdall style bags plus a storage box.
You are expected to pick up the bags when the shelter closes at 8am in the morning and then take them straight to the next venue.
Look at Dutyman to see the next night’s venue. Please make sure you agree a time with the church’s Venue Co-ordinator before dropping off and be aware each church may have a different arrangement eg those with staff onsite during the day may be able to be more flexible.
You can do this by emailing the Venue Co-ordinator (see envelope next to their name in Dutyman).
Note: Please check your driving insurance for occasional business use.
Practical matters
Guests’ bags 
Each guest will get 1 bag, in which there will be a sleeping bag, toiletry bag and they must only be allowed to leave 1 bag at the venue ready to take to the next church by the Driver. They must take all other bags with them.
As Shrewsbury Chapel is going to be a shelter venue on one day in the week, we will know more quickly than in previous years if a guest is accumulating belongings and we can address it with the guest.

Bags in general
They may have a bag which they carry with them during the day. When they arrive at shelter, the supervisor should ask them to take out of their bags what they need for the night, including medication. Then it is locked away until the following morning. We do not search bags.
Guests can take any belongings with them during the day. The bag with the sleeping bag in it should stay at the venue. The Driver will pick up those bags and take them to the following night’s venue.

Valuables
When you arrive at the venue, the Shift Supervisor will show you where to put your bags and coats. Please do not bring valuables with you.

Mobile phones
Guests will want to charge up their phones. Nowadays, people may well choose to be on their phones during the shelter time and please don’t prevent that. As volunteers, please keep your phones safely locked away.
There was a discussion about offering charging points at one of the training sessions. Guests can charge up their phones at the Drop-In.
NB phones must always remain owner’s responsibility. 

What if a venue cannot be used for some reason?
The Venue Co-ordinator works very closely with staff to ensure a venue is ready for the shelter, but there may be occasions when it is impossible, for example in an emergency – flood, fire. 
We wouldn’t leave Guests out on the streets
· Shift Supervisor calls the Venue Co-ordinator and Trustee on Call
· Venue Co-ordinators explore options to use an alternative venue (either a current host church or another in the local area)
· Shrewsbury Chapel is available Tuesday, Wed, Friday and Saturday
[bookmark: _GoBack]This has happened once in the 12 year history of running shelter and churches liaised with each other and a nearby church was used for the night. As a last resort, Renewed Hope would accommodate them in B&B.

Are they permitted to have razors?
Yes, we give them a couple of disposable razors when they start on night shelter. If you find a razor left in the shelter, please discard.
If guests disclose a history of self harming associated with blades, we will take appropriate measure to manage risk.
Transport to Horley venues
We will be providing Metrobus tickets for the Guests to get to Horley on Saturday night shelter and back to Redhill on Sunday morning. 
These tickets will be stored in the Venue box. The Evening Shift Supervisor on the Friday and Saturday shifts, should give them a ticket once they have confirmed they want a bed for the night.
Health
First aiders
There is no designated first aider on site, but if people had those skills please let us know as we can add this to people’s skills on our records. It is useful to know. The Venue Box has a first aid kit in it.

What are the arrangements for prescription medication during shelter?
Staff will be informed of any medication taken by a Guest when they are referred to the shelter. This is the process for managing medication 
· Staff will pass this confidential information on to Shift Supervisors via the Guest Information share before a shift. 
· On admittance to the shelter, the Guest is asked about medication. If they need to take a dose shelter the shelter time, up to 8am the following morning, they will take out only the medication they need.
· This is to be placed in a bowl, which the Guest must ask for when they need it.
· At no point must a volunteer give the person their predication or remind them. This could be seen as prescribing them with medication – a role we are not qualified to do.
· If there is any medication left on the premises after shelter, if should be discarded safely in the bin.

Alcohol
People with alcohol and drug addictions are required to be able to stay dry/not using for 12 hours – the duration of the Night Shelter. This is part of the referral process and Guests are reminded of this in their pre-shelter interview.
Alcohol dependent Guests will not be allowed to ‘top up’ as has been done sometimes in the past.
If they are experiencing withdrawal symptoms, it should be treated as a medical emergency.
Do the following:
· call 111/999 depending on the severity of the reaction
· ask the Guest whether they have any alcohol in their bag 
· Once the medical emergency is dealt with, it should be made clear to them, and they should be asked to leave the venue.
· If alcohol was in their bag, it is against the rules. A Yellow Card should be given. If they already have a yellow card, the Shift Supervisor can issue a Red Card.
· Log in the Supervisor Briefing notes on the Tablet and the office will pick it up with the Guest the following day.
· On the weekend, please notify the Trustee on Call about the incident and cards issued - 07539 047554.

Dealing with drug effect
Drug use and drug possession on shelter are very rare incidents volunteers have had to manage.
People may take drugs before they come to shelter. Despite it is against the rules they could take something on shelter. In the latter scenario, a guests Guest should be asked to leave the shelter. If a Guest seems high, treat it as a medical matter and follow the process above.
If you can speak to them, encourage the person to sit down and recover. If the person is disruptive at any point, they should be asked to leave and call 999 if necessary. Regardless of the cause of disruption, aggression and so on, the safety of guests and the shelter is the priority.

It is important to call emergency services if in doubt. Remember a person can be assisted in calling 111 for non-emergency, but serious health concerns.

What if drugs are found on the shelter?
Unless, it is prescription medication, drugs are illegal and the police should be informed immediately. 
Call the police on 101 to get advice on disposal. If there is any delay, a volunteer is liable to a charge of possession or supply. 
The guest in possession should be asked to leave with all their bags. If they leave with the drug, police should still be informed about the incident. 
Supervisors should log it in the Supervisor briefing notes.
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