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Philosophy of Southern Baptist Disaster Relief
The motivation behind Southern Baptist Disaster Relief efforts is summed up in the phrase: “A cup of cold water in Jesus’ name.”  We are following the example of Jesus of Nazareth when He fed the 5,000 and the 4,000, His teachings in the parable of the Good Samaritan and Matthew 25:32-46, as well as other instances of His teaching and healing.  NAMB disaster relief is Christian love in action, meeting urgent needs of hurting humanity in crisis situations. It is meeting those needs with loving care and timely response as James 2:15-16 instructs us to do. There is neither hidden agenda nor ulterior motive.

Jesus often used teaching sessions to heal, or healing to teach. He once ended a teaching session by feeding 5,000 listeners. When He sent out the 12 disciples, He instructed them to teach and heal, giving first priority to teaching. However, when He sent forth the 70, He reversed the order: healing and teaching. In His wisdom, our Lord knew when to use one ministry to accomplish the purposes of another and vice versa. Our SBC disaster relief logo incorporates both kinds of ministry exemplified by Christ:


The arch of the Southern Baptist Convention is our world-wide link.

· The wheat is a symbol of physical help.

· The fish is a symbol of spiritual help.

In the booklet, Involving Baptist Men in Disaster Relief, Laddie Adams of Oklahoma wrote, "There seems to be no area of mission action that requires more rapid response than during a time of disaster. The disaster comes unexpectedly and with it the opportunity for immediate ministry. If you are unprepared when it strikes and delay action, the opportunity passes with the urgent need."

The purpose and philosophy of Southern Baptist Disaster Relief is to help Southern Baptists act immediately and effectively—as Jesus did—to help people. When people are hurting because of a disaster, we respond with love and with healing.  
Motive for SBC Disaster Relief 
It is our belief that we are under Scriptural and moral obligation to all mankind to provide a positive witness of the love of Jesus Christ and to demonstrate that love in the relief of victims of disasters through the efficient and immediate use of the resources, time and talents entrusted to us by our Lord Jesus Christ. Through the development of a cooperative team effort, needs may be met effectively and efficiently for the glory of our Lord.

Disasters affect many people. Christians naturally respond to the hurts of those around them and feel an obligation to minister in the name of Jesus Christ. Christians working together can accomplish much for the glory of God.

Individual efforts may be helpful but are often counterproductive. That which one person does can be undone by another. Both mean well but may be misdirected. Each person has an understanding of his or her objectives without an overall vision for the benefit of all. A coordinated, cooperative team effort can harness the desires and energy of individuals into a productive, effective, and efficient force for Christ. The disaster response team can provide direction for the potential energy of individual Christians and churches desiring to be of service in times of disaster.

Through planning, training, and practicing, disaster response teams can be positioned to provide leadership and expertise required in times of disaster.

    — From South Carolina Baptist Convention Associational Disaster Relief Plan manual.

Disaster Relief Is Mission Action

Mission action is the organized effort of a church or association to minister and witness to people of special needs or circumstances who are not part of the congregation or any of its organizations.

Mission action is taking Christian love into all situations and places of need.

Mission action is the work of dedicated Christians who expand their circle of concern and become involved in meeting the crucial needs of people in the name of Christ.

Mission action is love in action. Christ, by His example, set the pattern for us to follow.  He told us that our mission to share His love was to be done through the servant role (Mark 10:43-45).

The servant role takes an important place when we respond to a disaster. It is there that we personally become involved in meeting the needs of hurting people. We are able to share some of our blessings by ministering to the needs of whoever comes our way. We are living out the message of 1 John 3:17-18. We become not just a people who talk of missions, but people who put our words into deeds. We become a people who “serve Christ in the crisis.”

Disaster relief has become one of the most exciting ministries that churches and associations can be a part. Responding in a quick, positive way requires planning, organizing, and in-depth training.

Miscellaneous BGCO Disaster Relief Policies

There will be a $5 charge for new team members to attend training sessions.  Those already on the team will not be charged for training.

Only trained personnel will go out on a response.  Individuals will be responsible for their own meals en route to disaster response.
Apparel - Only trained personnel have the privilege of wearing or purchasing apparel with the SBC Disaster Relief logo.  Wearing the Disaster Relief logo is addressed in the Training Manual.
A cap will be given to an individual upon completion of training.  Team members may choose nylon mesh or solid cotton caps.  Caps may not be given to anyone who has not completed the training.  Additional caps may be purchased by trained individuals
A t-shirt will be given to individuals when they go out on their FIRST response.  Only one free

T-shirt per person.  T-shirts may be purchased by trained individuals.

A jacket will be given to individuals after they have responded to 3 official state call-outs.  Jackets may be purchased by trained individuals.

Uniform pants and shirt will be given to individuals after they have responded to 5 official state call-outs.  Uniforms may be purchased by trained individuals.

Requests for any apparel awarded for service will be submitted to the Volunteer Missions secretary by the appropriate State Blue Cap, not individuals.  It is the responsibility of the Blue Cap to determine that the apparel has been earned.

Current apparel costs:


Mesh caps, solid caps, visors - $5


T-shirt - $10


Gold button shirt - $30


Jacket - $45


Blue Uniform (Pants & shirt) - $50

Apron - $10
Travel/accident insurance:  Each volunteer is responsible to secure his or her own medical insurance.  The BGCO insures each volunteer with a limited supplemental, secondary travel/accident policy.  This is not intended to take the place of major medical coverage.  It will cover some deductibles and excess out-of-pocket expenses after your personal insurance had paid.

Info to be submitted by the Blue Cap to the BGCO Partnership & Volunteer Missions office ASAP:

When a group leaves on a response, email (mstephens@bgco.org) or fax (405/516-4941) a list of the volunteers, their birthdates and their beneficiaries for insurance purposes.  A beginning and ending date must be specified. (Please do not give this info by phone.)  Insurance is not in effect until this information is received by the office and faxed to the insurance company.  

When the group concludes their response, send a report with the location of the response, dates, number of volunteers, number of meals fed, number of children cared for, number of homes cleared of debris, etc.
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Oklahoma Baptist Disaster Relief Response

Insurance Information

We cannot secure insurance without this information

     Destination: _________________________
Nature of work: _______________

     Date of departure from home: ____________
Date of return: __________
Team Leader: _____________________
 Cell phone: _________________
	Name – list all team members

including team leader
	Date of Birth
	Beneficiary

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Fax to Mary Stephens at 405/516-4941 or email to mstephens@bgco.org.

In order to be covered by insurance as you travel, send information before you leave.
Jan 2009
Oklahoma Baptist Disaster Relief
Travel Reimbursement Policy

Receipts for all items must be attached to Expense Reimbursement Request.  Reimbursement will be made for fuel rather than mileage.  Please fill up vehicle with fuel at your expense before you leave.  Then keep and turn in receipts for fuel purchased, including the fill up when you reach home.
Fuel will be reimbursed for these situations:


When BGCO asks an association to take their associational Disaster Relief 



unit to a BGCO state event (for the vehicle bringing unit)


For those leading assessment teams outside Oklahoma at the request of the BGCO


For those leading training sessions outside their association at the request 




of the BGCO


For those the BGCO asks to pull a BGCO unit with a personal vehicle to an in-state response


For those the BGCO asks to take a personal vehicle to an out-of-state response

Disaster Relief volunteers are responsible for their own travel expenses for these situations:


For those leading training sessions in their own association


For those attending blue cap or other training in Oklahoma


For those called out to serve in a disaster response in Oklahoma


For those attending or serving at a non-Disaster Relief event (i. e. men’s or women’s 



retreat, food show, etc.)

Revised 1/7/09
EXPENSE REIMBURSEMENT REQUEST

Disaster Relief Travel

Receipts for all items must be attached.  We reimburse for fuel rather than mileage.  Please fill up vehicle with fuel at your expense before you leave.  Then keep receipts for fuel purchased including the fill up when you reach home.
PARTNERSHIP AND VOLUNTEER MISSIONS OFFICE
BAPTIST GENERAL CONVENTION OF OKLAHOMA

FAX 405/516-4941
3800 N. May Avenue

Oklahoma City, OK 73112

Date:  ___________________________

Event: _______________________________________________________________

NAME (Please print):  ___________________________________________________

MAILING ADDRESS: ___________________________________________________
CITY: 
_____________________________________
 ZIP CODE:  _______________


EXPENSES



FUEL









$ __________




FOOD









$ __________




MOTEL








$ __________




TOLLS








$ __________




OTHER








$ __________

                




         TOTAL 


$__________

SIGNED 
____________________________________________________________

Jan 2009
General Guidelines

Volunteers who complete the required minimal training requirements have earned the right to carry or wear an official SBC disaster relief name tag/identification card and to purchase, own, and wear apparel and other items bearing the SBC disaster relief logo. Basic colors for apparel and equipment are blue and yellow/gold.

Logo

The official SBC logo described in the section on philosophy is copyright property of the North American Mission Board and has been approved for use by state disaster relief directors for their disaster relief efforts. To ensure consistency among cooperating Baptist state conventions, the following guidelines have been agreed upon.

Time and Place

Volunteers are urged to wear disaster relief apparel proudly but only during disaster relief response or official disaster relief functions, such as training, promotion, and conferences that relate to disaster relief. All persons in possession of any apparel described in this manual are reminded not to wear them to other functions, such as conventions, grocery store, picnics, ball games, nor to church services unless specifically to promote disaster relief.

Minimal Training Requirements

Minimum general training requirements for a person to wear any official apparel as a recognized SBC disaster relief volunteer.

Basic Training Requirements 

1.
Involving Southern Baptists in Disaster Relief 

2.
State required training to include:
 
a.
Explanation of restrictions on wearing uniforms and the SBC logo

b. 
Explanation of titles and chain of command

c. 
Written signed agreement with state disaster relief director

d. Relationships with SBC agencies, American Red Cross, Salvation Army, governmental agencies and non-government organizations.
Furthermore, all workers, including walk-ons, must wear clothing that does not reflect negatively on the Christian witness, such as T-shirts with liquor or tobacco ads and immoral slogans.  Shirts or blouses should cover shoulders and uppers arms, no bare midriffs, shorts at least mid-thigh.

Basic Uniform

The basic uniform for SBC disaster relief recognized volunteers consists of two items, which bear the official SBC disaster relief logo:

(1) photo identification badge

(2) baseball-type yellow/gold with logo cap 

The full uniform consists of badge, cap, and official shirt. Jacket and pants are optional. These items may bear the name of the participating state, but it is not required.

Colors—Basic colors for disaster relief uniforms are blue and yellow/gold.

Caps—The following cap colors and styles are approved for wear at disaster sites:


a.
Yellow (baseball style with logo)—volunteers with minimum required training


b.
Blue—unit director


c.
White—national and state disaster relief directors; on-site and off-site directors


d.
Yellow painters’ cap with “Disaster Relief” but no logo—volunteers without minimum 



 required training assigned by national or state disaster directors, walk-ons or temporary  

             workers for specific or short-term tasks

Windbreakers—Yellow/gold jackets with large logo and state name (optional) on back; small logo and state (optional) on left breast; name tag on left breast under logo or photo ID clipped to collar.

Coveralls—In order for states to maintain individual identity, blue coveralls are an optional acceptable uniform—


a.
Disaster relief patch and state on left shoulder


b.
Small logo and state on left breast


c.
Name tag on left breast under logo or photo ID clipped to collar


(States opting for coveralls usually require uniformity in style, color, and accessories.)

Shirts or blouses—Blue or yellow shirts with collars or yellow T-shirts are acceptable, with logos and state names positioned same as windbreakers or coveralls. Collared shirts may be buttoned down the front or golf/polo style, long or short sleeved.

Pants—Jeans, slacks, or shorts are acceptable. Use caution in selecting optional apparel concerning comfort, safety, and exposure to sun, cold, dampness, et cetera.

Stages of Alert System

1. Alert—The first stage of response at any level—national, state, or personal—is ALERT. There is potential response. Can you go? If so, start making plans. If no immediate response is needed, this stage is updated about every 12 hours.

2. Standby—The second stage of response for disaster relief is STANDBY. There is probable need for response. This stage calls for volunteers to go as soon as called and to get all personnel and equipment ready to go. If there is some delay, this stage is updated every six hours. If the unit and team cannot go within 24 hours, they will revert to alert or be taken off the potential response plans.

3. Go/No-go—The third stage of response designates GO/NO-GO.


“GO” means that response is definite and that the unit will move in six hours or less. Vital information is given or will be coming.  If the decision is “NO-GO,” status may revert to standby or alert or be taken off the response plans entirely.


S—Situation: Specific circumstances at the location.


E—Environment: Location and how to get there or to the staging area.


M—Mission: Specific assignment of services.


A—Administration: Contact person, who to report to.


C—Communication: Report to disaster relief director every six hours while en route.

What happens next is briefly summarized below:

The state director activates the state team (driver, unit and on-site directors, cooks, and all other volunteers) giving essential details and determining the number and length of shifts.

A designated phone caller begins contacting other people to go as relief teams at intervals determined by the circumstances, usually four days to a week.

Federal Emergency Management Agency, American Red Cross, Salvation Army and NAMB Disaster Relief will coordinate location and length of service.

4. Closing—The final stage of response is CLOSING. The mobile unit is no longer needed at that location. It may be reassigned to another location or allowed to return home. (The decision to close or terminate will be made in collaboration with the affected state disaster relief director, the national director, the American Red Cross job director, or the Salvation Army director.)  Normally a 72-hour notice will be given.
Other Terms Relating to Stages of Alert:

1. Activating—making the response system active, making the unit or team capable of reacting.

2. Staging—moving a unit to the rendezvous site, getting it ready, making travel plans to the disaster area, and reaching a designated site, either for assignment or setup for serving.

3. Placement—assigning a unit or team to a specific disaster site.

4. Call-Out—putting approved volunteers on alert, activating a disaster relief team or unit, and enlisting relief teams.

Chain of Communication
The chain of communication in interstate or multi-state disaster relief response among Southern Baptists reflects the breadth of the region over which a director or coordinator has responsibility. Every attempt is made to protect the autonomy of each level of Southern Baptist polity, while structuring the most efficient organization possible.

At the SBC level, the roles have been identified as summarized in Section III of the DROP Manual, Interstate Relationships.

The chain of communication is configured as follows:

American Red Cross

SBC National Disaster Relief Director

State Disaster Relief Director
In most state conventions, planning and preparation for disaster relief has been assigned to the state Men’s Ministry/Brotherhood director. The following is an example of the chain of communication for state disaster feeding plans:


Yellow Cap Volunteers
*Childcare unit directors serve at the same level as unit directors.

Job Descriptions

For disaster relief directors, coordinators, and others who help make relief efforts effective.
National Disaster Relief Director: Person designated by NAMB to direct the disaster response efforts and to develop and implement disaster relief response at the request of an affected state. If requested to do so by an affected state, the national coordinator may coordinate the total SBC disaster relief response in that state (or convention) or enlist a qualified person to do so. 

National On-Site Coordinator: The person designated by the national disaster relief director to coordinate the overall daily operations in a multi-state response. He or she will assist the state disaster relief director, as needed, to carry out the state disaster relief plan. 

National Off-Site Communications Coordinator: Person coordinating total communication effort during disaster response using telephone and Ham radio. Responsibilities include maintaining daily contact with national director and national off-site coordinator, providing a daily update to state conventions and other SBC entities, coordination of Baptist and secular press releases, and servicing Baptist/secular press requests.

State Disaster Relief Director: The person designated by the state convention to develop and implement disaster response for that convention. In the event of a severe disaster, the affected state disaster relief director will direct the total SBC disaster response in that state (or convention).

State On-Site Coordinator: Person designated to coordinate the overall daily operations of a state disaster relief team or mobile unit.

Area On-Site Coordinator: Person designated to assist the state disaster relief director to coordinate operation and fill needs of a manageable number of disaster relief units during a large-scale disaster relief response; assists out-of-state teams and units in arriving and setting up at the feeding site, establishing supply and communication lines, relating to local Baptists or others in the community, serving as liaison as needed and appropriate.

State Off-Site Coordinator: Person serving outside the disaster area who is designated to coordinate preparation and provide logistics in the home state to keep the disaster relief team or mobile unit operating at full efficiency.

Unit Director: Person designated to direct the daily operation of the disaster relief feeding unit, childcare facility, clean-up crew, and other things.

Lead Workers: Individuals designated to direct one phase of on-site disaster relief for a period of time, such as one week. Lead workers with specific roles might be:

1. food preparation (chief cook)

2. serving line 

3. sanitation

4. supplies and inventory

5. first aid

6. clean-up and salvage 
7. security

8. crisis counseling

9. driver/unit maintenance

10. childcare

11. chain saw crew

12. repairs and reconstruction

13. communications and/or public relations

14. others as needed

Call-Out or Notification Coordinator: Individuals designated to contact volunteers to enlist a disaster response team. See “Call-out Procedures” in this section.

Recognized Volunteer: Volunteer member of a disaster relief team who has completed minimum required training within the past three years.

Volunteer Coordinator: Person assigned to each work location to coordinate volunteer response at the work site and in the surrounding community.

Others Disaster Relief Workers
The focus of Southern Baptist disaster relief response is built around the feeding units. Directors coordinate the total effort toward getting the job done: enlisting a team, setting up equipment, preparing food, serving food, sanitation, maintenance, deliveries, on-site inventory and storage, and so on. 

However, many Baptist volunteers are involved before, during, and after the disaster, away from the mobile feeding unit, and there are some who may never go on a disaster relief trip. But they are often essential to the feeding operation; they may be doing something else just as important to help disaster victims.

Workers Involved in Mobile Feeding Unit Operation

	1.
	Callers
	
	9.
	Drivers

	2.
	Cooks
	
	10.
	Transportation

	3.
	Line Servers
	
	11.
	Supply

	4.
	Inventory
	
	12.
	Delivery

	5.
	Sanitation
	
	13.
	Storage

	6.
	Waste Disposal
	
	14.
	Crisis Counseling/Witnessing

	7.
	Maintenance/mechanics
	
	15.
	Water Purification

	8.
	Communication
	
	16.
	Bulk Food Distribution


Workers Involved in Disaster Relief Operations Other than the Feeding Unit

	1.
	Trainers
	
	8.
	Mud-out

	2.
	Child Care
	
	9.
	Reconstruction

	3.
	Shelter
	
	10.
	Food Banks

	4.
	Salvage
	
	11.
	Clothing distribution

	5.
	Repairs
	
	12.
	Donations

	6.
	Clean-up
	
	13.
	Interpreters

	7.
	Showers
	
	14.
	Assessment


Team leaders: Some states designate persons to coordinate one phase of the on-site operation for a period of time, such as one week. These persons usually have knowledge or skills related to that phase of the ongoing operation and carry out the plans of the unit director. Their decisions and actions are based on information or requests from the unit director.

A.
Food preparation (chief cook)
· Confers with unit director about serving plans or problems.

· Informs unit director of plans and needs for food preparation.

· Decides menus.

· Instructs assistant cooks.

· Supervises cooking

· Prepares and organizes cooking area for efficient food preparation.

· Maintains cleanliness and safety at and near the cooking area.

· Secures cooking supplies from storage (oil, seasoning, etc.).

· Secures food stocks from supply coordinator.

· Supplies food to the serving line or for delivery as needed.

· Delivers utensils and equipment to sanitation crew for sterilization.

· Cleans cooking area at end of day; stores and secures equipment and supplies.

B.
Serving line team leader
· Confers with unit director about serving plans or problems.

· Prepares and organizes serving area for efficient food service.

· Maintains cleanliness and safety at and near the serving line.

· Informs cooks when food and drink are needed.

· Secures serving supplies from storage (plates, napkins, etc.).

· Secures pre-prepared or packaged foods from supply coordinator.

· Instructs and assigns assistants.

· Maintains tally of persons served on serving line.

· Delivers containers, utensils, and equipment to sanitation crew for sterilization.

· Supervises the cleaning of the serving area at end of day; stores and secures equipment and supplies.

C. 
Sanitation team leader

· Confers with unit director about sanitation plans or problems.

· Prepares and organizes area for efficient sanitation practices.

· Maintains cleanliness and safety at and near the sanitation area.

· Secures sanitation supplies from storage (soap, chemicals, etc.).

· Instructs assistants in sanitation area.

· Supervises washing and sterilizing utensils and containers.

· Stores sanitized items to prevent contamination.

· Supervises cleaning of sanitation area at end of day; stores and secures equipment and supplies.
D.
Stock and warehouse team leader

· Confers with unit director about supplies and storage.

· Prepares and organizes storage areas for efficient service.

· Instructs assistants.

· Maintains cleanliness and safety at and near the storage areas.

· Informs unit director when food, drink, and supplies are needed.

· Takes an inventory of all supplies and keeps a log of supplies received and distributed.

· Provides bulk food or surplus items for distribution at bulk distribution area.

· Delivers equipment to sanitation crew for cleaning.

· Cleans storage areas at end of day; stores and secures equipment and supplies.

E.
Maintenance team leader
· Confers with unit director about maintenance plans or problems.

· Instructs assistants.

· Keeps all electrical and mechanical equipment operating.

· Supervises refuse and garbage disposal.

· Informs unit director immediately of any breakdown or damage to equipment.

· Supervises fueling.

· Prepares and organizes maintenance area for efficient service.

· Maintains cleanliness and safety at and near the maintenance area.

· Cleans maintenance area at end of day; stores and secures equipment and supplies.

F.
Bulk distribution team leader

· Confers with unit director about distribution plans and practices.

· Prepares and organizes distribution area.

· Maintains cleanliness and safety at and near the distribution area.

· Instructs assistants.

· Informs unit director when equipment and supplies are needed.

· Receives and distributes bulk food, clothing, household goods, et cetera.

· Takes an inventory of bulk items, and keeps a log of items received and distributed.

· Delivers equipment to sanitation crew for cleaning.
· Cleans distribution area at end of day; stores and secures equipment and supplies.
Guidelines for Work Areas
· Follow all guidelines for food handling and sanitation.

· Keep walking and standing areas free of standing water.

· Remove health and safety hazards from the work area and where recipients will eat, walk, or gather. Remove perishables and objects that can cause injury to volunteers, recipients, visitors, or deliverers.

· Keep passageways, stairs, and work areas clear of boxes, tools, or other obstructions. Call on storage personnel to remove surplus canned goods, or other food packages. Call on maintenance to remove empty containers and refuse.

· Remove spilled grease, fat, oil, water, or food immediately. Clean area and cover, if still slippery.

· Wear appropriate shoes for the occasion.
· Provide sufficient light in work areas. Shine a flashlight before reaching into dark places.

· Wear gloves and aprons while using sanitation supplies or other chemicals that may affect the skin. Avoid prolonged contact or breathing fumes from cleaning chemicals.

· Bandage cuts, scrapes, or burns immediately. Avoid touching the injury to people (especially children), food or cleaning products.

· To reach high places, use a stepladder. Do not stand on chairs, stools, tables, or  boxes. Follow guidelines for preventing falls.

· Disconnect electrical equipment before cleaning. Do not touch outlets or equipment with wet hands or while standing on wet ground or floor.

· Avoid barehanded contact with ice or frozen food.

· Know proper use of mechanical and electrical appliances before using.
· Replace worn or damaged electrical cords, plugs, connections, and bases as soon as wear or damage is discovered.

· Keep hands and clothing away from moving parts on mechanical and electrical equipment.

· Remove watches, ties, jewelry, apron strings, et cetera that can become entangled or become a hazard around equipment.
· Get adequate rest, stay alert, and watch out for other people’s welfare.

· Make safety and hygiene a priority. Get rest, fluids, and nourishment so you can achieve the full effectiveness of your effort and that of your team.

· Follow all safety requirements for prevention listed on next page.
Guidelines for Personal Hygiene
Do’s: 

1.
Wear clean, washable, outer garments.

2.
Keep hands scrupulously clean. Wash frequently with soap and water and dry with clean towel.

3.
Wash and dry hands carefully after using toilet.

4.
Wash and dry hands carefully after smoking.

5.
Keep fingernails trimmed and free of dirt.

6.
Wear gloves of proper material for the task.

7.
Use forks, tongs, spoons, and ladles in handling and serving food.

8.
Touch food with hands only when absolutely necessary.  (The most common source of contamination is dirty hands.)

Don’t’s:

1.
Handle food if you have signs of disease or illness, cuts, infection, sores, diarrhea.

2.
Handle food if you have a sore throat, cold, or congestion due to allergy.

3.
Sneeze, cough, blow nose, or scratch scalp near food.

4.
Moisten fingers by putting them in your mouth.

5.
Smoke while working around food. (Smoking area should be a minimum of 25 yards from food preparation, serving, or storage. Food handlers should wash and dry hands carefully after smoking. Care should be taken that tobacco in any form(cigarettes, pipes, smokeless, et cetera cannot possibly contaminate food handling.)

6.
Touch sanitized eating utensils that will come in contact with a person’s mouth. (Hold glasses at the bottom, cups by the handle, table service in plastic or napkin wraps.)
Guidelines for Injury Prevention

To Prevent Injury

1.
Do not touch electrical outlets or appliances with wet hands or while standing on a wet surface.

2.   Replace worn or damaged electrical cords, plugs, et cetera.

3.
Learn to operate mechanical and electrical equipment (coffeepots, slicers) before trying on your own.

4.   Always close drawers and cupboards.

5.   Have sufficient light in work areas.

To Prevent Fires

1.
Make sure there are no gas leaks or buildups before lighting a gas stove or other appliance.  All are to be lit by burner maintenance team.
2.
Keep a smother-type ABC fire extinguisher in a convenient place nearby.

3.
Follow safety requirements when refueling is taking place. Extinguish all fires, including pilot lights, before refueling starts. Check connections with liquid soap before relighting gas appliances.
To Prevent Burns

1.
Turn handles away from edge of stove or table to prevent tipping.

2.
Wear gloves or well padded, dry potholders to handle pans and lids. (Never use towels or aprons.)

3.
Wear gloves and/or tongs to remove pans form ovens. Protect arms.

4.
Lift lids from hot pots slowly, furthermost edge first. Let steam escape away from face and arms.

5.
Keep matches in covered cans and provide metal containers for burned matches.

6.
Avoid use of flammable cleaning fluids. Store flammable fluids away from fires.

7.
Extinguish grease fires by clamping a tight lid over flame to starve flame of oxygen. Be sure hands, arms, face, and body are protected. Never use water to put out grease fires.

To Prevent Cuts

1.
Provide a holder and a safe storage place for knives. Do not store knives loosely in drawers with other utensils.

2.
Wash knives by themselves; do not put in dishpan with other utensils.

3.
Use broom and dustpan to pick up broken glass. Wrap well-padded, mark, and place broken glass in a special container for disposal.

4.
Use a can opener that leaves a turned edge on can.

Guidelines for Injury or Illness

1.
Designate a first aid coordinator, if a qualified person is present, such as EMT, RN, or MD or a person who has passed ARC advanced first aid training within the past three years.

2.
Have a standard first aid kit available. Inform workers of its location and require its use.

3.
Inform team leader immediately of injury to self or other. Team leader informs unit director who informs on-site director.

4.
Log all injuries, no matter how slight.

5.
Unit director follows all general policies for personal injury or illness and the following guidelines for emergencies:

a. Injuries and illness requiring professional medical personnel or hospitalization shall be considered major. Notify the unit director immediately.

b. Contact emergency medical services (EMS) to transport injured. Verify information on health card with injured person, if conscious.

c. Obtain all essential information about hospital where injured is taken (address, phone number, admission policies, and helpful details).

d. Designate a capable person, such as the on-site director or first aid coordinator, to accompany the injured to the hospital.

e. Notify person designated by the injured in case of emergency.

Propane Installation and Maintenance
Prior to Disaster Response:

1.
Have tanks installed by a professional dealer.

2.
Propane tanks come with papers from manufacturer or can be obtained. Keep papers on file where they can be referred to as needed.

3.
When connecting or disconnecting lines:







a. When connecting fuel lines begin at appliance and proceed to tank, with all valves closed.

b. When disconnecting appliance, turn off main valve at tank and all check valves back to appliance.  Check and extinguish all flames within safe distance.  Then disconnect from tank to appliance.

4.
Attach decals with warnings and instructions prior to first filling.

5.
Have tanks filled by professional propane dealer or capable representative. Refuel in open area. Only essential persons allowed in area.

6.
Check and double-check all connections immediately at installation and periodically with liquid soap.

7.
When turning tank valve on, check connections with liquid soap and look for bubbles. If any bubbling occurs, close valve immediately or tighten connection until bubbling stops.

8.
Install check valves on lines as back up, where possible.

9.
Know difference between liquid and gas propane; between propane and natural gas: (characteristics, dangers, handling, etc.)
10. Secure valves with covers where possible.

11. Have all hookups and connections to flammable containers inspected periodically by     professional fuel dealers.

12. Inspect tanks for corrosion, damage, and wear. Inspect lines and appliances for wear and damage.

13. Keep fire extinguishers and first aid kit within reach. Burn aid kits are available.

14. Keep nearby for refueling or inspecting tank and connections: pliers, screwdrivers, other related tools, copper wire, flashlight, liquid soap.

15. Read directions before starting.  It saves lives.
Refueling: Propane, Gasoline, and Diesel

Maintenance and/or unit director will:

1.
Use a “call-out warning system” prior to refueling or connecting/disconnecting tanks, lines, or appliances. That is, call loudly that refueling is about to take place. See that the warning is repeated loudly, so that no volunteer or anyone else fails to get the warning.
2.
Have tanks filled by a professional dealer or capable representative. Refuel in open area.  Only essential persons should be in the area.

3. 
Instruct volunteers prior to start of refueling--

a. Extinguish fires, flames, and pilots; remove potential spark sources (electric sources, motors, static electricity).

b. Evacuate away from unit.

c. Do not offer to help, or help when asked.

d. No smoking anywhere in area by anyone.

e. Warn guests and insist upon strict compliance with all of the above.

4. 
Check open flames or other fire or spark sources.

5. 
Close main valve at tank.

6. Note in writing: fuel company and filler's name, date and time, other pertinent details.

7.
After each refill check connections for leaks with liquid soap; if any, keep volunteers and others away until safe.

8. 
Light pilots with small torch (flame that won't blow out).

9. 
Turn appliances on; adjust pilot lights and flames.

10.  Inspect tanks for corrosion, damage, and wear. Inspect lines and appliances for wear/damage.
11.  Keep fire extinguishers and first aid kit within reach. Keep burn-aid kits available.

12.  Keep tools nearby for refueling or inspecting fuel tank and connections: pliers,     screwdrivers, other related tools, copper wire, flashlight, liquid soap.

13.  Log burns or injuries in bound book, including date, time, victim, injury, and specific location, how it happened, treatment and by whom, witnesses, and other pertinent details. ARC first aid course recommended for person treating injury.
14.
Be acquainted with maintenance procedures on previous page.

Guidelines for Washing and Sanitizing Equipment
1. Select a sanitation area with minimum chances of contamination from drainage, unrelated traffic, dust, insects, animals, and birds.

2. Provide proper sanitation equipment and hot water source:

· three-compartment sink.

· tent or awning over sanitation and storage areas

· drainage

3. Select and obtain tools, utensils, and equipment needed for a thorough job of cleaning and sterilizing:

· scrapers

· receptacle for scraps

· spray or other device for pre-rinsing

· wire basket or perforated pail for draining and holding small items

· scalding water or sanitizing solution

· detergent

Procedures for Sanitizing

1. Scrape waste from pots and utensils into waste receptacle; dispose.

2. Pre-rinse to prevent excess particles in wash water.

3. Wash in first compartment of sink.

· Use soapy water, 110-120 F.

· Change water when refuse dictates.

· Detergent or soap is a cleaning agent not a sanitizing agent.

4. Transfer to second compartment.

· Rinse in water, 110-120 F.

· Place small items in wire basket or pail.

· Place container for small items in rinse water.

· Rinse pots, pans, and utensils.

5. Transfer to third compartment.

· Use water at least 180 F or chlorine solution (two teaspoon of household bleach per gallon of water).

· Immerse for two minutes (or one-half minute at 212 F).

· Remove and place on drain board; do not dry with towel.

6. Store sanitized utensils, pots, and equipment in a place where contamination is minimal.

7. Clean sink and other cleaning equipment thoroughly, making sure no food particles are left in containers, brushes, sponges, cloths, et cetera.

8. Clean floor surface of sanitation area with hot soapy water or chlorine solution. Leave no standing water.

Guidelines for Food Safety
Bacteria causes most food-born illnesses. These bacteria are caused by toxins, chemicals, and parasites. A mobile feeding unit must take every caution to prevent bacteria.

1.
Food-born diseases are caused by bacteria attacking the body after induction through food or liquid. Typhoid fever, undulant fever, diphtheria, dysentery, and tuberculosis may be transported in this manner.

2.
Food poisoning is caused by toxins produced by bacteria in the food or by infections caused by the bacteria. Staphylococcal food poison, botulism, and salmonella infections are types of these diseases.

3.
Chemical food poisoning can result from foods exposed to cadmium, antimony, or zinc coatings of food containers.
Sources of contamination

1. Unsanitary food-handling practices and poor human hygiene. The most common source of contamination is dirty hands. Touch food with hands only when absolutely necessary. Keep fingernails trimmed and clean. Wear gloves proper for the task. (See Guidelines for Food Handling.) 

2. Food handlers with infectious diseases, colds, allergies, sore throats, diarrhea, infections from cuts or boils.

3. Cooking and serving containers, equipment, or utensils that have not been thoroughly sanitized or have been contaminated after washing.

4. Parasites in food that is not thoroughly cooked (especially pork, which carries the trichina worm that causes trichinosis).

5. Insects, birds, rodents, and pets, either directly or through food handlers.

6. Flood waters or other outgrowths of natural disasters.

7. Radioactive fall-out.

Guidelines for Food Handling

All persons involved in food preparation, service, or delivery at a mobile feeding unit, child care, or other disaster service which might pass along disease or contamination must be extremely concerned about prevention of food-born illnesses and control of sanitation and hygiene.

1. Use only clean, unspoiled foods that have not been exposed to any contamination. 

2. Use a safe water supply, and use only sanitary water delivery (lines, pipes, hoses, and containers). Use only hoses approved for food handling.

3. Maintain clean preparation facilities, tables, equipment, and utensils.

4. Maintain clean, safe, and protected serving supplies, equipment, utensils, and eating areas.

5. Protect food and water supplies from contamination by airborne particles (dust, pollen, hair, and spores), splashing, flies, vermin, rodents, and drainage.

6. Avoid foods or preparation that are known to be ideal media for bacteria growth: cream fillings or sauces, meat salads and dressings, stuffing or hashes, baked or broiled ham, ground meat, meat pies, salads with mayonnaise (potato salad, etc.).

7. Avoid foods or preparation techniques that require much handling.

8. Refrigerate perishable foods at temperatures below 40 F.

9. Cook at recommended temperatures and process all foods in sanitary work area.

10. Prepare foods as near serving time as possible and keep hot until served (140 F or higher).

11. Protect foods during delivery and serving from unsafe cooling and from contamination.

12. Dispose of refuse and waste in safe, sanitary manner and away from preparation and serving areas.

13. Maintain clean and dry storage areas free from rodents, insects, and other animals or vermin.

14. Maintain clean, safe controlled refrigeration storage.

15. Use containers of a safe material. Never use galvanized cans for cooking or storage, except for packaged dry, staple foods.

16. Cover food and drink containers whether empty, clean, or soiled.

17. Keep food exposure to open air to a minimum and within safe temperature ranges cold foods below 40 F, hot foods above 140 F.  Temperatures between 40 F and 140 F are the ranges in which bacteria thrive and sometimes produce toxins.

18. Practice meticulous personal hygiene and sanitary food handling by workers.

19. All food handlers must wear plastic or rubber gloves whether cooking or on serving line. Replace if they become punctured or soiled.

20. Wash hands often, before and after handling food, perishables, chemicals, cleaning utensils. Use disinfectant soap and dry thoroughly on paper towel or with blower.

21. Strictly follow common sense standards for hygiene in and after using the bathroom.

22. Clean work station frequently. Avoid repeated use of same cleaning cloth. Use disposables.

23. Deal with pests, flies, bees, and mosquitoes as safely as possible. Avoid spraying pesticides in food preparation or serving or childcare areas. 

Salmonella and Food Safety

The following facts about salmonella are reprinted from the U.S. Department of Agriculture bulletin, Food Safety and Inspection Service dated January 1988.

1. All raw foods of animal origin meat, eggs, milk may carry salmonella and other bacteria. What is salmonella?  The salmonella bacterium is a one-celled organism that can’t be seen, touched or tasted. The bacteria are common in the intestinal tracts and waste of livestock, poultry, pets, rats, and other warm-blooded animals.

2. What is salmonellosis?  This is an infection or illness that can occur if live salmonella bacteria enters the body, usually through food. It is the most common bacteria food-born illness. Salmonellosis is usually preventable.

3. How does salmonellosis occur?  Investigations show that: 

Bacteria + Food Safety Mistakes = Illnesstc \l5 "BACTERIA + FOOD SAFETY MISTAKES = ILLNESS
Errors during food shopping, transport, safety, serving, or storage can enable bacteria to grow. If foods are prepared a day or more ahead of time and food handlers make mistakes, the chance of illness can increase. In outbreaks traced to bacteria in meat or poultry, one or more of the following eight food handling mistakes enabled bacteria on raw products to survive and cause illness:

1. Improper cooking





2. Under cooking







3. Inadequate re-heating of cooked and chilled foods



  

4. Improper hot storage of cooked foods

5. Eating raw meat or poultry

6. Infected person touching food

7. Inadequate cleaning of equipment

8. Cross-contamination of cooked foods by raw foods

The key to preventing illness is to destroy the bacteria. The following hints can help do that.

Clean it. Salmonella bacteria can survive in water, soil, and on the kitchen counter, so sanitation can make a big difference, especially in preventing the bacteria from raw products from contaminating other foods.

Cook it. Salmonella does not survive when beef or pork are cooked to an internal temperature of at least 160 F or when poultry is cooked to 185 F. Always cook meat and poultry thoroughly, and be just as careful when micro waving as when using traditional ovens.

Cool it. Refrigeration or freezing does not kill all salmonella or other bacteria, but proper cooling can usually prevent them from multiplying.

Steps for Food Safety
1.
Clean it!


Wash hands frequently with soap and water for at least 20 seconds

· After using the bathroom

· Before starting food preparation

· Before starting work with a new food or a new tool

· When you finish food preparation

· Before serving food


Prevent cross contamination. When raw products contaminate other foods this is called “cross contaminating.”  Never let raw meat or poultry or their juices come in contact with cooked meat or any other food.


Launder cleaning cloths in hot water and bleach. If you use a dishcloth for cleaning kitchen surfaces, switch to a clean one after working with raw meat or poultry. Choose a type that will stand up to laundering in hot water and bleach. Otherwise, use paper towels that can be discarded after use.


Use an acrylic cutting board to cut raw meat or poultry. Clean it thoroughly after each use. Use wood boards for bread or vegetables.


Wash cutting boards, knives, counter, and other implements with detergent and hot water immediately after use with raw meat or poultry.

2.
Cook it!


Use a meat thermometer to check progress. If meat is too thin for a thermometer, follow the recipe and cook until the juices are clear.


Never interrupt cooking. After thawing foods in the microwave, cook them immediately. (It's a half-baked idea that can make you sick.)


If reheating leftovers, cover and reheat thoroughly to 165 F just in case bacteria survived in the food during refrigeration or freezing. Let sauces and gravies reach a rolling boil.

Don’t store cooked meat or poultry in an off or warm oven. Hold the food above 140

degrees  F.

3.
Cool it!


Refrigerate cooked meat or poultry within two hours after cooking.


Keep raw meat and poultry refrigerated until ready to thaw or use. Return raw meat or poultry to refrigeration as soon as possible.


Refrigerate or freeze casseroles in covered shallow pans rather than deep pots. Leave space around containers for cold air to circulate.


Refrigeration or freezing cannot be counted on to kill all salmonella bacteria. It can't fix a mistake such as leaving meat out too long. If in doubt, throw it out!

Inventory of Mobile Unit Upon Arrival and Departure

Feeding Unit State ________________ Other Identification _______________________





Disaster Area ____________________ Unit Location ____________________________




Date Arrived ____________________  Date Closed______________________________

Arrival Information________________________________________________________

Departure Information _____________________________________________________

On-Site Director______________________ On-Site Director______________________

Unit Director_________________________ Unit Director________________________

Instructions: List items by categories: food, food ingredients, feeding supplies (non-edible), paper and plastic. Use more than one sheet, if necessary.

A.  Upon arrival, take a complete inventory of:

1. Food: meat/meat products, vegetables, fruit, desserts, and beverages, grain products (bread, crackers, other), snacks/munchies.

2.
Food supplies: oil, flour, sugar, salt, other food ingredients.

3.
Paper and plastic products used in cooking, serving, sanitation, and personal hygiene; also, foil, plastic wrap, et cetera.

4.
Food preparation items: non-edible, consumable items used in food preparation, serving, sanitation and personal hygiene which will need to be replaced for the next response: soap and detergent, other cleaning supplies, disinfectants (Clorox), scrubbers, cloths, and so forth.

B.  Send copies of inventory upon arrival to:

      1.
Red Cross/Salvation Army mass care officer

      2.
State disaster relief director

      3.
On-site director

      4. 
Keep original with feeding unit

C. Upon closing, complete another inventory on original arrival inventory form. Send

 copies to:

1. Red Cross/Salvation Army mass care officer (original)

2.   State disaster relief director

3.   On-site director

4.   Keep copy with feeding unit

INVENTORY

Feeding Unit State​​​​​​​​​​​​​​​​​​​​​​_____________________Other Identification_______________________

Date Arrived__________________________Date Closed______________________________

Arrival Inventory______________________Departure Inventory_______________________

Item

Size
        Quantity   
       Item
        Size
         Quantity
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Signature of person completing inventory______________________________________

Operating Procedures: North American Mission Board 

of the Southern Baptist Convention 

and the American Red Cross

Statement of Understanding: These procedures support and further detail the Statement of Understanding between the North American Mission Board of the Southern Baptist Convention and the American National Red Cross.

Purpose: The purpose of these procedures is to provide greater detail about the relief operation and financial responsibilities of the Southern Baptist Disaster Relief and the American Red Cross Disaster Services when providing mass feeding cooperatively on disaster operations.

Concept of Operations: Each organization is a separate and independent organization. The two organizations work cooperatively to provide disaster relief. Each organization retains its own identity in providing service and is responsible for its own activities.

As collaborating agencies, the North American Mission Board of the Southern Baptist Convention Disaster Relief feeding units agrees to provide feeding equipment and volunteers; and the Red Cross agrees to provide the food, feeding supplies, and logistical support for such joint operations. During large disasters, Red Cross may also support travel and maintenance. (Travel and Maintenance Costs, Procedure 4)

Preparedness: Both organizations, at all levels (local and state), are encouraged to work together in preparedness efforts to plan for efficient operations. 

Activation: A Southern Baptist feeding unit may self-activate in its own area. Travel and maintenance costs associated with feeding units that self-activated within their own area are the responsibility of the responding feeding unit. 

A Red Cross chapter or state lead chapter for disaster services may activate a Southern Baptist unit within its area. If Red Cross requests activation, the Red Cross chapter or state lead chapter for disaster services must contact the state Baptist convention.

Activation implies supporting the units as described in this document. This includes making appropriate purchases and securing appropriate resources. Standard Red Cross procedures for budgeting, reporting, procurement, and processing invoices must be followed.

When the size of a disaster relief operation has been determined and the relief operation is in place, coordination, support, and financial authorities reside with the appropriate Red Cross disaster relief operation director and function officers.

Disasters with Communication Outages: In the event of a disaster that causes widespread communication outages, feeding units, in consultation with the local Red Cross chapter and state lead chapter for disaster services, may locate an appropriate site and immediately begin feeding. Every attempt should be made to contact the Southern Baptist state disaster relief director and/or 

Southern Baptist national disaster relief director as soon as possible for ongoing coordination. In such instances, the Red Cross, per this Statement of Understanding and Operating Procedures, will reimburse the reasonable and customary costs for fuel, food, and paper goods expended during relief activities.

Procedures:
1.
Responsibilities of the American National Red Cross When Activating the Southern Baptist Disaster Relief Feeding Unit(s)

2.
Responsibilities of the Southern Baptist Disaster Relief Feeding Units When Activated by the American Red Cross
3. Financial Procedures 

4. Travel and Maintenance Costs
5.
Request for Reimbursement 
Procedure 1

Responsibilities of the American National Red Cross

 When Activating the Southern Baptist Disaster Relief Feeding Unit(s)

The primary responsibilities of the Red Cross when working in cooperation with the Southern Baptist disaster relief feeding units (referred to as feeding unit[s]) are to provide supplies and logistical support and to ensure delivery of the prepared meals. 

Red Cross will—

1. Determine the need for feeding units based on disaster needs and local resources. A Red Cross chapter may activate a Southern Baptist disaster relief feeding unit if the feeding unit resides within the chapter's jurisdiction. The American Red Cross will contact the state Baptist convention disaster relief director via the Red Cross state lead chapter for disaster services if additional feeding units need to be activated within a state. The Red Cross state lead chapter must notify the Disaster Operations Center of any state activation. Additionally, the state lead chapter for disaster services will contact disaster services at national headquarters to recruit Southern Baptist feeding units from outside the affected state. If required, American Red Cross national headquarters will activate the resources and start-up orders to support the kitchens with food, supplies, and equipment. Contingency plans will be provided to the Southern Baptist on-site coordinator (White Cap) at that time.

2.
Meet with the Southern Baptist disaster relief on-site coordinator to discuss relief operation communication channels.

3.
Locate a site for the feeding unit in coordination with the Southern Baptist disaster relief on-site coordinator. The site should have sufficient parking for the number of expected emergency response vehicles (ERVs) and related feeding storage containers as well as adequate water, sanitation, and drainage systems. As soon as possible, Red Cross will complete a written inspection of the site and any associated facilities. If found satisfactory, Red Cross will sign an agreement for the facility and authorize its use as a site for the feeding unit during the relief operation. A vehicle location plan will be created for the site to minimize parking lot wear and tear. 

4.
Locate lodging for Southern Baptist disaster relief feeding unit volunteers, if requested, when a Southern Baptist church is not available or has been severely affected by the disaster.

5.
Receive and file an initial inventory of food, paper goods, and all equipment contained in the feeding unit.  

6. Develop menus and a meal schedule with the Southern Baptist disaster relief on-site coordinator. Menus will include culturally sensitive foods and food resources available from the USDA and food banks.

7. 
Establish a supply system for meeting the ongoing needs for food and paper supplies for the feeding unit.

1. Make arrangements for an ongoing supply of water for the feeding units. Options include requesting water tanks and, if no other resources are available, the donation or purchase of bottled water.

9.
Secure storage facilities for feeding units.

10.
Establish accounts and a supply system for fuel, as needed by the feeding units. 

11.
Establish services for garbage disposal, pick-up, and recycling, as needed for the feeding units. Separate procedures may be needed for dry and wet garbage.

12.
Establish a communication system between Red Cross and the feeding units. Southern Baptist feeding units will be included in priorities for communications equipment. Options for communication equipment may include: telephone, fax, cellular telephone, pagers, and radio or base stations depending on size and projected duration of operation. Hard line installation requires Red Cross management approval.

13.
Load cambros on the ERVs.

14.
Distribute and serve the food through the use of ERVs and by other methods.

15.
Clean the cambros after use. Mobile feeding teams have responsibility for cleaning cambros; however, any assistance offered by the Southern Baptist feeding unit will be appreciated.

16. Provide information to the Southern Baptist on-site coordinator about overall plans for the disaster operation, including service delivery sites, beginning and ending dates, modifications of the feeding schedule, reduction in the number of meals, anticipated closing of the mobile feeding routes, etc.

17.
Receive a daily report of number of meals prepared by the feeding unit and compare with number of meals served. Adjust production quantities, schedules, and routes accordingly. Advise the Southern Baptist unit director (Blue Cap) of the number of meals to be prepared for each meal.

18.
Plan with the Southern Baptist disaster relief on-site coordinator for closing the Southern Baptist feeding operation, including the date of the last day of feeding, arrangements for the return of USDA commodities, and disposition of all remaining food. Strive for 72 hours advance closing notice to all parties, including both organizations' management, clients, and workers.

19.
Receive from each feeding unit a closing inventory of food, paper goods, and all equipment remaining on the unit.
20.
Develop a plan for restocking the feeding units based on conversations with the feeding unit's leadership and the Southern Baptist national disaster relief director. (Financial Procedures, Procedure 3)

21.Process requests for reimbursement of Southern Baptist disaster relief unit expenses (usually reimbursement of food; paper goods; and fuel [propane, diesel, kerosene, and gasoline]) and submit bills to disaster accounting for payment.

22.
Include the summary report of the Southern Baptist feeding operation with accomplishments and recommendations from the Southern Baptist disaster relief director with the mass care officer’s narrative. Share the report, as appropriate.

23.
Ensure Southern Baptist feeding unit staff receives recognition for the services provided.

Procedure 2

Responsibilities of the Southern Baptist Disaster Relief Feeding Units When Activated by the American Red Cross
Overview: The Southern Baptist Convention is responsible for the development and management of their mobile feeding kitchens (feeding unit[s]), including staff and physical assets such as the feeding unit vehicle(s), equipment, food, fuel systems, and the operation of the unit. 

The Southern Baptist Convention will—

1.
Recruit, select, and train Southern Baptist disaster relief teams.

2.
Provide to Red Cross the names of those activated and when and where they will be arriving.

3.
Deploy Southern Baptist disaster relief feeding units stocked with a one-day food supply. Feeding units that do not warehouse food will have an agreement with a local vendor to supply a standing order of food at the time of deployment. The American Red Cross logistics procurement office will coordinate purchases from the local vendor and will request that the vendor direct bill the American Red Cross. If the American Red Cross does not have a national contract with the local vendor, the food will be purchased on the Southern Baptist account and a copy of the bill will be given to the American Red Cross site supervisor upon arrival at the disaster operation. The site supervisor will remit the bill to the logistics-purchasing officer. 

4.
Stock sufficient sanitation and washing equipment until local arrangements can be made by the Red Cross. 

5.
Travel to the affected site. (Travel and Maintenance Costs, Procedure 4) 

6.
Rent a truck from a local vendor to transport food, if required. The American Red Cross logistics procurement office must approve local vendor truck rentals and will request that the vendor direct bill the American Red Cross. Upon the unit's arrival on the job, a copy of the contract for the rental truck will be given to the site supervisor or the logistics officer who is tracking rental vehicles.

7.
Locate lodging for Southern Baptist disaster relief staff in a Southern Baptist church. If a Southern Baptist church is not available or has been severely affected by the disaster, Red Cross will assist in locating lodging for the Southern Baptist feeding unit volunteers.

8.
Meet the Red Cross mass care and logistics officers and the primary contact(s) for the Southern Baptist disaster relief unit. Jointly determine:



a.
Location for the Southern Baptist disaster relief unit, which ensures sufficient parking for, expected number of ERVs plus storage containers, and adequate water, sanitation, and drainage systems.

b.
Plan of action.

9.
Secure local vendors for materials needed to operate the feeding unit, in the event an American Red Cross logistics officer is not available or a site supervisor has not been assigned to the site. These accounts will be opened under the Southern Baptist organization's name. These vendors may include food, garbage pickup, portable bathrooms, fuels, additional storage, and material handling equipment. Upon the arrival of the American Red Cross site supervisor, all vendor names and account information will be passed to the site supervisors who shall transfer accounts to the American Red Cross' name and authority. (Financial Procedures, Procedure 3)

10.
Provide to the Red Cross mass care officer an initial inventory of food, paper goods, and equipment arriving with the feeding unit. 

11.
Determine with Red Cross mass care staff the: 


(
Menus


(
Meal quantities.

  
(
Schedule for feeding, including when food will be ready for pick-up by ERVs or served in a fixed feeding site

12.
Prepare meals according to the menu, quantity and schedule as determined.

13.
Fill food cambros for pick-up by Red Cross vehicles.

14.
Serve food to clients at site, if requested. Such actions would also make the site a fixed feeding site. Planning for this may require additional staff, either from Southern Baptist, Red Cross or the local community. 
15.
Clean the kitchen. Cleaning cambros is a responsibility of the Red Cross (ERV) teams, but any assistance from the Southern Baptists feeding units is appreciated.

16.
Provide a daily report of the number of meals prepared for each meal and the approximate quantity returned by ERVs on each feeding route and from fixed feeding sites.

17.
Keep a daily inventory of all on-site food and supplies.

18.
Coordinate closing and departure plans of the feeding unit with the Red Cross mass care officer in advance of departure.

19.
Provide a departing inventory of food and paper goods on the unit.

20.
Restock the feeding unit, as appropriate, at the end of the disaster relief operation. Based on conversations with the feeding unit's leadership and the Southern Baptist national disaster 


relief director, the mass care function lead at national headquarters will determine an appropriate restocking method. (Financial Procedures, Procedure 3) 

21. Provide Southern Baptist replacement staff as needed. The Southern Baptist national on-site coordinator will coordinate staffing requests for replacement staff for Southern Baptist feeding units. If any costs are to be charged to the Red Cross, disaster services at national headquarters must approve them in writing in advance. 

22. Submit requests for reimbursement to the American Red Cross prior to departure from the relief operation for expenses that have already occurred. Requests for reimbursement that cannot be submitted prior to departure are to be submitted to American Red Cross at an address determined before the unit leaves the operation.

23.
Submit a summary report to the mass care officer about services provided, accomplishments, and recommendations. Send one copy to the national Southern Baptist disaster relief director.

Procedure 3

Financial Guidelines
The agreement between the North American Mission Board Southern Baptist Disaster Relief and the American Red Cross is a cooperative agreement in which each organization contributes to the disaster response effort. This includes sharing the costs incurred.

The following financial procedures are in effect when the Southern Baptist disaster relief feeding unit(s) provide feeding at the request of the Red Cross. When Red Cross assumes responsibility for the cost, Red Cross will open the account(s) and pay the vendor(s) directly. 

Authority to Approve Air Travel and Exceptions. The authority to approve air travel and exceptions to these procedures resides with disaster services at national headquarters. All approvals will be communicated in writing to the Southern Baptist national disaster relief director. In order to qualify for travel, Southern Baptist staff must have an American Red Cross Voluntary Agency Registration form on file at American Red Cross Disaster Services national headquarters. 

Financial Responsibility for Accounts. After taking into account #9, Responsibilities of the Southern Baptist Disaster Relief Feeding Units When Activated by the American Red Cross, Procedure 2, from then on each organization assumes financial responsibility for merchant accounts opened under the name of their organization. Thus, the Red Cross must open accounts that are to be paid for by the Red Cross. If the Southern Baptist disaster relief coordinator (white cap) determines it is necessary to open an account, he should do so with the expectation that Southern Baptist Disaster Relief will pay the account. If it is appropriate to request reimbursement from Red Cross, information about the account and a request for reimbursement with documented support should be made from Southern Baptist Disaster Relief to Red Cross Disaster Services as soon as possible. Red Cross may agree to assume responsibility for such accounts. (Request for Reimbursement, Procedure 5) 

Food, Feeding Supplies, and Paper Goods. Red Cross will pay for food, feeding supplies and paper goods used by Southern Baptist disaster relief feeding units in support of Red Cross operations. 

Feeding Support Systems. There are a number of systems that may be needed to support a feeding operation. The Red Cross will cover expenses for these items. The items will be acquired or arranged for by the logistics function at the request of the mass care officer. Examples of items that may be provided include, but are not limited to:

1.
Fuel such as gasoline, propane, kerosene, and diesel. These products will be provided on a regular service delivery basis. Logistics will need to know product amount and specifications for each type of fuel.

2.
Garbage pickup. Garbage service will include dumpster placement, wet and/or dry garbage pick-up, and recycling options.

3.
Storage containers. This may include the rental or maintenance of containers, roller/ conveyors and steps. Containers needed may include dry trailer, refrigerator, and freezer trailers. Freezer trailers will be provided fuel on an ongoing basis.

4.
Communication. The Red Cross will provide the feeding unit with a system to communicate with the headquarters established for the Red Cross disaster relief operation. The system may include telephone, fax or radio.

5.
Portable bathrooms. Portable facilities and solid waste removal service will be provided if no facilities are nearby.

6. 
Feeding site facility inspections. Site inspections will be conducted at both the opening and closing of the facility.

7.
Material handling equipment. Fork lifts, rollers/conveyors, pallet jacks, steps, etc. will be provided, as needed.

8.
Hot/cold pressure washers.

Restocking Food Items After a Disaster Operation. The Southern Baptist disaster relief feeding unit is asked to provide an inventory of food and supplies to the Red Cross mass care officer at the beginning and ending of a disaster relief operation. The Red Cross will pay for the food and feeding supplies to restock the feeding unit. Based on conversations with the feeding unit's leadership and the Southern Baptist national disaster relief director, the mass care function lead at national headquarters will determine an appropriate restocking method. 

1. Feeding units that warehouse food will be restocked from the disaster relief operation warehouse 's excess food (preferred method).

2. Feeding units that do not warehouse food will not be restocked. Food will be ordered from a local vendor prior to their next deployment.

3. Feeding units that warehouse food will be restocked from a local vendor within two weeks after returning home (least preferred method).

Procedure 5
Request for Reimbursement

Requests for reimbursement may only be made for appropriate expenses as identified in Financial Procedures, Procedure 3. If reimbursement by Red Cross is expected, prior approval for the expenditures must be obtained. All receipts must be attached to the bill. Red Cross reimbursement will be made to the named Southern Baptist organization, not to an individual. The Southern Baptist disaster relief organization may reimburse individuals. 

A request for reimbursement must be submitted on Southern Baptist organizational letterhead and include the following information:

· Name of Southern Baptist organization that should appear as payee on the check 

· Mailing address 

· Contact name and telephone number 

· List of items and costs to be reimbursed.  (Expenditures must be itemized. The original receipts must be taped to an 8 x 11" sheet of white paper) 

· Total due 

· Dates and location of disaster relief operation

· Departure city, state, dates of travel and destination

· Dates and location of disaster relief operation 

· Red Cross Disaster Relief number, if possible

The original request and all receipts must be sent to the Red Cross mass care officer or designee for reimbursement. A copy should be maintained by the Southern Baptist organization submitting the request.

To submit requests for reimbursements after the closing of the disaster relief operation, obtain the name and address of person who will be processing late bills. Questions concerning these procedures may be directed to:

Mass Care Associate (703) 206-8612

Logistics Associate   (703) 206-8618

Voluntary Agency Liaison Associate (703) 206-8565

American Red Cross Disaster Services

8111 Gatehouse Road
Second Floor

Falls Church, VA 22042

Volunteer Agreement with
Oklahoma State Disaster Relief Director

As a volunteer member of the Oklahoma Baptist state disaster relief team, I agree that, as my availability and ability allow, I am expected to:

1. Complete the required training, and renew required training a minimum of every three years; take optional training which will increase my usefulness as a team member.

2. Keep the Volunteer Missions office and my blue cap advised of changes in my personal (1) address and phone number, (2) availability status, (3) skills and abilities.

3. Take responsibility for my spiritual and mental preparation as a disaster relief volunteer, as well as my work skills needed at the disaster site.

4. Represent my Lord and Savior, church, fellow Christians and team as Christ would want in my attitude, behavior, speech, dress and work.

5. Wear official disaster relief apparel and display the SBC disaster relief logo only as prescribed and only while engaging in a disaster relief event.

6. Protect my health and safety as a team member and the health and safety of victims, co-workers and all other persons while en-route to or from and while at the disaster site; inform on-site team leaders of any physical limitations to be considered in my work assignments.

7. Inform my team leader of my availability for a disaster response.

8. Take initiative in order to improve my usefulness; increase my availability by making adjustments in my other responsibilities in order to serve as a disaster relief volunteer.

9. Pay my own expenses, arrange my own transportation and bring clothing, bedding and personal items I’ll need at the disaster site.

10. Assist with unit preparation, training events and non-emergency use of the unit, as my availability and ability allow.

11. Sign a release and indemnity document, if requested.

Therefore I, ___________________________________, volunteer to do my best to help carry out the purposes of Southern Baptist Convention disaster relief in the manner stated above.

Date ____________________
Signature _______________________________________


Church Preparation
Introduction

Local churches are in a unique position to respond to individual needs in ways that no other organization or group can.  Churches can demonstrate the love of Christ as they meet the needs of victims in the time of disaster. Even spontaneous reaction to a disaster in or near the church community can be helpful, if coordinated with disaster relief agencies directing response efforts.

Preliminary Planning

The purpose of this section is to assist churches in making plans for a disaster relief ministry. The lists that follow can guide church planners to think of other ways their facilities might be used. 

A. If the church building is in or near the disaster area and usable in any way, the church has a variety of opportunities. It can offer the use of facilities in one or more ways:

1. Feeding center, or self-contained (using church kitchen)

2. Site for a mobile feeding unit

3. Sandwich preparation or distribution site

4. DAC center or service center (Red Cross, etc.)

5. Distribution center for clothing, bulk food items, information

6. Staging area for volunteers or work units

7. Shelter

8. Child-care center

9. Communication center

10. Information center for other organizations
Use of church members:

1. Provide volunteers for any of the above services, whether in the church’s facilities or not.

2. Provide transportation(persons or goods.

3. Assist with cleanup and repair.

4. Provide counseling and special assistance for special needs.

B. If the church is not in the destruction zone, its opportunities will be different from those in the affected area.

Use of Facilities
1. Gathering point for clothing, food, building materials, et cetera, contributed by the community

2. Orientation center for untrained persons who have volunteered to help in the disaster area

3. Shelter for volunteer workers from distant places

4.   Staging area for mobile units en route to the disaster site
5.   Communications or command center

Preliminary SurveyPreliminary Survey
Church’s Potential for Disaster Response

Place a check mark next to any of the following that may be used if a disaster strikes in or near your community.

A.    Church facilities

         _____fellowship hall    
 
   _____classrooms    

          _____nursery

         _____dining room        

   _____rest rooms      

          _____kitchen 

         _____showers


   _____gymnasium    

          _____vacant building

         _____storage building   

   _____clothes bank

          _____food bank

         _____outside electric hookup       _____outside water hookup

B.    Equipment 

         _____submersible pump 
   _____generator     
                        _____air compressor

         _____high velocity pump
   _____oxygen tank
                        _____chain saws

         _____portable stoves

   _____sanitation equipment                        

 and supplies


C.    Vehicles

         _____buses


    _____vans
  
                       
____ station wagons

         _____4 x 4s 


    _____trailers

            _____trucks


         _____tractor-trailer   
 
    _____boats

                        _____campers            

         _____aircraft 


    _____boat trailer     
            _____other

D.    Tools and Supplies 

         _____hand tools        

   _____power tools     
            _____garden hose

         _____electric cords     
               _____mops             
                        _____wheelchairs

         _____shovels

               _____brooms

            _____cots       

         _____crutches

               _____shop vac

Give additional lists or comments:

Organizing for Disaster Response

Southern Baptists have carried out the Great Commission through more than a century and a half of cooperation, usually within our denomination.

Disaster relief provides a valid opportunity for a cooperative effort with other churches, religious bodies, and secular or governmental agencies while keeping our identity, purposes, and sacred obligations intact. Decision and action depend on the church body. Others may advise, assist, and correlate.

Churches wishing to provide emergency shelter for victims or volunteers should contact their local American Red Cross chapter. An agreement with the ARC chapter should be signed by both agencies. The church should seek ARC training for a group of its members who could manage the church's facilities as an ARC shelter. 

LOCAL CHURCH PREPARATION
1. Work with others cooperatively, not competitively.

2. Make advanced arrangements to offer facilities during the first few days of an emergency to victims and/or disaster agencies.

3. Plan and work together with a disaster response organization of local churches to reduce omissions as well as duplications.

4. Coordinate church and the local church organization preparation with civic and Red Cross efforts while retaining church identity, purpose and direction.

5. Seek advice and assistance from Baptist and, other sources.

6. Appoint a church disaster relief committee, headed by a disaster relief director who will  give general direction to preparation, organization, and training. Other recommended members are Baptist and WMU directors, missions committee chair, pastor, and/or other appropriate staff.

7. Select from the following possible committee actions:

a. Make a survey of talents, gifts, and willingness to serve.

b. Provide training.

c. Lead the church to approve making facilities and equipment available for disaster ministries.

d. Begin and maintain a crisis closet, clothing bank.

e. Secure approval by the church to cooperate with local church, association, Red Cross,  Salvation Army, civic, and/or secular agencies.

f. Contact civic authorities to determine persons who will direct disaster operations.

8. Be alert for local and nearby crises that present the church with opportunities to witness and minister.

a. Large scale, such as tornadoes, floods, ice/snow storms.

b. Short-term, such as one-family fires, accidents (auto, farm, industrial, vandalism, acts of crime.)

9. Report actions and register with local authorities, the Baptist association and state convention.

10. Identify and assign church volunteers according to talent sheets.

11. Conduct damage assessment in the community and notify local, associational, and state disaster directors. 

12. Report disaster relief activities to the church, association, and state disaster directors.

DUTIES OF DISASTER RELIEF DIRECTORS
1. Church Disaster Relief Director:

a. Chair the disaster relief committee.

b. Assemble a church disaster response team.

c. Schedule planning and preparation meetings and activities.

d. Schedule training.

e. Enlist a church resources coordinator and help that person establish a plan of action and carry out duties listed below.

f. Enlist a church volunteer coordinator and help that person establish a plan of action and carry out duties listed below. 

g. Relate to associational disaster response coordinator, Red Cross, Salvation Army and civic authorities. Serve on planning and coordinating groups.

h. When disaster strikes, alert coordinators and committee. Get the team ready to respond.

2.
Church Resources Director
a. Conduct an inventory of building facilities, equipment, supplies, and vehicles that might be used during a disaster.  Adapt forms provided in this section for that purpose.

b. Determine with the whole committee what to recommend to the church regarding use of facilities and equipment during a disaster.

c. Enlist helpers to assist with plans adopted by the church in regard to use of church facilities and equipment.

3.
Church Volunteer Director

a. Conduct a skills and talent survey. 

b. Cross index volunteers and skills.

c. Arrange for orientation and training.

d. Organize teams by skills; choose team leaders.

e. Establish a telephone chain for notifying volunteers when a response is possible. Use non-disaster volunteers for calling.

f. Activate the disaster relief telephone chain.

g. Gather activated volunteers at the church or other location for assignment to duties and work locations. 

POSSIBLE CHURCH OPPORTUNITIES AND ACTION

1. Assist with warning, rescue, and evacuation.

2. Provide facilities, volunteers and/or supplies to supplement or assist Red Cross or Salvation Army with emergency feeding, shelter.

3. Provide an information or advocacy center for victims.

4. Provide pastoral counseling or crisis intervention.

5. Finance a line of credit for authorized applicants to secure cleanup or repair products. 

6. Locate persons qualified to care for children, elderly, ill, infirm handicapped who need special facilities, diets, transportation, recreation, and so forth.

7. Locate members who will provide temporary housing for victims.

8. Secure and disburse grants or loans for emergency needs.

9. Provide bilingual interpretation or assist with those who have language or literacy limitations.

10. Locate volunteers who can give legal or business advice regarding insurance, repair, contracts, applications for loans or grants, etc.
11. Provide companionship to displaced or relocated persons who are unfamiliar with surroundings, community services, stores, et cetera.

12. Receive, sort, and distribute clothing, bedding, bulk food, cleanup, and household supplies.

13. Provide food, housing, communication, and other needs for outside volunteers.

14. Take action that all segments of the community are part of the planning for disasters, have a voice in rebuilding and relocating, and are treated the same in regard to physical, social, and spiritual recovery.

15. Begin a transportation bank. Make a file on cars, vans, pickups, trucks, boats, and planes that might be available for use during a disaster.
16. Organize a cleanup, salvage, security, or repair crew. Help victims clean homes and furniture, install temporary roofing or board up windows and doors or remove household contents to safekeeping.
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