COMMUNITY DEVELOPMENT DEPARTMENT
38624 SE River St
PO Box 987
Snoqualmie, WA 98065
Office: 425-888-5337
Fax: 425-831-6041
www.ci.snoqualmie.wa.us

COMMUNITY DEVELOMENT DEPARTMENT STAFF REPORT
TO THE HEARING EXAMINER
ON CONDITIONAL USE APPLICATION, CONDITIONAL USE PERMIT 20-0001
Snoqualmie Valley Winter Shelter
SUBJECT:
The application for a Conditional Use Permit is to allow the operation of a temporary emergency
winter shelter. The applicant is proposing to provide overnight winter shelter for up to 10
reserved beds and 5 overflow beds for adults and accompanied minors for the 24/7 in response
to the COVID-19 pandemic. The shelter is anticipated to begin operating on Wednesday,
November 21, 2020, and operate through Thursday, February 18, 2021. The shelter will be
professionally staffed by Snoqualmie Valley Shelter Services, with trained volunteer support from
the community. Staff will be working on the premises 24 hours a day, seven days per week.
Quiet hours are between 9:30pm-7:00am.
A. SUMMARY OF PROPOSED ACTION
The Snoqualmie Valley Shelter Services has applied for a Conditional Use Permit to provide
overnight shelter for up to 15 people (men, women, and children). The shelter is anticipated
to open on the evening of Wednesday, November 2 1 , 2020, and operate through Thursday,
February 18 , 2021. The proposed shelter is located at 38701 SE River St at the Snoqualmie
United Methodist Church. The shelter program is professionally staffed by Snoqualmie Valley
Winter Shelter Services staff that will be working on the premises 24 hours per day, seven
days a week. There will be a 10:00pm curfew with exceptions given in certain circumstances
with quiet hours from 9:30pm to 7:00am
The “transitional housing” use is not specifically identified in the Table of Uses (SMC 17.55.020),
however, SMC 17.55.020 Table 1 line 1.3.3 lists Special Needs Housing as allowed within the R-C
District subject to a Conditional Use Permit. The definition of “special needs housing” set forth in
SMC 17.10.020, subsection CCC is inclusive of shelters for temporary placement and transitional
housing facilities. The Community Development Director has determined that the temporary
overnight winter shelter use meets the definition of “special needs housing” and, therefore, may
be allowed as a conditional use.
B. GENERAL INFORMATION
Property Owner:
Applicant:
Location:
Zoning:
Existing Use:
Proposed Use:
Site Size:
Water Supply:
Sewage Disposal:

Snoqualmie United Methodist Church
Jennifer Kirk~ Snoqualmie Valley Shelter Services
38701 SE River St
Residential – Constrained (R-C)
Church
Operate temporary winter shelter (as an accessory use)
21,600 Sq. Ft (0.50 acres)
City of Snoqualmie
City of Snoqualmie Sewer
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C. ENVIRONMENTAL CONSIDERATIONS
The proposed project involves a temporary winter shelter use within an existing institutional
building (church). No new construction is proposed. Pursuant to SMC 19.04.110(A)(3) the
proposed use has been determined to be categorically exempt from SEPA threshold
determination requirements. The existing building is located in the floodplain.
The project site is located within the Urban Floodplain Shoreline Environment designation of the
Shoreline Master Program and within 100-year floodway of the Snoqualmie River. The project site
is not adjacent to critical areas.
D. PHYSICAL DESCRIPTION OF PROPOSAL AND SITE
The building is located at 38701 SE River St (see Exhibit B). The proposed use will utilize existing
space as an emergency shelter for up to 15 homeless adults and accompanied minors with
staffing to provide adult supervision.
E. NEIGHBORHOOD CHARACTERISTICS
The building is located at 38701 SE River St, in the Residential Constrained district. The site is
surrounded by a railroad corridor and major arterial, office buildings and single-family residential
uses. To the north and west are office uses, including City Hall, medical/dental clinics and the
American Legion Hall. To the east are the Northwest Railway Museum railroad tracks and
Railroad Avenue, and to the south are single family residences. (see Exhibit B, Vicinity Map)
F. APPLICABLE CITY STATUTES/CODES
SMC 17.55 Use and Other Regulations
SMC 17.65 Parking Regulations
SMC 17.85 Public Process Procedures
G. FINDINGS
1. The applicant submitted an application for a Conditional Use Permit on October 16, 2020
(see Exhibit A).
2. A Notice of Application and Notice of Hearing for Conditional Use Permit was published in
the Seattle Times on October 22, 2020 (see Exhibit C). The notice was mailed to all property
owners within 500 feet of the subject property (see Exhibit D) and to the project applicant on
October 22, 2020.
3. A hearing before the Hearing Examiner was scheduled for Monday, November 9, 2020 at
6:00 pm.
4. The Conditional Use Permit application seeks authorization only for establishment of the
special needs housing use. All other site development, mitigation and construction elements are
subject the applicable sections of the Snoqualmie Municipal Code and will be addressed through
the applicable permit processes.
5. The proposal lies within the Residential Constrained District (R-C). SMC 17.55.020 Table 1,
line 1.3.3. lists Special Needs Housing as an allowable use within R-C district subject to a
Conditional Use Permit. As defined in SMC 17.10.020.CCC, Special Needs Housing is inclusive of
“shelters for temporary placement.” The Community Development Director has determined that
the proposed temporary winter shelter falls within the definition of “special needs housing” and
therefore may be allowed as a conditional use. A Conditional Use Permit is required.
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Conditional Use Permits are governed by SMC 17.55.030, which states: “The purpose of a
conditional use is to establish review and permit approval procedures for unusual or unique types
of land uses in certain zoning districts which, due to their nature, require special consideration of
their impacts on the neighborhood and land uses in the vicinity.” State law has established two
6.

primary principles for conditional uses which must guide the application of local regulation.
These are: 1) that conditional uses are essentially permitted uses which are subject to additional
public review and the imposition of mitigating conditions; and 2) that a proposed conditionally
permitted use may be denied only if it produces impacts that exceed those of outright permitted
uses, and that cannot be adequately mitigated.
7. SMC 17.55.030(B) lists five criteria which should guide the Hearing Examiner in making a
decision on this conditional use permit application. The criteria and the responses are discussed
in findings 8 through 13, below:

SMC 17.55.030(B)(1) states “The proposed use will not be materially detrimental
to the public welfare or injurious to the property or improvements in the vicinity and
in the district in which the subject property is situated.” The proposed winter shelter is
8.

allowed as a conditional use in the Residential Constrained (R-C) zoning district. The project site
is located within an area zoned Residential Constrained surrounded by offices, city hall and
residences. The facility will be operated and staffed by Snoqualmie Valley Shelter Services, with
trained volunteer support from the community. Staff will be working on the premises 24/7.
People in possession of weapons, drugs and alcohol are not allowed in the shelter. If a guest is
currently under the influence of drugs or alcohol, but can adhere to the code of conduct, they
may stay (see Exhibit E). Pocket knives are required to remain in backpacks. If a registered sex
offender comes to the shelter, if they have tranpsortation, they will be directed to an appropriate
shelter. If they do not have transportation, they will be allowed to stay one night with close
supervision and then asked not to return the next day. The winter shelter will provide a needed
service to the homeless in the community and, subject to appropriate conditions, should not be
materially detrimental to the public welfare or injurious to the property or improvements in the
vicinity.
SMC 17.55.030(B)(2) states “The proposed use shall meet or exceed applicable
performance standards.” SMC 17.55.080(A) Performance Standards establishes standards
9.

relating to natural and manmade limitations on development. The Performance Standards apply
to all land uses within the City. Continuous compliance with the performance standards is
required of all uses. No building or land in any district shall be used for or occupied in any
manner to create a dangerous, noxious, or otherwise objectionable condition. The project’s
conformance to the performance standards is evaluated in sub-findings (a) through (j), below.

a) SMC 17.55.080(B)(1) Odors – Odors from gases or other odorous matter shall
not occur in quantities as to be unreasonably offensive beyond the exterior
property lines of the lot or site. The proposed use will not emit any odors.
b) SMC 17.55.080(B)(2) Smoke- For all districts except the industrial district,
smoke shall not be emitted from any source in a greater density of gray than that
described as No. 1 on the Ringleman Chart. The proposed use will not emit smoke.
c) SMC 17.55.080(B)(3) Dust – Dust, dirt or fly ash or airborne solids from any
sources shall not be in a density greater than that described as No. 1 on the
Ringleman Chart.
The proposed use will produce normal amounts of dust.

d) SMC 17.55.080(B)(4) Gases – Toxic gases or matter shall not be emitted in
quantities which may be damaging to health, animals, vegetation or property or
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which can cause any excessive soiling beyond the exterior of the property lines
of the lot or site. The proposed use will not produce toxic gases or matter in quantities to
be damaging to the health, animals, vegetation or property which could cause excessive
soiling beyond the exterior of the property lines.

e) SMC 17.55.080(C) Vibration – In all districts except planned
commercial/industrial and industrial, vibration from any machine, operation or
process shall not be perceptible beyond the property lines of the lot or site. The
applicant does not propose use of machines, equipment or operations that would create
vibrations that would exceed this performance standard.

f)

SMC 17.55.080(D) Heat – No use shall produce heat perceptible beyond its
property lines. The use as proposed will not produce heat perceptible beyond its property
lines.

g) SMC 17.55.080(E) Glare - No use shall produce direct light or glare beyond its
property lines. The proposed use will not produce direct light or glare beyond its property
lines.

h) SMC 17.55.080(F) Noise. Emissions of noise and vibration shall not exceed those
maximum permissible levels specified in SMC 8.16.050(H). See section 9.e above.
i)

SMC 17.55.080(G) Liquid or Solid Waste – Discharge of any material which can
contaminate any water supply, interfere with bacterial processes in sewage
treatment or otherwise emit dangerous or offensive material into public or
private sewer, water body, or into the ground, except in compliance with
Washington State Department of Ecology standards shall not be permitted. The
use as proposed will not discharge any material that will contaminate any water supply,
interfere with bacterial processes in sewage treatment or emit dangerous or offensive
material into public or private sewer, water body, or into the ground. All waste will be
disposed of appropriately.

j)

SMC 17.55.080(H) Storage and Waste Disposal – Storage and waste disposal will
meet this performance standard.
1.

All outdoor storage facilities for fuel, raw materials, and products which are
stored outdoors shall be enclosed by a fence designed for safety. The proposal
does not include outdoor storage facilities for any fuel, raw materials, and products.

2.

Storage of highly flammable or explosive material shall be stored in bulk
above ground. The proposed use will not use or store highly flammable or explosive
materials.

3.

All storage of hazardous materials shall be completely enclosed in
nonpermeable containers. No hazardous materials are proposed.

4.

All materials or wastes which might cause fumes or dust or constitute a fire
hazard shall be stored in containers adequate to eliminate such hazards. All

materials or wastes which might cause fumes or dust or constitute a fire hazard shall be
stored in containers adequate to eliminate such hazards.
10. SMC 17.55.030(B)(3) states “The proposed development shall be compatible

generally with the surrounding land uses in terms of traffic and pedestrian
circulation, building, and site design.” The proposed temporary winter shelter is a non-retail
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use and will be housed within an existing church building; no new construction or temporary
buildings are proposed. Traffic associated with the use will primarily be from staff/volunteers
arriving and leaving work, and, in some cases, the adults that will be spending the night. Offstreet parking in sufficient quantity for the proposed number of guests and staff is available in
the church parking lot. Traffic generation should be minimal and will likely be less than traffic
currently associated with weekend church services. The Winter Shelter will be parking a mobile
storage trailer in the church parking lot for the duration of the shelter’s operations for guests to
access their personal belongings during the first couple of hours of the shelter each night and
then again in the morning. The proposed use will be compatible with the surrounding land uses
in terms of traffic and pedestrian circulation.
11. SMC 17.55.030(B)(4) states “The proposed use shall be in keeping with the goals
and policies of the Comprehensive Plan.” The following items are a list of goals, objectives,
and policies of the Comprehensive Plan that apply to the proposed use. The proposed use is
consistent with the following Comprehensive Plan goals, objectives, and policies. Where
necessary, additional explanatory text has been added regarding the consistency of the use with
the policy.
Element 4- Housing

b) 4.C.2.12– Review and revise land use regulations as needed to remove an
unreasonable requirements that may create barriers to siting and operating senior
housing and housing for special needs groups. Senior and special needs housing
serves persons who, by virtue of age, disability or other circumstance, face difficulty
living independently and require supportive services on a transitional or long term
basis. Ensure sufficient land is zoned to allow location of senior housing near shops,
services and transit. The proposed use will provide a short-term service to support temporary
housing needs of individuals and families within the community.

12. SMC 17.55.030 (B)(5) states “All measures should be taken to minimize the

possible adverse impacts which the proposed use may have on the area in which it is
located.” The proposed use will comply with all applicable sections of the Snoqualmie Municipal
Code, including the performance standards in SMC 17.55.080.

H. CONCLUSIONS
1.
The public notice requirements of Chapter 17.85 SMC have been met.
2.
The use is allowed as a conditional use in the R-C Residential Constrained District.
3.
The proposed use generally meets the criteria of Chapter 17.55 SMC.
I. STAFF RECOMMENDATION – CUP 20-0001
The staff recommendation is to APPROVE the conditional use permit CUP 20-0001 for the
special needs housing use at 38701 SE River Street, subject to the following conditions:
1. A sign permit shall be obtained for any signs used to identify the facility.
2. In the event additional expansion as to duration of the use or number of people to be
accommodated at the facility, another conditional use permit process shall be initiated,
and a new permit obtained.
3. If required by state law, the applicant shall obtain a food handler’s permit.
4. The applicant is required to have an emergency procedures orientation with the fire
department prior to opening.
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5. Staffers must have a phone readily available for their use.
6. No smoking shall occur within 25 feet of the building.
7. Applicant must provide an appropriate disposal container for smoking debris.
8. Prior to opening, the applicant must call for a fire safety inspection and successfully pass
the inspection. The applicant shall make any changes required as a result of the fire
inspection prior to opening.
9. There must be a minimum of two staffers on duty during the overnight stay.
10. The use shall be valid for from November 21, 2020 through February 18, 2021.
11. Overnight guests shall exit the building and avoid entering residential areas.
12. The use shall comply with any and all applicable state and/or local health department
regulations related to the COVID-19 pandemic.
13. The applicant shall screen all potential guests and prohibit entrance by any guest who is
a registered sex offender in accordance to the policy their handbook.
14.

The applicant shall require all guests to consent, prior to entry, to a search of all bags,
backpacks or containers. The applicant shall prohibit any guest who possesses any
drugs, alcohol or weapons from entering; provided, however, that guests with
pocketknives may be permitted to enter and stay the night on the condition that the
pocketknife remains in the guest’s backpack or suitcase at all times while on the
premises.

Gwyn Berry
Planning Technician

October 28, 2020
Date

Attachments:
Exhibit A- General Land Use Application
Exhibit B – Vicinity Map
Exhibit C – Notice of Application and Public Hearing
Exhibit D – List of property owners within 500 ft. of project boundaries
Exhibit E- Winter Shelter Handbook
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Exhibit A

Exhibit B

King County

King County As sessor's O ffice, King County G IS Center, King County, K ing county Asses sor's Offic e,
King County GIS Center
The information included on this map has been compiled by King County staff from a variety of sources and is subject to change
without notice. King County makes no representations or warranties, express or implied, as to accuracy, completeness, timeliness,
or rights to the use of such information. This document is not intended for use as a survey product. King County shall not be liable
for any general, special, indirect, incidental, or consequential damages including, but not limited to, lost revenues or lost profits
resulting from the use or misuse of the information contained on this map. Any sale of this map or information on this map is
prohibited except by written permission of King County.

Date: 10/21/2020

±

Exhibit C

COMMUNITY DEVELOPMENT DEPARTMENT
38624 SE River Street
PO Box 987
Snoqualmie, WA 98065

Llllllllll

Office: 425-888-5337
Fax: 425-831-6041
www.ci.snoqualmie.wa.us

NOTICE OF APPLICATION and NOTICE OF PUBLIC HEARING
FOR CONDITIONAL USE PERMIT
Project:
Application:
Applicant:
Submittal Date:
Date Complete:

Temporary Winter Shelter
Conditional Use Permit
Jennifer Kirk~ Snoqualmie Valley Shelter Services
October 16, 2020
October 19, 2020

Project Description: The applicant is proposing to provide overnight winter shelter for up to
10 reserved beds and 5 overflow beds for adults and accompanied minors for the hours between
24/7 in response to the COVID-19 pandemic. The shelter is anticipated to start running on
November 21, 2020 through February 18, 2020. The shelter will be professionally staffed by
Snoqualmie Valley Shelter Services, with trained volunteer support from the community. Staff
will be working on the premises 24/7. Quiet hour are between 9:30pm-7:00am.
Project Location: The proposed project is located at 38701 SE River St.
Public Testimony: A public hearing has been scheduled before the Hearing Examiner on
November 9, 2020 at 6:00pm virtually via Zoom. Oral comments may be given at the hearing
and any person may submit written testimony on the above application. Written comments
should be submitted to the City of Snoqualmie, PO Box 987, Snoqualmie, Washington 98065,
Attention: Gwyn Berry, and must be received by 5pm on November 9, 2020. Notification and
request of written decision may be made by submitting your name and address to the Planning
Division with that request. To attend the virtual public via phone, use the following information;

1-253-215-8782
Webinar ID: 823 3775 4006
Participant ID: 167969
Passcode: 529713
Register in advance for this webinar:

https://us02web.zoom.us/webinar/register/WN_dmEQWJgAQ0Sk2M9FJjc2vw
Application Documents: The application and all supporting materials are available for public
inspection at the City of Snoqualmie Planning Department Building, 38624 SE River Street,
Snoqualmie. Due to the COVID-19 pandemic staff onsite may be limited.
Published: October 22, 2020

Exhibit D

Taxpayer name

Parcel address

Mailing Address

Jurisdiction

Zip code

CCAS PROPERTY & CONST

38645 SE NEWTON ST

PO Box 200

SNOQUALMIE, WA

98065

SHEPPARD MATTHEW R

8426 REINIG PL SE

PO Box 823

SNOQUALMIE, WA

98065

11101 E University Dr #276

Apache Junction, AZ

95120

Merlyn Mitchell
ONEILL THOMAS+RACHEL

8411 MAPLE AVE SE

PO Box 131

SNOQUALMIE, WA

98065

38811 SE RIVER STREET LLC

38811 SE RIVER ST

PO Box 1044

SNOQUALMIE, WA

98065

SMITH BRADLEY CHARLES+JENNI

8137 PARK AVE SE

8137 PARK AVE SE

SNOQUALMIE, WA

98065

2432 267th Ct SE

Samammish, WA

98075

Brad Smith
LEE STUART F+MELANIE C

8151 PARK AVE SE

PO Box 53

SNOQUALMIE, WA

98065

AKIN IVY J

8175 PARK AVE SE

PO Box 7

SNOQUALMIE, WA

98065

KLEMENT NONA M

8262 FALLS AVE SE

PO Box 387

SNOQUALMIE, WA

98065

RYAN CHASE+ESTES ALEXANDRA

8232 FALLS AVE SE

PO Box 1485

SNOQUALMIE, WA

98065

CREE EILEEN+DAVID

8238 FALLS AVE SE

2201 273rd Ct SE

Samammish, WA

98075

DETWILLER SUE

8220 FALLS AVE SE

1001 S Main Ste 5440

Kirkland, WA

59901

PO Box 1862

SNOQUALMIE, WA

98065

Tammy Brown
BOLSTAD NATALIA M+FELT NICH

8212 FALLS AVE SE

8262 Olmstead Lane SE Box #1859

SNOQUALMIE, WA

98065

QUINN SEAN P

8182 FALLS AVE SE

PO Box 213

SNOQUALMIE, WA

98065

DUVALL MARLENE A+DEBORAH A

8164 FALLS AVE SE

PO Box 8

SNOQUALMIE, WA

98065

ENDURING PROPERTIES LLC

8150 FALLS AVE SE

PO Box 2000

SNOQUALMIE, WA

98065

BUHLER HARRY W+C PAULINE

38809 SE RIVER ST

PO Box 1044

SNOQUALMIE, WA

98065

GIVING TREE LLC

8054 FALLS AVE SE

PO Box 1044
PO Box 620

SNOQUALMIE, WA

98065

SNOQUALMIE, WA

98065

8060 FALLS AVE SE

930 NE 8th

North Bend, WA

PO Box 1562

North Bend, WA

98045

PO Box 1044

SNOQUALMIE, WA

98065

PO Box 1407

SNOQUALMIE, WA

98065

SNOQUALMIE, WA

98065

Patrick Clune
CLEVEN ROGER K+RACHELLE R
Evangele Pena
BUHLER HARRY W+C PAULINE

8098 FALLS AVE SE

David Wells
DUVAL III LARKIN TAYLOR +LO

8084 FALLS AVE SE

PO Box 351

HSI WESLEY SHAO-HE+HSI KELL

8110 FALLS AVE SE

18100 NE 25th St

Nichols Barnette

Redmond, WA

98045

98052

PO Box 1530

SNOQUALMIE, WA

98065

EIGHTY-ONE TWENTY-FOUR LLC

8124 FALLS AVE SE

PO Box 997

SNOQUALMIE, WA

98065

BKP PROPERTY LLC

8030 RAILROAD AVE SE

11900 NE 1St St; Ste 300

Bellevue, WA

98005

EIGHTY FIFTY LLC

8050 RAILROAD AVE SE

PO Box 997

SNOQUALMIE, WA

98065

RANDLEMAN MARK V

8062 RAILROAD AVE SE

495 E 4th St

Cle Elum, WA

98922

PO Box 24

SNOQUALMIE, WA

98065

Chris Coffing

10-21-2020

EMRY C/O WOOD RICHARD

8086 RAILROAD AVE SE

Richard Wood

700 NW Gilman Blvd #122

Issaquah, WA

98027

7202 Laurel Ave SE

SNOQUALMIE, WA

98065

Copperstone

8072 RAILROAD AVE SE

PO Box 1315

SNOQUALMIE, WA

98065

WHITAKER WILLIAM

8096 RAILROAD AVE SE

PO Box 1063

SNOQUALMIE, WA

98065

Marsha Harris

8102 RAILROAD AVE SE

2414 231st Pl NE

Sammamish, WA

98074

22844 NE 26th St

Sammamish, WA

98074

PO Box 2031

SNOQUALMIE, WA

98065

Dave Sims

5309 372nd Ave SE

Fall City, WA

98024

Dillon & Dollente

PO Box 1928

SNOQUALMIE, WA

98065

Sandra Collins
NYBERG PROPERTIES WA LLC

8112 RAILROAD AVE SE

Cafee Minee

8150 RAILROAD AVE SE

PO Box 1544

SNOQUALMIE, WA

98065

K & P PRESTON HOLDINGS LLC

38767 SE RIVER ST

38767 SE RIVER ST

SNOQUALMIE, WA

98065

32904 SE 121st St

Issaquah, WA

98027

K&P Preston
SNO-VALLEY FRATERNAL ORDER

8200 RAILROAD PL SE

PO Box 528

SNOQUALMIE, WA

98065

CRABB STEVEN R

8201 FALLS AVE SE

PO Box 1954

SNOQUALMIE, WA

98065

GO WIRELESS INVESTMENTS LLC

8224 RAILROAD AV

9970 W. Cheyenne Ave

Las Vegas, NV

89129

ANDY & LAKESIDE INC

8250 RAILROAD AVE SE

8250 RAILROAD AVE SE

SNOQUALMIE, WA

98065

BROWN LAWRENCE F JR+SHARON

8263 FALLS AVE SE

4932 322nd Ave SE

Fall City, WA

90824

12237 NE 66th St

Kirkland, WA

98033

Joseph Virskus
MSM INVESTMENTS LLC

8300 RAILROAD AVE SE

4733 383rd Ave SE

SNOQUALMIE, WA

98065

BREWER ZION C K+BREWER CLAI

38775 SE NEWTON ST

PO Box 645

SNOQUALMIE, WA

98065

SNOQUALMIE UNITED METH CH

38701 SE RIVER ST

PO Box 458

SNOQUALMIE, WA

98065

YORK SHANNON L+SARA K

8276 MAPLE AVE SE

7122 St. Andrews Ln SE

SNOQUALMIE, WA

98065

PO Box 1428

SNOQUALMIE, WA

98065

Chelsey Westerland
SORENSON TERRY PHILLIP

8286 MAPLE AVE SE

PO Box 1399

SNOQUALMIE, WA

98065

MCINTIRE G PATRICK+KIM STAR

8320 MAPLE AVE SE

PO Box 583

SNOQUALMIE, WA

98065

HOLLADAY BARBARA+JONSSON DE

8328 MAPLE AVE SE

PO Box 1672

SNOQUALMIE, WA

98065

WEATHERS JERRY P

8350 MAPLE AVE SE

PO Box 1556

SNOQUALMIE, WA

98065

BOLEY TERRY

8366 MAPLE AVE SE

PO Box 1856

SNOQUALMIE, WA

98065

FRANKLIN ROBB S+KATHY J

38776 SE NEWTON ST

PO Box 1491

SNOQUALMIE, WA

98065

NORTHWEST RAILWAY MUSEUM

38625 SE KING ST

PO Box 459

SNOQUALMIE, WA

98065

MCDONALD CHARLES C+ELIZABET

8082 MAPLE AVE SE

PO Box 1481

SNOQUALMIE, WA

98065

FORBES MARY T

8106 MAPLE AVE SE

4580 Klahanie Dr SE PMB 433

Sammamish, WA

98029

Hayley Chopp

8138 MAPLE AVE SE

PO Box 966

SNOQUALMIE, WA

98065

4735 NE 4th St

Renton, WA

98059

Rollo VanPelt

10-21-2020

The Cascade Team

38700 SE RIVER ST

PO Box 144

SNOQUALMIE, WA

98065

ECHO RIDGE PROP INC

38700 SE RIVER ST

PO Box 996

SNOQUALMIE, WA

98065

Snoqualmie Valley Clinic

38700 SE RIVER ST

PO Box 2013

SNOQUALMIE, WA

98065

Brian Mayer

38700 SE RIVER ST

PO Box 453

SNOQUALMIE, WA

98065

HARTWIG LINDA C

8075 MAPLE AVE SE

PO Box 1343

SNOQUALMIE, WA

98065

MALMASSARI ROBERT J

8105 MAPLE AVE SE

PO Box 308

SNOQUALMIE, WA

98065

GELINAS SETH+JAMES AMY

8125 MAPLE AVE SE

PO Box 841

SNOQUALMIE, WA

98065

GENTRY DAVID J+SUZANNE

8310 OLMSTEAD PL SE

PO Box 1720

SNOQUALMIE, WA

98065

PLAVSKY VICTOR R+PLAVSKY MA

8314 OLMSTEAD PL SE

PO Box 58

SNOQUALMIE, WA

98065

ROBERTS CHRISTOPHER+KRISTIN

8320 OLMSTEAD PL SE

PO Box 633

SNOQUALMIE, WA

98065

RHIANNON ALICIA

8324 OLMSTEAD PL SE

PO Box 1873

SNOQUALMIE, WA

98065

FEIDER ERIC J

8328 OLMSTEAD PL SE

PO Box 1344

SNOQUALMIE, WA

98065

PHILLIPS EVAN M

8325 OLMSTEAD PL SE

Bellevue, WA

98008

PREWITT STEWART LEE

8321 OLMSTEAD PL SE

4177 W. Lake Sammamish Pkwy SE
#A208
PO Box 1971

SNOQUALMIE, WA

98065

LITTLE WANDERER LLC

38565 SE RIVER ST

PO Box 52865

Bellevue, WA

98015

PO 1663

SNOQUALMIE, WA

98065

Linday Stentz
HALL PETER A

8312 PEGGYS PL SE

PO Box 632

SNOQUALMIE, WA

98065

GOUGE LESAN

8307 PEGGYS PL SE

PO Box 1861

SNOQUALMIE, WA

98065

BKP PROPERTY III LLC

PO Box 1646

SNOQUALMIE, WA

98065

Devin Kuh

PO Box 141

SNOQUALMIE, WA

98065

LOCK LARRY+KELI

8308 OLMSTEAD PL SE

PO Box 431

SNOQUALMIE, WA

98065

SUNDWALL SEAN OLIVER

8318 PEGGYS PL SE

8318 PEGGYS PL SE

SNOQUALMIE, WA

98065

RENTON PICKERING 79

38625 SE RIVER ST

PO Box 359

SNOQUALMIE, WA

98065

HAMMETT JON P

8251 DOONE AVE SE

PO Box 1563

SNOQUALMIE, WA

98065

LEHAN PATRICIA+SEAN

8261 DOONE AVE SE

PO Box 1907

SNOQUALMIE, WA

98065

MARY C NOGARE

8271 DOONE AVE SE

PO Box 338

SNOQUALMIE, WA

98065

MATHY MICHAEL J & SARA L

8281 DOONE AVE SE

PO Box 1703

Issaquah, WA

PO Box 1416

SNOQUALMIE, WA

98065

Justin Lindsay

98027

MILLER CHRISTOPHER+MARION

8291 DOONE AVE SE

PO Box 210

SNOQUALMIE, WA

98065

WATSON VAN+BENNETT COLLEEN

8311 DOONE AVE SE

PO Box 341

SNOQUALMIE, WA

98065

KOEFOD RICHARD K+BARBARA L

8323 DOONE AVE SE

PO Box 1672

SNOQUALMIE, WA

98065

RICHARD&DEBORAH STITZ TRUST

8335 DOONE AVE SE

14209 Clearwater

La Pine, OR

97739

HAMMOND HOLLY

8347 DOONE AVE SE

PO Box 1437

SNOQUALMIE, WA

98065
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LAMBERT DARRELL+TRUITT STEP

8365 DOONE AVE SE

PO Box 1512

SNOQUALMIE, WA

98065

COOK BRENT L

8362 DOONE LN SE

PO Box 441

SNOQUALMIE, WA

98065

HUTTON DAVID

8375 DOONE AVE SE

8375 DOONE AVE SE

SNOQUALMIE, WA

98065

KARSUNKY JON ROBERT

8387 DOONE AVE SE

PO Box 47

SNOQUALMIE, WA

98065

PO Box 1464

SNOQUALMIE, WA

98065

Katie Lee
SHEW CLYDE E

8399 DOONE AVE SE

PO Box 154

SNOQUALMIE, WA

98065

ROLETTE GREGORY

8305 OLMSTEAD PL SE

PO Box 2756

Issaquah, WA

98027-0126

PO Box 1620

SNOQUALMIE, WA

98065

OWEN FAMILY TRUST STEPHEN C

8264 OLMSTEAD LN SE

PO Box 9998 Fin#54-7896

SNOQUALMIE, WA

98065

RIVER STREET OFFICES LLC

38579 SE RIVER ST

549 227th Lane NE

Samammish, WA

98074

Dan Capen

KETCHAM TODD+KATHERINE

8275 MAPLE AVE SE

PO Box 1338

SNOQUALMIE, WA

98065

SORENSON RONALD G+ROBERTA S

8285 MAPLE AVE SE

PO Box 2039

SNOQUALMIE, WA

98065

SORENSON RONALD G+ROBERTA S

8301 MAPLE AVE SE

PO Box 1044

SNOQUALMIE, WA

98065

WINES PATRICIA A

8319 MAPLE AVE SE

PO Box 401

SNOQUALMIE, WA

98065

GILLEN LAURIE+MAGGIED STEVE

8327 MAPLE AVE SE

PO Box 775

SNOQUALMIE, WA

98065

WENTLAND ANDREW P

8349 MAPLE AVE SE

8349 MAPLE AVE SE

SNOQUALMIE, WA

98065

DUFFY JOHN WILLIAM+CHELSEA

8365 MAPLE AVE SE

PO Box 1370

SNOQUALMIE, WA

98065

SCHILLINGER MICHALE & PEDER

8377 MAPLE AVE SE

8264 Olmstead Ln SE #1771

SNOQUALMIE, WA

98065

LOWERS MARGARET

8398 DOONE AVE SE

8398 DOONE AVE SE

SNOQUALMIE, WA

98065

REICHENBACH JOSEPH N

8386 DOONE AVE SE

PO Box 651

SNOQUALMIE, WA

98065

KEYES TOMIKO

8364 DOONE AVE SE

PO Box 401

SNOQUALMIE, WA

98065

DOW ANDREA & JESSE

8125 OLMSTEAD AVE SE

PO Box 556

SNOQUALMIE, WA

98065

COLEMAN WILLIAM F

8137 OLMSTEAD AVE SE

PO Box 168

SNOQUALMIE, WA

98065

READ DEAN E+SHARON L

8155 OLMSTEAD AVE SE

PO Box 471

SNOQUALMIE, WA

98065

GIFFORD JANICE M

8167 OLMSTEAD AVE SE

PO Box 478

SNOQUALMIE, WA

98065

YOUNGS LINDSAY CHRISTINE+TI

38564 SE RIVER ST

PO Box 83

SNOQUALMIE, WA

98065

10-21-2020

CERTIFICATE OF MAILING

REGARDING:
Conditional Use P erm it; CUP 20-0001- Valley Renew al Center
THE UNDERSIGNED hereby certifies, under penalty of perjury of the laws of the State of Washington, as follows:
On October 22, 2020 I deposited in the United States mail, postage prepaid, a copy of the Notice of Application and
public hearing (published in the Seattle Times on October 22, 2020) for CUP 20-0001 Valley Renewal Winter Shelter Conditional
Use Permit (attached hereto as Exhibit A) addressed to persons identified in the attachment to this Certificate of Mailing.

Signed at Snoqualmie, Washington, this

22nd

day of

_October, 2019

_______________________________
Gwyn Berry, Planning Technician
-

Exhibit E

Snoqualmie Valley
Congregate Shelter Handbook

Updated 10/15/2020
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Overview
Snoqualmie Valley Shelter Services
OUR MISSION: Snoqualmie Valley Shelter Services’ mission is to help people reclaim their lives. We
provide life-changing services to those experiencing homelessness by working with our communities to
provide emergency shelter, social services and connections to permanent housing. We believe deeply in
the power of relationships and work to meet people exactly where they are.
VALUES: Respect, Relationship, Compassion, Empowerment, Consistency
The shelter operates on a first come, first serve basis. The shelter is a behavior-based shelter in which
people can stay independent of their behavioral health or legal status so long as their behavior is not
disruptive or unsafe. Each participant, volunteer, and staff member is required to undergo a sex
offender registry check. This helps to ensure that the shelter provides safety in the shelter and
surrounding neighborhood.
As of November 2020, the shelter will be open 24/7 for registered, overnight participants. The shelter is
professionally staffed by Snoqualmie Valley Shelter Services (SVSS). There is a 10:00pm curfew for all
participants, with exceptions given in certain circumstances.
The Snoqualmie Valley Winter Shelter was founded in 2012 by a group of concerned citizens. Local
churches and organizations provide the operating space for the winter shelter. Meals are provided by
volunteers. Funding for the shelter is provided primarily by individual donations, family foundations,
faith communities, with additional funding provided by King County, United Way, and local
governments.

Contacts
Executive Director

Jennifer Kirk

Program Manager

TBD

425-505-0038

jenniferk@svshelterservices.org
manager@svshelterservices.org

(3

Our Values
Our values help to remind us about what is truly important in our interactions with each other, our
participants, and the wider community. We reflect on these values when making decisions.
Respect for each other, our participants, volunteers, and our community.
● We believe respect is given through active listening, courtesy, remaining open-minded, being
inclusive, and encouraging self-expression.
● We work to have the participants feel respected in how we interact with them in every
situation.
● We succeed when all participants feel valued and are seen as individuals who have worth
and meaning in the shelter and in our community.
Relationships are the foundation for change.
● We believe that everyone deserves to be listened to and receive clearly stated expectations
with meaningful opportunities for feedback and self-expression.
● We work to maintain and model healthy boundaries.
● We succeed when our participants trust us with their needs and aspirations.
Compassion is concern for the sufferings or misfortunes of participants.
● We believe every person is worthy and deserving of care and empathy, regardless of their
present challenges.
● We work to meet participants where they are now and walk alongside them.
● We succeed when participants feel valued and cared for.
Empowerment is believing in the competence and self-knowledge of our participants.
● We believe that the people we serve are capable of self-sufficiency and independence.
● We work to avoid inflating our own egos and creating dependency in participants.
● We work to give participants the opportunity to experience empowerment through taking
responsibility for the shelter’s safety, cleanliness, and atmosphere and giving choices when
possible.
● We succeed when participants make positive choices in regards to their relationships, health,
and independence.
Consistency is crucial to maintaining a solid foundation and provides safe boundaries for everyone.
● We believe in the fairness of consistency.
● We work to uphold policy and procedures in order to maintain consistency. We discuss and
advocate for change as needed.
● We succeed when all staff, participants, and volunteers know what to expect from each
other.

(4

Shelter Orientation
Welcome
The shelter is professionally staffed by Snoqualmie Valley Shelter Services, with trained volunteer
support from the community. We offer a welcoming and safe place to enjoy a home cooked meal and
rest. We can also help connect you to resources in the community and provide housing case
management services.
VALUES: Respect, Relationship, Compassion, Empowerment, Consistency
Public Health Considerations: To keep everyone healthy, everyone entering the shelter must follow
these guidelines:
● Basic hand washing: When returning to the building, wash your hands at the outside hand
washing station. Always wash hands after using the bathroom, before eating, after touching
wounds/changing bandages, or coughing/sneezing.
● Masks, covering your nose and mouth, must be worn at all times, except when eating or
sleeping.
● Daily temperature and symptoms checks will be conducted by staff in the morning. You will be
given a sticker with the date to wear to show that this has been done.
● Please keep all open wounds covered (either with clothing or bandages) and change bandages in
the bathroom. Do not place used bandages directly on sinks or countertops - place on paper
towel and immediately place used bandages in garbage. Wipe down the sink and counter area
with bleach wipes.
● Do not share hats or scarves, combs, toothbrushes, toothpaste tubes, nail clippers/files or
razors.
● Anyone with a fever over 100 or who has other COVID symptoms will be moved to an isolation
area while waiting for test results. You can refuse testing, but will be asked to leave the shelter
immediately. Anyone requiring a test will need to provide proof of negative test results before
returning to shelter. Separate COVID quarantine shelter is available to anyone who doesn’t have
a safe place to stay while infectious or recovering.
How we operate: The shelter is a behavior-based shelter serving adults. We ask that you behave in a
safe & civil manner so everyone can rest. We do not discriminate based on behavioral health status
(drug addiction/mental health). If you need special accommodations, please talk with the Program
Manager. We don’t have a lot of staff, so we’re relying on you to pitch in by cleaning up after yourself
and helping out with daily chores.
Shelter Hours: The shelter is open 24/7 for registered participants. So that everyone can get a good
night’s sleep, we ask that you return to the shelter by 10pm each evening or let staff know ahead of
time if you will be returning later due to work or other commitment.
Day Time Resource Hours: On-site housing case management and social services help are available
Monday - Friday. Please see the weekly shelter schedule for details.
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Meals: All meals are provided. Please let us know if you have any food allergies or restrictions. Please
see the weekly shelter schedule for meal times. If you are going to be away during any meal time, staff
can pack you a to-go meal.
Quiet Hours: Dormitory quiet hours are from 9:30pm to 7:00am. Please turn off/silence cell phones.
Quiet conversations in the day room are fine. Always use headphones when listening to music, playing
games or watching movies/tv. Staff can provide you with ear buds.
Registration & Building Access: We ask that you sign in and out any time you leave the building or
backyard. This is important information in case of an emergency and helps us track participation for our
funders. The only entrance and exit for the shelter is through the double doors opening onto the
backyard. The door is kept locked at all times. Please use the doorbell and staff will open the door for
you. Remember that you must wash your hands before coming back inside.
Dormitories: You will have an assigned bed in one of the dormitory rooms. In order to support social
distancing, visiting other dormitory rooms is not allowed. Bedding will be collected and washed weekly.
All clean bedding is reassigned after washing. Sheets and pillowcases are required to be used. As a
general rule, for hygienic reasons, we do not allow personal bedding. Individual bed areas have a screen,
storage bins, and tv tray & chair. Eating in your bed area is fine, but no storing of open food
containers/plates is allowed. Please keep all personal items stored in the bins provided. You are
responsible for keeping your space clean; staff will be wiping down surfaces with disinfectant daily so
please keep your tv tray cleared off. The sink in the dormitory should be used for personal hygiene, such
as shaving. The bathroom sinks are only for handwashing.
Smoking: Smoking (only tobacco) is allowed in the designated smoking area only. Please stay at least 25
feet from the building when smoking (the fence line). No chairs or benches are allowed outside. The
smoking tent has a occupancy limit, please move to the walkway if the tent is full. After hours smokers
should keep voices quiet so as to not disturb the neighbors. No smoking near the entrance or on the
playground.
Prohibited Items: Alcohol, marajuana, street drugs and weapons are not allowed inside the shelter.
Pocket knives need to be kept in bags, not on your person. Staff reserves the right to have personal
belongings searched if possession of prohibited items is suspected.
Don’t do anything illegal: It probably goes without saying, but if something is illegal outside of the
shelter, then it is illegal inside the shelter. So, no street drugs, no fighting, etc. If we observe illegal
activity, law enforcement will be contacted.
Personal Belongings: You are welcome to leave any personal belongings in the storage bins provided
during the day. Please place any valuables and medications in your locked foot locker. SVSS is not
responsible for any theft or loss of personal items and staff can not hold/store any items for you.
Parking/Cars: At SUMC, we ask that you park your car in the church parking lot and not on the street.
Staff will provide you with a discreet “parking pass” to keep on your dashboard when parking at SUMC.
(6

If your car becomes disabled on the property, it is your responsibility to let the staff know the situation.
We aren’t able to allow people to sleep in their cars or “hang out” in cars in the SUMC parking lot at any
time. The parking lot is off limits, except for parking and loading/unloading your car.

Boundaries and Interactions with Participants
Adapted from Orion Associates
Staff and volunteers are to be present with the participants in the shelter, to meet participants where
they are at right now and not expect them to give anything in return, even a smile or thank you. Keep
the focus on the participants, not your own past or present situation, or need for validation or adulation.
It is important to remember that people experiencing homelessness are often vulnerable to exploitation
and have had their trust broken many times, even by people who meant well. At the same time, these
same people may have had to rely on manipulating individuals and systems to survive.
The boundaries outlined below are in place to protect everyone.
Professional boundaries for staff and volunteers:
1. Help us communicate to others effectively
Clear boundaries help us to reduce misunderstandings and decrease the chance of offending or
alienating a participant. For example addressing a participant as “honey” to be nice could be
confusing to the participant, they may assume that they hold a special place in your life. This
can, in turn, be hurtful when you then “fail” to give them special treatment. Your words and
actions need to be in concert with each other.
2. Help us define our relationship with others
We need to maintain a consistent role in our participants’ lives. Our work is not to be their
friend. Our work is to operate a welcoming, safe shelter where they can rest, eat, and access
resources. We are 100% committed to our participants during our shifts, but it is vitally
important for our own wellbeing and career longevity, to disengage when we leave the shelter.
3. Protect us and our Participants
By consistently enforcing profession boundaries, we decrease the likelihood of intentionally or
unintentionally causing harm to participants and are less likely to be accused of misbehavior.
Strong boundaries also protect us from burn out - as individuals we are not going to “fix”
people, despite how much we care for and want them to do well. Despite giving our all, people
will still act out and make unhealthy decisions. We would also run the risk of connecting our
own self worth with the actions of another person - the false belief that if our participant does
well that we did well, and, on the flipside, that if our participant doesn’t do well we are to
blame. Despite our best efforts, we are not in control of our participants’ success or failure.
4. Help participants understand what they can expect from us
Boundaries protect our participants physically, sexually, and emotionally. We are only a part of
our participants’ total experience. They survived before we opened and they survive when we
(7

close. We are not going to be able to be present for all their challenges and we don’t want to
create unrealistic expectations.
Consistency in how and what we do is vital to creating a safe environment for our participants.
Consistency means knowing what to expect, which greatly reduces a person’s stress levels. If
something is uncomfortable for you (like hugging, making special meals, waiting on people, etc)
don’t do it. Eventually you will come to resent the activity and refuse to engage. This change will
cause confusion and pain to your participant.
Consistency is also important for our team - none of us can do this work in isolation; we rely on
each other to uphold rules. We agree to implement our shelter program’s procedures and policy
in order that, no matter who is on duty, the participants know what to expect. When one team
member makes exceptions, it puts all other team members in a bad position (“Heather lets me
run to the store at 2am! What’s your problem?”) Such situations undermine coworkers and
cause a lot of stress and resentment.
Exceptions can also come across as special treatment in the eyes of other participants and cause
hurt feelings or even be retraumatizing (for example, if a parent favored a sibling.)
If an exception (or mistake) is made, it is important to log the situation - who gave exception
and why; participants must also be told that this was an exception because of specific
extenuating circumstances. This lets the participant know that other boundaries are still in
place.
If a rule or expectation isn’t working for you, please bring that concern to the Program Manager
to be discussed. We are open to improvements! However, until a policy or procedure is
changed, it is expected that staff will enforce all rules and expectations. After deliberation, if
there is a change this will be communicated to the shelter community or individual.
Remember:
1. Always follow the shelter policy and procedures. Refer to the Shelter Handbook as needed.
2.

Do not show favoritism to participants. Never give money, gift cards, gifts, or cigarettes to
participants. This can lead to you being pressured for such things in the future. If you have an
item (such as a coat) that a particular participant could use, please discuss with the Program
Manager. The Manager may give consent, however, the item will be delivered by another staff
member and the participant should never be told the origin of the item.

3. Never give participants rides, unless this is cleared through the Program Manager every time.
The Program Manager will be better able to assess any risks. It is rare that permission is given.
4. Never invite participants to your home or share any contact information such as phone numbers
or email addresses or social media information (such as Facebook or Instagram). All
relationships must remain inside the context of the shelter. Do not “friend” or follow
participants on social media.
(8

5. Never offer a job/employment to a participant. If you have or know of employment
opportunities, share those with the Program Manager, who can pass the information on to
participants, if deemed appropriate.
6. If you develop strong feelings for a participant, please consult the Program Manager. This is very
normal, but it is best to have someone to sort out the feelings with.
7.

Giving inappropriate levels of physical touch such as massages or any sexual contact. Because of
COVID-19, hugs and handshakes are no longer permissible. Elbow bumps and other salutary
gestures (maybe saluting or bowing/curtseying) are a great substitute for the time being.

Self-care for Staff
While it is always our goal to show respect and care for each and every participant, there will be certain
participants who “push your buttons”. Be aware of your own triggers. Don’t take it personally and don’t
take your frustrations out on the participants. Remember to use active listening. Make sure you share
your frustrations with other staff and your supervisor. It is perfectly normal to be triggered by
participants and it is much healthier to talk with other staff than to let your frustrations bleed out into
how you interact with the participants.

Routines and Operating Procedures
Intake Procedure
Our paramount mission is to provide emergency shelter to everyone regardless of inebriation, mental
health symptoms, gender identity, sexual orientation, nationality, legal standing, etc. We expect
participants to not do anything illegal or unsafe in the shelter. We hope for a degree of common
courtesy and respect. Due to the nature of our facilities and staffing levels, and our concern for the
surrounding neighborhood, individuals who pose a risk to the shelter or neighborhood are referred to
more appropriate shelters that are equipped to address their specific challenges. All people in the
shelter will either be registered participants, approved volunteers (which includes dinner volunteers),
board of directors, or staff members. Shelter participants are not allowed to have unregistered visitors.
At the initial intake, participants will be asked to provide proof of identity. Government issued photo ID
will be photocopied when available. If photo ID isn’t available, the participant will be asked to authorize
SVSS to verify their identity with law enforcement so that a sex offender check can be completed. Lack
of positive identification can lead to a withdrawal of service until such documents are provided.

Registration Workflow
Summary
(9

1.
2.
3.
4.

Complete SVWS Paper registration form
Take photo/copy ID
Check banned list
If literally homeless or fleeing DV, then enroll in SVWS in HMIS (might need to create an HMIS
Profile)
5. Online sex offender check
6. Orient to space and program, assign bed and provide bedding and combination to locker.

All Participants
1. Complete SVWS Registration & Health History Forms
●

Can be filled in by staff or participant, but must be legible, even if it must be rewritten by staff.

2. Ask to take photo
●
●

Participant can decline; write “declined” on registration form.
Print and attach to registration and upload to HMIS as well.

3. Ask to copy photo ID
If no ID then:
●
●
●

Ask other staff on duty if they can identify the person
Check previous year’s registration binders for ID and copy ID
Still no ID?
○ Participant can sign Authorization for Release of Personal Information for Participants
Without Photo ID so the Manager can verify id with SnoPo. Log name and DOB.
Manager will follow up.
○ Participant can leave immediately and return with ID

4. Review Current Situation, if checked any of the following:
●

●
●
●

Fleeing DV/Being followed - alert the Manager to do a DV Safety Screen and “Enrolling
Deidentified Participants” below.
Protection Order - look in registration binder to see if protectee is a Participant & alert Manager
Registered Sex Offender - alert Manager
Not Literally Homeless - Any Participant who indicates they would like to stay overnight or might
like to in the future, but who is not literally homeless will need to talk with the Manager about
available bed space.

1. Check HMIS to see if Participant already has an HMIS profile by searching on HMIS
●

Profile found in HMIS
○ Check to ensure HMIS ROI permission is set to “yes” and participant has esigned ROI or
a copy of paper ROI has been uploaded. Proceed to “Enrolling Participant” below
○ If participant doesn’t have current HMIS Release of Information, then, review the HMIS
Release of Information with the Participant
○ Agrees: If the Participants agrees, see have participant esign ROI (or upload
signed paper ROI immediately)
○ Doesn’t Agree: If the Participants doesn’t agree or now wishes to remain
anonymous in HMIS
(10

■
■
■
■

Set ROI permission to “no”
Staff signs paper ROI and attaches to registration
Record participant’s name and HMIS participant number in “HMIS
Codes” in google drive
Participant completes HMIS Revocation form, which is forwarded to
Manager

●

Profile not found in HMIS
○ If participant doesn’t come up in search (try name, dob, social security), look on
“HMIS Codes” on the Google Drive to see if they have a deidentified profile.
■ If they have a deidentified profile
● set permission to “no”
● staff signs paper ROI and attaches to registration
■ If they don’t have a deidentified profile, see below.

●

Participant doesn’t have an Identified or Deidentified HMIS profile
○ Review the HMIS Release of Information with the Participants.
■ Agrees: If the Participants agrees, see “How to Create HMIS Profile for
New Identified Participant” below.
■ Doesn’t Agree: If the Participants doesn’t agree/wishes to remain
anonymous in HMIS, see “How to Create HMIS Profile for New
DeIdentified Participant” below.

7. How to Create HMIS Profile for New Identified Participant

1. Click “Add New participant”
a. Ask participant questions
b. Have participant esign or paper sign HMIS Release of Information
c. Record HMIS participant number on registration form
2. Have Participant esign or paper sign HMIS Release of Information; record ROI expiration date on
registration form.
3. Upload photo
4. Proceed to “Enrolling Participant” below

8. How to Create HMIS Profile for a New DeIdentified Participant

Remember:
● Do not write down a deidentified participant’s HMIS participant number anywhere in
association with their name or other PPI. The only place the participant name and number are
recorded together is on the google drive “HMIS Codes”, which is never printed.
● No photos are added to HMIS for deidentified participants. But if Participant agrees, we would
still like current photo for our files (not shared with any other agency)
1. Click “Add New participant”
a. Set HMIS ROI permission to “no”
b. Social Security number = 0’s; this will result in some fields being auto-filled (such as
name)
c. DOB = we only need the year (month and day will auto-fill to 01/01)
d. Ask participant gender, race, and ethnicity questions only
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2. Staff signs paper ROI and attaches to registration
3. Write “anonymous” Record HMIS participant number on registration form
4. Proceed to “Enrolling Participant” below

9. Enrolling Participant in SVWS

1. Add participant to SVS program in HMIS
2. Complete sex offender check (see below); alter manager if name is in registry
3. File registration form in Manager’s file

10. Sex Offender Database Check

After completing enrollment paperwork, immediately check the Participant’s name against the National
Sex Offender Registry. Record completion on the SVWS Participant Registration form.
If result were positive, meaning a match was found, immediately inform the Program Manager.

11. Filing Registration Paperwork

The Program Manager will review all Participants Registrations prior to forms being put in the
Registration Binder. Staple all registration forms together (with SVWS Participants Registration Form on
top) and place in the Program Manager’s Inbox in the Registration Cart. Once reviewed, the Manager
will file the registration forms in the Registration Binder. Participants Registration packet includes:
SVWS Registration Form
Health History Form
Photocopy of ID or Authorization to check ID with LEOs
Print out of current photo
If Registration/Enrollment was not completed on-line, the overnight staff will enter data into HMIS by
morning.

Screening Criteria
Possession of weapons, drugs, alcohol
People in possession of these items are not allowed to stay at the shelter. If participant is currently
under the influence of drugs or alcohol, but can abide by shelter community guidelines, they can
stay. Pocket knives are to remain in backpack or other bag (not on person or visible). If you have
reason to suspect a participant is in possession of a contraband item, please alert the Program
Manager. If a bag search is required, the Program Manager will contact law enforcement to conduct
the search.
Unaccompanied Minors
Children are only allowed to stay in the congregate shelter on an emergency basis, for example we
are unable to place the family in a hotel immediately. All children under the age of 18 must be
accompanied by a parent or guardian when in the shelter.
As part of the intake process we confirm that all participants are adults or accompanied by their
parent or guardian. If an apparent youth tells you they don’t have I.D., but you suspect they are in
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fact a minor, then complete the intake, offer to help with any immediate needs (bathroom, food,
resting.) Immediately contact the Program Manager for further guidance.
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Registered Sex Offenders
The shelter is not an appropriate service provider for registered sex offenders. The staff will screen for
sex offender status during registration and check all participants against the state & national registry at
that time. As a further precaution, the Program Manager will keep a regularly updated list, with pictures
attached, of sex offenders in the community for review by shelter staff.
If during in-take a person discloses sex offender status or shows up on the registry, ask if they have
transportation to go to an appropriate shelter. The Resource Binder has an Emergency Shelter Referral
List, which has information for emergency shelters in Bellevue & Seattle that will serve sex offenders. If
the person does not have transportation, they can be allowed to stay the night, with close supervision,
and advised that they cannot return to the shelter after departure in the morning. This is done so that
registered sex offenders are not turned out into the neighborhood at night.
The Snoqualmie Police have been asked to be informed if a sex offender seeks shelter. As such, the
Program Manager will call the police to advise them of sex offender’s presence in the shelter. We do not
disclose the person’s name or PPI. If officers want more information, please direct them to the Executive
Director.
Any sex offender seeking shelter will be added to the banned list. Be sure to note in log so that the
Program Manager can add the person to the banned list.

Entering Daily Attendance
Each day, staff will enter Attendance in HMIS. See the King County End User Training Manual for more
information about how to enter attendance.

Bedding and Mat Management
Bedding
Each participant will be provided a fitted sheet (which must be used to help protect the mat), 1-2
blankets or 1 sleeping bag per week and pillow & case; soiled bedding can be replaced as often as
needed. Please double bag soiled bedding bags and label “soiled” to give other staff a heads-up. If
participant requests, an extra blanket can be provided. Participants make their beds each morning
(nothing fancy is required.) The participant will continue to use that bedding until the next laundry day.
While participants might have preferences for specific bedding, all bedding is reallocated on a first
come, first served basis after laundering each week.
Participants are not allowed to provide their own bedding, unless the Program Manager gives
permission (and notes exception on their intake.)
Storage and handling of used bedding
If at all possible, staff will avoid handling used bedding, but will, instead, direct the participant to deal
with their own bedding. When handling used bedding, staff will wear gloves and wear protective gowns
and ensure that bedding does not come in contact with their clothing.
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To help with separation, clean, unused bedding in individual bags is kept in a separate laundry cart; used
bedding awaiting laundry are stored in labeled wash bags that are cinched closed.
Laundry
Bedding and kitchen linens are washed on a weekly basis by our staff. Any soiled (bodily fluids) bedding
should be double bagged & labeled “SOILED”. On the morning of laundry, staff will bag up all kitchen
linens and place with used bedding. Staff will wash and return clean linens in clean bedding bags the
same day. Staff will put kitchen linens away and distribute clean bedding to participants.

Supplies for Participants
Due to limited storage space and our value of empowering our participants, the shelter provides only a
few basic supplies for participants. Many of our participants’ material needs can be met by partner
agencies. If a participant expresses a need for the following, direct them to ask at the registration desk if
supplies are available.
●

●

●

●

●
●

●
●

●

Metro Bus Passes – we have limited bus passes. We prioritize distribution based on necessity of
travel (for example medical appointment, court or work) and for travel outside of the Valley or
when the SVT bus is not running (Saturdays and holidays) Log distribution in Bus Pass Log.
Snoqualmie Valley Transit tickets - we pay ½ price for these tickets. Because participants can
ride the SVT Valley Shuttle bus for a suggested $1 donation (aka for free), we provide SVT tickets
only when a participant needs to access door-to-door service or needs to use the Ridge or
Monroe shuttle. Indicate on the Bus Pass Log if using door-to-door or Loop.
Shower Vouchers – we have a limited number of shower vouchers for the Si View Pool - these
should only be given to participants who can not shower at the shower trailer or YMCA. The
YMCA in Snoqualmie requires participants to bring photo ID every time.
Hygiene – we distribute hygiene supplies that are donated to the shelter. These usually include
soap, shampoo, shaving cream, razors, lotion, toothbrushes & paste, pads & tampons, and
deodorant. Participants can request from staff.
Gloves, hats, ponchos, socks, and underwear – we have a fluctuating supply of these items,
participants can request from staff.
Clothing – as a general rule, we do not distribute clothing at the shelter. However, we do keep
on hand several sets of sweats for people who come into the shelter without dry clothing.
Participants in need of clothing should talk with the Navigator or Case Manager.
Sack lunches and daytime snacks – if a participant will be away during the day, we supply our
participants with either a sack lunch or snacks.
Mobile Phone Charging – participants are welcome to charge mobile phones, as long as cords do
not present a tripping hazard and outlets are not overloaded. Participants are responsible for
the security of their phones.
Books, cards, etc. – occasionally we receive books & other small items that are distributed on a
first-come, first-served basis.
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●

Backpacks and coats – we do take donations of winter coats and backpacks. These are
distributed based on immediate need and availability. A limited supply is kept at the shelter and
participants can access a greater supply through the Navigator or Case Manager.

Storage of Participants’ Belongings
Due to limited on-site storage, participants must limit personal belongings to what can be stored in the
provided storage containers/lockers. Any belongings left in shelter will be placed in Lost & Found (write
date on blue tape and place on item or bag and label item.) Participants are not allowed to permanently
store personal belongings on their tv trays, beds, on the floor, or in the day room. Any personal items
found left in common areas will be placed in lost and found. Please log incidences of found items,
including participant’s name if known, so patterns of disregard for this rule can be addressed. Generally,
lost items are kept for 2 weeks, at which point the Program Manager will decide how the item will be
disposed of (trash, donate, Resource Center.)
From time to time, the Program Manager will make a limited exception to this rule. The exception will
be noted in the log & and on the participant’s registration form. The participant’s personal items will be
bagged, labeled with his or her name and a “hold until” date and placed in storage. If the date expires it
will be the Program Manager’s decision to place items in lost and found, dispose of items, or extend the
hold.

Medications
We never store or administer medications for participants. Participants are asked to store any personal
medications in their locker. The first aid kit has a limited supply of OTC medicines (aspirin, ibuprofen,
Benadryl). Staff will provide participants access to these medications, but will not advise on dosing other
than to read the directions. Participants are asked to complete a simple log sheet when they take any
OTC medications from shelter supplies.

Movies and Music in the Shelter
A large component of shelter’s mission is to provide a welcoming place to eat and sleep. In order to
build relationships with participants, we need to engage in conversation; and, then again sometimes,
people just want to relax and watch a movie.
R-rated movies/tv shows are not allowed. The movie/show should be appropriate for participants and
volunteers present that night - offensive language, sustained violence, and sex are never okay. If an
appropriate movie/show is not available, then no movie will be watched. The volume should be kept low
as to reduce interference with other participants’ conversation and rest.
On most nights the tv must be turned off by 10:00PM, even if the program isn’t over, in order to allow
participants to sleep. Participants can stream media on the Shelter’s Chromebooks, using headphones.
Movies will be shown on Fridays or Saturdays - but must be turned off by 11pm.
Music generally isn’t played in the shelter. Participants who listen to music on personal devices are
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asked to use headphones.
Staff is not allowed to use headphones at any time.

Families and Children
Supervision of Children
●
●
●

●
●

●
●

All children entering shelter will be accompanied by their parent(s) or legal guardian(s).
Children will be supervised their parent/guardian at all times. Parents/guardians are responsible
for whereabouts, behavior, and well-being of children.
Young children are not allowed to be in the bathroom, outside, in a car, or another area of the
shelter without being accompanied by a parent/guardian. Older children can be left
unsupervised, such as in the bathroom, at the parent or staff’s discretion.
Parents/guardians may “deputize” another participant to supervise their children for a short
period of time, but must stay on shelter property and must inform staff.
If a parent/guardian leaves the shelter via ambulance the child will be sent with the parent to
the hospital. If the child is left in the shelter, immediately call the Program Manager who will
contact law enforcement/CPS.
Children of any gender can sleep in either sleeping area with their parent.
Families with children will be given priority for separate sleeping areas if any are available.

Families/Couples Sleeping Arrangements
Separate sleeping areas are in short supply. Priority will be given to:
1. Parents with opposite gender older children, for example a father with a 10 year old daughter
2. All other parents with children
3. Couples without children
Opposite gender couples may share a dormitory, though they may have to share with an agreeable 3rd
person. Please ask couples if they would like a separate corner/end of the room. If a separate couples
room is unavailable, same gender couples will sleep in the same room as their identified gender.
A couple is defined as two adults who are a household in HMIS; meaning they are searching for housing
to move into together. If during registration two people register as a household, then staff will let them
know about alternate sleeping arrangements and the priorities for using the space, that access to
separate sleeping areas will change from night to night, and that there is no guarantee to access.

Animals in the Shelter
We need to ensure compliance with ADA rules regarding service animals, to determine the nature of
animal’s status (service or therapy/pet), communicate requirements & expectations of owners and
animals, and specify under what circumstances SVSS with exclude an animal from the premises.
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Policy
Snoqualmie Valley Shelter Services complies with ADA rules regarding public-access rights to individuals
who use service animals. We do not deny entrance to service animals. In order to better serve the
homeless community, we permit emotional-support animals and pets on a case-by-case basis.
Determining ADA Protection
Background:
When a person arrives seeking shelter with an animal we must determine if the animal is a service
animal, or a therapy animal or a pet. Only dogs (and some breeds of horses) are protected by the ADA. If
the animal is other than a dog or horse, skip ADA questions and continue to Emotional-support Animals.
Service dogs/horses are required to meet certain expectations or the animal can be excluded from the
premises:
● Service animals must be harnessed, leashed or tethered.
● These are working animals, not pets.
● A service animal is any animal that is individually trained to do work or perform tasks for the
person with a disability (such as Blind, deaf, wheelchair bound, seizures, medications, PTSD
calming).
● Must behave properly (no snarling/biting/accidents/etc.)
Procedure for determining animal’s status:
For a potential service animal, begin by asking the two questions below. Under the ADA, we are allowed
to ask only these two questions to determine if the animal is a service animal:
(1) Is the dog/horse a service animal required because of a disability?
Yes or No answer only. The owner does not have to specify the disability or provide documentation; we
cannot ask for specifics or require documentation.
If yes, ask the second question.
If no, determine if the dog is an emotional-support animal or pet (see below).
(2) What work or task has the dog been trained to perform?
The dog/horse must be trained for the specific disability. The owner cannot be asked to provide any
documentation regarding the service dog/horse, but is required to disclose what the dog/horse is
specifically trained to do for them.
If dog/horse is not trained to provide a specific task (turning on lights, pulling wheelchair, warning of
seizures, etc.), then determine if the dog/horse is an emotional support animal or pet (see below).
If dog/horse is trained to provide a specific task, then document specific tasks on owner’s intake, along
with the animal’s name, breed, sex, and color. Ask to take photo of animal to include with owner’s intake
(photo is not required.)
Emotional-support Animals
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Emotional-support animals and pets are any companion animal that is not covered under ADA. While
people with emotional-support animals or pets don’t have the same public-access rights as those with
service dogs/horses, SVSS will accommodate emotional-support animals and pets under certain
conditions. Emotional-support animals and pets will be approved on a case-by-case basis by the Program
Manager. A limited number of pet kennels are available, contact the Program Manager if a kennel is
needed.
Exclusion
SVSS will exclude any animal, including a service animal, from our facility when that animal's behavior
poses a direct threat to the health or safety of others. For example, any service animal that displays
vicious behavior towards other people or animals may be excluded. Each situation will be considered
individually. Although SVSS may exclude any animal that is out of control, the individual with a disability
or emotional need who uses an animal or pet owner will be given the option of continuing services
without having the animal on the premises.
Expectations of All Animals
●
●
●
●

be caged, harnessed, leashed or tethered (or in the case of Service Animals under voice control.)
be house-trained, wearing a “diaper” or continually kenneled
be free of fleas and generally clean (non-offensive smell)
not be aggressive or disturb other participants (excessive noise)

The owner must agree to
●
●
●
●

keep the animal with them at all times (unless animal can remain quietly kennelled)
clean up any mess their animal makes (inside and outside)
dispose of all feces in double plastic bags placed in outside garbage cans
provide all necessary care and supervision of animal

WHAT ABOUT OTHERS WHO ARE AFRAID OF OR ALLERGIC TO ANIMALS?
A fear of or minor allergy to dogs or other animals is not a disability, so management does not need to
“accommodate” in those situations. In rare cases, a person’s allergy may be so severe that animal
contact may cause respiratory distress. In those situations, the allergic person may also request an
accommodation, such as keeping the animal and the allergic person separate, as much as is possible or
alternate shelter accomodations.
SENSITIVITY AND AWARENESS
SVSS Management will ensure that staff is properly trained about service animal policies, including the
following rules –
● Allow a service animal to accompany owner at all times and everywhere in the shelter where
owner is allowed.
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●
●
●
●
●
●

Do not separate or attempt to separate a participant from the service animal.
Do not pet or talk to a service animal when it is working.
Do not feed a service animal.
Do not deliberately startle a service animal or make noises at the animal.
Be aware that many people with disabilities do not care to share personal details.
If other participants complain that they are not allowed pets and want to know why an
exception was made, staff will state that SVSS complies with the fair housing laws, and to speak
with the Program Manager regarding pets.

Communications
SVSS Management is responsible for maintaining communications with the community, both onsite and
prior to activation. Staff, paid or volunteer, do not have permission to speak publicly or on-the-record
about shelter operations or participants.
Key Communicators are the only people allowed to speak publicly, on-the-record about the shelter
operations or participants.

Channels of Communication
Staff
During each shift, the shelter staff will meet to review the log and discuss any issues. Additionally, in
order to provide consistent shelter operations, the entire staff will meet twice monthly to discuss
ongoing issues and for professional training. Staff meetings & trainings are mandatory, paid time on.
The Program Manager (or designate) is always on-call from 10PM to 8AM. If an issue arises during the
night, the Support Staff will consult each other about the situation and decide on a course of action,
erring on the side of caution when deciding to call for emergency services. If there is a disagreement on
how to precede, the Support Staff will call the Program Manager for guidance.
For non-urgent questions or concerns, staff can contact the Program Manager via email (not by phone
or text; please be considerate of Manager’s sleep schedule) or post a question in the Shelter Log. All
communication concerning potential issues with staff or volunteers needs to be brought, confidentially,
to the Program Manager. If the concern is regarding the Program Manager, contact the Executive
Director.
For building facilities emergencies staff should call the On-call Maintenance Contact for the facility. For
non-emergency facilities issues, please log the problem and the Program Manager will follow up with
the host site’s facilities manager.
For day-to-day communications the staff uses the Shelter Log to record information and to note any
unusual circumstances, minor or major incidents, noted patterns of antisocial behavior, disregard for
shelter norms, concerning health issues, or behaviors related to addictions or mental health.
Occasionally memos will be placed in the Operations Manual for all staff to read and initial.
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Community
In order to assess the impact of the shelter on the community and to keep the community informed
about shelter activities, the Key Communicators will maintain regular contact with the community
(neighbors, civil authorities, funders, etc.) through community meetings, press releases, social media,
reports, and websites. The community can get information and answers through contacting the Key
Communicators directly, attending community meetings and by visiting the shelter website and
Facebook. The Key Communicators are the Program Manager and Executive Director.
●
●
●

People with general questions regarding the shelter can contact the Program Manager.
For questions about donating food or meals please contact the Program Manager.
For questions about donating clothing or shelter supplies please contact the Program Manager.

Participants
All policies and rules will be accessible for every participant to review and discuss. They will be explained
during intake and participants will be given a copy of the Shelter Guidelines. Participants can also be
given the Program Manager’s contact information or ask to speak with the Program Manager. Shelter
“house meetings” will be held as needed, generally on a weekly basis. Staff may also contact a
participant via phone (using the Program Manager or Hosting Organization’s phone only) or by their
SVSS email account, if participant provided a cell phone number or email address. Under no
circumstances will staff intentionally or inadvertently share their personal phone or email addresses.
Media
No media representatives (reporters) will be allowed into the shelter without the previous approval of
the Executive Director. Should media representatives call or arrive at the shelter, staff and volunteers
will not provide any information in regards to the shelter or participants. This includes speculation on
how many people appear to be under the influence of drugs or have mental health issues, how many
incidents we have had, etc. Politely explain our policy and give them contact information for the
Executive Director so that they can make an appointment to visit the shelter.
In the event that the Executive Director allows the media into the shelter, care will be taken to ensure
participants’ privacy and dignity. Participants will be notified of the media representative’s presence in
the shelter. No pictures will be allowed to be taken by the media inside the shelter without the
Executive Director’s permission. All people who are photographed must first sign a photo release. The
Executive Director can provide images on request. Meal Volunteers can take pictures of themselves in
the kitchen area only, as long as no participants are included in the photo.
If individual participants choose to be interviewed by the media, please ask them to conduct their
interview outside, away from other participants of the shelter who may not wish to be interviewed,
photographed, or videotaped (even in the background.)
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Privacy and Confidentiality
Keeping participants’ information confidential is crucial. Disclosure of participants’ personal information
will be between staff members only. Any disclosure of information outside of the shelter staff will be at
the discretion of the Executive Director.
If authorities ask for personal information about a participant, staff will refer them to the Executive
Director. In the case where a participant is being transported by ambulance, copy their health history
and give to first responders.
Staff needing to discuss or process an incident that happened in the shelter or a participant’s story, will
debrief with another staff member. Maintain the circle of trust and confidentiality.
Be aware of surroundings
Conducting a private conversation can be difficult to manage in a shelter setting – there aren’t a lot of
private spaces and it’s a busy space. When discussing sensitive or private information with other staff or
participants, please do it quietly. If possible, use a room or corner away from the other participants.
Beware of intruding on private conversations – look for body language or simply ask if you can join the
conversation. If your private conversation is interrupted by another staff member or participant, stop
talking and ask if their concern is urgent. Tell them that you will find them when your conversation is
done. You may have to be direct and ask for privacy, “We’re in the middle of a private conversation; I’ll
come find you in 10 minutes.”
Social Media
Staff and volunteers are not allowed to post identifying (or partially identifying, like the back of
someone’s head) or sensitive information about participants, coworkers, or shelter situations on any
social media site, such as Facebook or Instagram. This is a breach in confidentiality. Assume that
community members and participants are reading the posts, so please avoid public discussion of the
shelter or participants. It is acceptable to share your emotional reaction to your work, such as “I had a
great night in the shelter” or “I got to witness some amazing transformations this season” or “What an
exhausting night. I’m going to bed!” without going into any detail. If a friend probes for more details,
you can explain about confidentiality or just say “It’s not my story to share.” We also encourage you to
“like” our Facebook page and share our posts on your wall. This is a great way to connect our shelter
with social media without accidentally breaching confidentiality.
Images of Participants
Do not take photos of participants (except for intake photo) Photographs must never be shared outside
of the shelter electronically, including cell phone photos, Facebook postings, and emails. Ensure that
volunteers or other visitors are not taking pictures that include shelter participants, even if participant is
in the background. This is a serious concern to victims of domestic violence and violates all participants’
privacy. Volunteers are allowed to photograph themselves in the kitchen area, provided no participants
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are present. If there is a need for photos representing participants, please ask the Executive Director for
assistance.
Protect Confidential Information
●
●
●
●
●
●
●

Close all shelter notebooks when not being actively used
Minimize computer programs when not in use
Place all notebooks & computer in drawers when not in use, or if no staff is at registration
Cover or flip over the sign-in sheet from non-staff view. Only the Executive Director can show a
sign-in sheet to police, etc.
Immediately file paperwork or store in drawer for later filing
Shield computer screen when accessing data files
Don’t not share passwords without permission of the Program Manager or Executive Director.

Meeting Participants Outside of Shelter
If you come across a participant in public, do not call the participant by name or approach them. It’s ok
to smile or nod, but any further contact should be initiated by the participant. If someone asks you how
you know a participant, you should simply say something like, “I know him from seeing him around
town.” Never disclose that the person is known to you in relationship to the shelter. If participant does
initiate conversation, remember to maintain confidentiality. If conversation topic is not appropriate for a
public setting ask the participant if you can discuss it later, at the shelter.
Self-Disclosure
In general, it is best to not share too much about yourself. If you are feeling like sharing, always ask
yourself:
●
●
●

“Why do I want to share in this moment?”
“How could my sharing impact the participant I am sharing with?”
“Would I be upset if it was shared with others?”

It is also important to keep the conversation focused on our participants and not give too many details
about our personal lives. Often, we can share that we understand another without having to bring our
own story into the conversation.

Shelter Log Guidelines
The shelter log is the confidential internal log that is accessed only by SVSS Staff. Never share the
password with anyone and don’t allow any unauthorized people to view the logs or have access to the
logs. Do not save password on a shared, personal computer or an unlocked cell phone.
The purpose of the Shelter Log is to pass on any special information from shift to shift, as well as a short
summary of incidents. Never “sit on” information - we function as a team and it is important to share
information in this manner. Separate Bed Logs are also used to collect nightly data.
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What to Log:
● Minor incidents, like arguments or aggressive behavior
● Verbal warnings
● Incident Report summary (file original in Incident Binder & attach copy in participant’s in-take)
● Relational dynamics between participants
● Intoxication or signs of drug use
● Hygiene issues and how they impact the shelter environment or other participants
● Medical issues
● Mental health issues and impact on shelter environment
● Any exceptions granted (accidentally or intentionally)
● Safety checks or visits by police officers (include names of officers & time), get card if possible
● Concerns about the wellbeing of a participant
● Brief participant successes (Bob got a job!)
What not to Log:
● Personal information (“My daughter’s out on her first date tonight and I’m so nervous!”)
● Participants concerns regarding another staff/volunteer; instead email the Program Manager
immediately. If it feels like an emergency situation, call the Program Manager. Never sit on this
information - we don’t want small problems to grow large.
● Insignificant details or information pertaining only to the current shift – the evening’s meal, the
weather, wake up requests
How to Write Log Entry
● Include who, what, when, where and time of actions/activities involving staff, participants,
volunteers, hosting location members, and any outside agency, such as the police.
● Log observations (not assumptions) and staff’s response.
● Keep entries concise and to the point, but don’t over use abbreviations.
● When providing answers to previous questions or providing more information about a
participant/situation, create a new log entry, referring to the date & staff member who wrote
the original entry.
● Maintain professionalism and respect for other staff, volunteers, and participants.

Incident Records
The Incident Log contains Incident Reports and Trespass Notices.
An Incident Report needs to be completed when:
●
●
●
●
●

9-1-1 called for Police, Fire, or EMTs
Major injuries or illnesses
Volunteer insubordination
Suicide or homicide ideations
Major conflicts
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●

Threats or acts of violence

After any of the above events, the incident needs to be documented in detail using the Incident Report
Form. After completing the form, make a copy - the original is added to Incident Log and the copy is
attached to the participant’s in-take forms. Make a note in the Shelter Log that report has been
completed and filed in Incident Log. All staff are responsible for reviewing all Incident Reports.
When emergency response services are involved, it is very important to document the full name and
contact information of the officer who responds to the call. A simple way to capture this information is
to ask the officer for their business card. In cases when police are contacted, we also need to get the
incident number.
The Program Manager needs to be contacted immediately after every incident, if not already aware of
the situation. The Program Manager will then convey pertinent information to the Hosting
Organization’s Liaison.

Interactions with Hosting Organizations, Volunteers, and Donors

Donations
From time to time, community members will drop off donations of clothing, food, etc. Staff will need to
screen the donation for appropriateness for the shelter. This needs to be done with great tact in order
to avoid any hurt feelings, while guarding against storage area chaos.
Before accepting any donation, please ask the donor to review the “Approved Donations” list below to
see if their donation meets our current needs.
If the items being donated are not on the Pre-Approved Donations List:
1. Thank the donor for their generosity and thoughtfulness.
2. Explain our situation: we have extremely limited storage space and that our participants receive
year-round assistance with such needs from other service providers.
If the items being donated are on the Pre-Approved Donations List:
1. Thank donor for their generosity and provide them with a donation tax receipt if desired.
2. “Receipt of Charitable Donation” Complete the donations form & sign. Give the donor the
yellow copy, file the white copy in the Program Manager’s inbox.
3. Store donated items in storage area to be put away during housekeeping.
Unaccompanied or Unsolicited Donations:
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On occasion a donation will have been left in the building during off hours or a donor might “drop and
dash” during a busy time for staff. If such donated items aren’t on the list below, please place the items
in a plastic bag label “unsolicited donation” and place in the storage area. Make a note in the Shelter Log
so that the Program Manager can inspect and approve the donation.

Pre-Approved Donations
●
●
●
●

●
●
●
●

Socks, new underwear, gloves, hats, ponchos, sweatpants and sweatshirts, jeans and casual
shirts, winter coats & jackets, winter shoes & boots.
Bus passes, flashlights & batteries
First aid supplies, exam gloves, new nail clippers, new nail files, antifungal cream, ear plugs
Food: soft cereal bars, protein bars, water bottles, fruit & pudding snack packs, sandwich fixings,
non-perishable snacks and fruit, baked goods (non perishable food, leftovers from events, no
expired food)
Hygiene supplies: toilet paper, tissues, razors & shaving cream, antiperspirant, chapstick,
toiletries, pads/tampons
Shelter supplies: Ziploc bags (all sizes), garbage bags, plastic wrap, coffee cups, napkins, lunch
sacks, bleach, laundry detergent, pens, notepads, tape, printer paper
Shelter beverages: coffee, cocoa, sugar & substitutes, milk, juice, drink mixes
Twin or full-sized blankets & sleeping bags (no pillows)

Volunteers
Supervision
Staff will supervise volunteers to ensure that all policies and procedures are followed consistently (see
“Boundaries”.)
SVSS Staff have the ultimate responsibility for safe and efficient operation of the shelter program. All
people in the designated shelter space (including members of Hosting Organization) are under the
authority of shelter policies and procedures and need to follow staff directions during operating hours.
Hiring & Training
All on-site volunteers are interviewed and hired by the Program Manager and will need to complete
volunteer training prior to working in the shelter. An exception to this rule is made for meal volunteers
and the Laundry Angels.
Minor Volunteers
All minors who are volunteering in the shelter (including serving dinner) must be accompanied by a
responsible adult who will supervise the child at all times. There are no lower age limits for volunteers. If
you have concerns about a particular volunteer of any age, please let the Program Manager know.
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Staff Interaction with Volunteers
●
●
●

●

Volunteers are part of our team! Greet volunteers warmly when they arrive. Provide volunteers
with name tags.
Let them know who you are and that you are happy to answer any questions they may have
about the shelter.
Correct gently – If a volunteer asks/begins to do something that violates policy or procedures,
assume good intent. Correction should be given in private and, of course, we always want to be
kind & respectful. Oftentimes, a little education about shelter environments will help with
volunteer understand the need for correction. Note the correction in the log.
If Volunteer ignores the direction of staff, the Program Manager must be informed immediately
and will take over from there.

Note re: Dinner Volunteers
When dinner arrives, remember to have the donor fill out a Receipt of Charitable Donation (see above)
so that we can send them a thank you and track the community’s support of the shelter. The donor may
also want a receipt for tax purposes.

Maintaining Cordial Relationship with Hosting Organizations
We are indebted to our hosts – simply put, we could not do our work without them. We also want to
live into our values in our interactions with hosts and in the use of their facilities.
We show respect by adhering to the Memorandum of Understanding signed by each Hosting
Organization and SVSS. A copy of the MOU for each of the shelter sites is located in the appendix of the
Shelter Handbook kept at the registration desk. The MOU varies slightly from location to location.
Of particular importance is the designated shelter space. Hosts grant us use of specific spaces within the
building. We do not have permission to improvise use of space.
The only time staff is allowed in non-designated parts of the building is when conducting safety checks
(to ensure no participants have trespassed and to look for unsafe conditions) and when conducting the
final walk-through (to ensure all participants have left the building.)
Avoid “borrowing” host’s food or condiments, paper products, equipment, etc. Log any instances where
borrowing was unavoidable.
If a volunteer accidently uses equipment or food that is not for shelter use, please make a note in the
log and the Program Manager will follow up with our host contact.
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Role of Religion in the Shelter
Many people who are called to this type of work are deeply connected to a faith or belief system that
gives them the vision, passion and energy to serve at the shelter. Staying connected to this source is
valuable and important, as something that provides inspiration and fuel for this work. How those beliefs
and faith are lived out is crucial to the non-judgmental, open acceptance offered to the participants who
use the shelter services.
In accordance with the First Amendment of the United States of America, Article 1, Section 11 of the
Washington State Constitution, and separation of church and state principles, SVSS funding may not be
used for religious activities.
· SVSS shall not engage in inherently religious activities, such as worship, religious instruction or
proselytization. Any religious activities must be offered separately, in time and location, from the
programs operations, and participation must be voluntary for participants.
· SVSS shall not discriminate against a participant or prospective participant on the basis of religion or
religious belief or affiliation.
Staff and volunteers will not quote scripture verses, read from the Bible (or other faith books) or
evangelize. Conversations about God will not be initiated by staff or volunteers. If a participant starts
sharing thoughts and feeling around faith issues, it is best to listen and ask good questions instead of
giving them your “answers.”
Spiritually-based movies or music are not played in the shelter, as participants who don’t want to
participate can’t leave the environment.
The goal is for everyone to feel accepted and comfortable at the shelter. Sharing the Gospel or other
faiths with participants not only breaks the law, but can make participants feel very uncomfortable.
Often when staff or volunteers share their faith with words, participants can interpret this as having an
agenda and cause them to feel like they won’t be accepted unless they believe a certain way, or pretend
to believe a certain way. Though it is not the intention, such sharing in the shelter environment can feel
coercive to participants.
Blessing a meal by volunteers is permissible, if:
●

The prayer is ecumenical and focused on the blessing of the food and community (not on
salvation or redemption)
● Participants are free to participate or not as they choose
● There is no expectation or requirement for silence during the blessing (no waiting for the room
to quiet)
With our policies and procedures, and how we live them out, we want to send the message that
everyone is welcome in the shelter.
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Health and Safety

Food Service Guidelines
In order to ensure the wellbeing of the participants we serve, please strictly observe the following food
safety guidelines. All Shelter Staff shall have a current Food Worker’s Card (Food Handler’s Permit)
issued by Public Health. Staff, Volunteers, and Participants are required to follow these guidelines.
General Kitchen Guidelines
● Wash hands when entering the kitchen and frequently when work working in the kitchen.
Remind others to wash their hands, too.
● Use paper towels and cloth wash rags only. Do not use sponges, or cloth towels for drying
hands. Cloth dish towels can be used under air-drying dishes to catch drips, do not use towels to
dry dishes.
● Anyone who is ill (coughing or stomach upset) is not allowed in the kitchen.
Arrival of Prepared Meals
● Ask volunteers to wash hands immediately.
● Check temperature of food on arrival (danger zone is 40-140 degrees).
● Put hot food in warm oven to stay warm until serving or to raise temperature to 160 degrees.
● If prepared cold dishes are not in a cooler, place in refrigerator until serving.
● Ask if counters & tables have been bleached, if not, please wipe down counters & sink taps with
bleach solution & rag. Surfaces should be damp & allowed to air dry.
Preparation for serving
● Consider dividing prepared dishes into small serving dishes so that portions of the meal can be
kept at safe temperatures during service. Any prepared food that has been out for service
(including transportation) for more than 2 hours must be thrown away. Keeping the majority of
the food at a continual safe temperature (under 40 or over 140) will allow us to use leftovers.
● Ensure that there are at least 30 sets of eating utensils wrapped in napkins, if time allows
● Put out water, milk, juice, coffee, creamer, sugar, & cocoa and paper cups on a self-serve table
in the dining room.
● Place garbage can & dirty-dish tub in dining room so participants can bus their own tables.
● Place bottles of hand sanitizer on counter for participants’ use.
Food Service
● Servers wear gloves or use serving utensils such as ladles & tongs to serve the food. Servers
should never touch food with bare hands.
● Food will be dished out by servers: no self-service of food by anyone, including staff. Servers
hold plates while dishing out and hand filled plate to participant or staff.
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●

●
●

Condiments will be placed in bowls and jars/containers returned to the refrigerator. Butter or
margarine should also be placed on a plate. Any condiments remaining in the serving dishes
after dinner service will be thrown away. The exception is bottled, pourable condiments, like
ketchup or salad dressing.
Encourage everyone who is eating (participants & staff) to use hand sanitizer while plate is being
prepared.
Any participant who is coughing/sneezing should be served at their seat and not allowed to
stand in line.

Storing Leftover Food
● Any prepared food that has been out of the refrigerator or oven for more than 2 hours (counting
from the time the food left the volunteer’s kitchen) must be thrown away.
● Leftovers should be placed in shallow containers, labeled with date, and placed in the
refrigerator as soon as possible. Cooled left-overs can also be placed in the freezer (please label
contents) or taken to Resource Center on M, Th, or F.
● Any refrigerated leftovers older than 3 days must be thrown out. Please try to use earliest dated
food first.
Clean up
● Unless using a dishwasher, use the 3 Sink Method for washing dishes & utensils. The 2 Sink
Method may be used for pots, pans & serving dishes. See sign above the sink or appendix. Allow
dishes to air dry - do not dry with cloth towels. Shelter Support Staff will put away dishes when
dry.
● Use bleach solution to wipe down counters, taps, & tables. (See Using Bleach to Sanitize)

Bed Log
The Bed Log is a drawing of how the mats were placed in the shelter on a given night and who slept on
the mat.
The purpose of the Bed Log is to be able to reconstruct who was sleeping next to a person who is later
identified as having been contagious with a serious disease (for example, a person whose latent TB
becomes active TB.) In cases where the Health Department needs to make contact with all persons who
were exposed, they will want to start with people who were physically closest to the infected individual.
On the back of the sign-in sheet, sketch the layout of the beds for the entire shelter (all rooms where
people are sleeping, label rooms.)
Label the beds with participant’s first and last names.
Double-check that all participants who are signed in for the night are on the Bed Log
The Bed Log is a confidential document.
(30

Using Bleach to Sanitize
Bleach solution needs to be made fresh every day – the bleach starts to degrade after 4 hours. Hot
water degrades bleach, use only cool water. Make up new bleach solution every evening. Dump out
bleach solutions after each shift.
Note that bleach does not clean dirt – so it may be necessary to clean surfaces with soap first, then
sanitize with bleach.
The following two bleach-and-water solution strengths are recommended by the CDC:
Strong Bleach Solution: Use for sanitizing kitchen, bathrooms, & mats
●
●

¼ cup of bleach to 1 gallon of cool water OR 1 tablespoon of bleach to 1 quart of cool water (add
the bleach to the water in either case).
Minimum contact time: 2 minutes (air dry preferred)

Weak Bleach Solution: Use for dishes as final rinse
●
●

1 tablespoon bleach + 1 gallon of cool water
Minimum contact time: 1 minute (air dry)

Universal Precautions
AKA: cleaning up the icky stuff
When you provide First Aid or when you clean an area or handle any items soiled with blood or bodily
fluids (urine, vomit, blood, feces, semen, snot) please take precautions to protect yourself and others
from infection. Always follow these simple steps when you clean up after blood/body fluids spills:
Equipment
1. Paper towels
2. Plastic garbage bags
3. Disinfectant (bleach 1:9 dilution)
4. Mop & mop bucket
5. Spray bottle
6. Latex gloves, eye/face protection & disposable gown/apron
7. Kitty Litter (for big spills)
Procedure
Spill cleanup materials are located in the kitchen along with a copy of this document.
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Put on protective gear. If it is possible that blood or bodily fluids may spray or splatter, wear protective
eye covering (plastic goggles). Put on latex gloves. If there is a possibility that your clothing may become
soiled, put on a protective gown (or improvise with large trash bag) or change clothes immediately.
Keep the scene clear of people.
Gather Equipment. Get a bucket or spray bottle, bleach, and paper towels or a mop to clean the floor
and other areas. If the area is large, put ¼ cup bleach in a gallon of cool water (hot water destroys the
bleach). Spray the area with this solution. If the area to be cleaned is small, you can make a solution of
bleach and cool water in a quart spray bottle. Use 1 teaspoon of bleach per quart. This bleach solution
must be discarded after 4 hours. It is recommended that a fresh solution be mixed up every time it is
needed.
Clean. Blot up as much of the spill and the bleach solution as possible with paper towels. If there is a
large volume spills or vomit, use kitty litter to absorb. Dispose of these materials in a plastic garbage
bag.
If you used a mop, rinse the mop in bleach solution and allow it to dry. Dump the leftover solution down
the toilet. DO NOT use a sink that is normally used for food preparation.
Disposal. Pick up any soiled debris (clothing, bedding, towels) and place in a garbage bag to be washed
and label "Soiled”. If you are finished cleaning, remove your protective gear and gloves and put them in
the garbage bag. Tie off the garbage bag and place it in the regular trash. Only very large spills need to
be placed in special biohazard bags and disposed of by an approved facility.
Wash your hands thoroughly.
Re-stock the clean-up kit. If you have had significant exposure to bodily fluid (needle stick or contact
with mucous membrane or non intact skin) contact a supervisor immediately.
Adapted from: Blood/Bodily Fluids Clean-Up Protocol / Developed by Health Care for the Homeless, Public Health – Seattle & King County

Participants’ Health
When dealing with wounds or clean-up of any bodily fluids, Universal Precautions will be followed by
staff, volunteers, and participants. (See “Universal Precautions”) The protocol is posted in the kitchen.
Be sure to note on the shift flowsheet if any supplies need to be replenished.
Apparent Communicable Diseases
If a participant exhibits overt communicable illness/disease symptoms identified by Public Health
Seattle-King County (e.g., H1N1 influenza, Pertussis), the participant should be issued a mask and
directed to use hand sanitizers and hand washing sinks. Some separation of the participant may be
necessary, but masks and other measures will aid in lowering transmission risk. Counsel participant to
seeking medical treatment and help participant access services.
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Minor Injury
A first aid kit is located in the kitchen. Supply the participant with necessary items and assist as needed.
It is fine to give participants a small amount of supplies for daytime use. If antibiotic ointment, or other
preparation is being used, squeeze a small amount onto a paper towel. In order to avoid crosscontamination, never apply directly to skin/finger tip from tube or jar. Be sure to disinfect area where
care was administered.
Minor Illness
If the illness is not serious, keep the participant comfortable until morning. Isolate the participant as
much as possible to avoid spread of illness. If participant is coughing or sneezing excessively, provide
participant with a mask & tissues and encourage frequent hand washing. Ice packs, cough drops and
pain relievers may be available in the first aid kit. A thermometer (use with probe covers) is in the first
aid kit.
Serious Injury or Illness
Call 911 if a participant or staff should become seriously injured or ill. As soon as possible after calling
911, contact the Program Manager. Take notes during episode to help when completing the Incident
Report later.
While a participant can refuse to be treated by EMTs or refuse to be transported to the hospital,
participants cannot veto calling 911 - this is a judgment call for staff to make.
EMTs can best assess the need for immediate medical attention. In some situations, it is possible for
EMTs to stabilize injuries on-site and for the participant to then seek further medical attention in the
morning. If EMTs recommend transfer to hospital and participant refuses, EMTs may contact the police.
Contact the Program Manager immediately.

Transfer to Hospital from Shelter
Staff are generally not allowed to drive participants to the hospital. During shelter hours two staff
members must be on site.
Provide emergency services with a copy of the participant’s emergency information (not entire
registration form).
Participants Belongings
Ensure that the participant takes all necessary belongings and documents in the ambulance, as it is
unknown when the participant will return to shelter. The participant may have need of their belongings
during hospital stay or after discharge.
The Program Manager will determine if remaining belongings should be left in place or stored for the
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time being. The Program Manager or other designated staff may take belongings to the participant in
the hospital.
Send Minor Children
If participant has minor children in the shelter, inform the EMTs/Fire Department, who will make the
decision to either transport the child with the parent or to call Law Enforcement to take the child into
protective custody and transfer to CPS. We cannot allow another, non-custodial adult, to take charge of
the child - no babysitting when parents are off site.
Returning to Shelter
When released from the hospital, the Program Manager will work with the hospital staff to assist with
transportation back to the shelter if appropriate. For this reason, be sure to provide EMTs and the
participant with the Program Manager’s contact information.
Participants with suspected COVID can return to the shelter after they receive a negative test result, or if
positive for COVID, after public health guidelines allow.

Emergency Planning
Fire Prevention
● The Program Manager will test fire alarms weekly and immediately replace batteries if
necessary. Testing will be noted in the Emergency Plan log.
● Smoking will only be allowed in a designated, outdoor space. Staff will provide ash cans and will
monitor the area frequently.
● Staff will not leave food cooking unattended.
● Open flames are not permitted in the shelter
● Electrical circuits will not be overloaded.
Fire Escape Training
● Staff will remind participants of building evacuation routes and meeting place weekly during
shelter meetings
● Program Manager will contact monthly fire drills with staff and participants participating. These
drills will be logged in the Emergency Plan log.
Fire Escape Plan
● If you see or smell a fire, leave the building immediately and tell others to leave
● If you hear fire alarm, immediately leave the building, either through doors and windows
● Call 911; then Executive Director
● Staff at registration desk will take sign-in sheet, bed log, and in-take binders
● Meet at assembly point
● Account for all staff, participants, and volunteers - inform fire department of any missing people
Plan Maintenance
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●

Program Manager will review or update Fire safety and evacuation plans annually or as
necessitated by changes in shelter location. A copy of the current Fire Safety and Evacuations
Plan will be kept in the Emergency Plan log.

Emergency Evacuation Drills
Records of emergency evacuation drills will be noted in Log and include:
●
●
●
●
●
●
●
●
●

Identity of the person conducting the drill.
Date and time of the drill.
Notification method used.
Staff members participating.
Number of participants and volunteers participating.
Any special conditions simulated.
Problems encountered and corrective actions taken.
Weather conditions when occupants evacuated
Total time to clear building

De-Escalation
There is nothing magical about talking someone down. You are transferring your sense of calm
respectfulness, clear limit setting to the agitated person in hope that they actually wish to respond
positively to your respectful attention. – Mary Witteried, LCPC
Background
Our participants spend the majority of their time being dismissed by society so they may approach you
already anticipating that you will dismiss them and treat them disrespectfully. They will then act in a way
that will make you want to dismiss them. We use de-escalation techniques to help an agitated or
aggressive person to calm and not continue to escalate the situation. De-escalation techniques are
abnormal – our natural response to threatening situations is to freeze, fight, or flee; none of which are
options in the shelter.
It is important to remember that an enraged person is not going to be able to reason – the logical part of
their brain is disengaged. We want to work to re-engage the thinking brain in order to address the
underlying cause of the behavior. The first and most important task is to decrease the level of arousal so
that discussion is possible.
Consider safety
●
●
●
●

If there is heightened tension between participants, first separate them and then find out about
the problem
Avoid audiences – as an audience may escalate the situation
Allow the person and yourself adequate personal space
Move towards a ‘safer place’, i.e. avoid being trapped in a corner
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●

Continually assess the situation for imminent violence

Control yourself
●
●
●
●

Take a deep breath to help calm your own nervous system
Appear calm, centered, and self-assured (fake it if you have to!) Expression of anxiety will
heighten the participant’s anxiety, which can escalate the situation.
Use a calm, low monotonous voice. Our natural tendency under stress is to have a tight, highpitched voice.
Physical stance: be on the same eye level, increase personal space, don’t stare or hold eye
contact, keep hands open and visible (no pointing or shaking), stand with one foot slightly
forward and weight evenly balanced.

The de-escalation discussion
●
●
●
●
●
●
●
●
●

●
●
●
●

Use simple, clear language. Speak slowly, gently, and clearly. Give clear, brief, assertive
instructions, negotiate options and avoid threats.
Don’t react. Don’t get loud or yell over a screaming person. Wait until they take a breath and
then talk.
Address the participant by name – this can be grounding.
Actively listen, reflecting back what you heard them say. Always try to listen for what they need,
even when they are being aggressive and contentious
Respond selectively – answer only informational questions (even if asked rudely); do not
answer abusive questions (e.g.; “Why are you such an ass?”)
Explain limits and rules in an authoritative, firm, always respectful way. Let the institution take
the fall (“I’d love to let you take a sleeping bag with you, but it isn’t allowed.”)
Give choices where possible. Ask if the participant wants to continue discussion calmly or if they
would like to stop and talk later. Be sure to follow through.
Empathize with feelings, not behaviors. “I understand that you are angry, but it is not ok for you
to threaten me or others.”
Encourage reasoning by the use of open questions and enquire about the reason for the
aggression. Don’t ask how they are feeling or interpret feelings. Remember you are trying to
engage the cognitive mind. “Help me understand what you are saying to me.” “What has caused
you to feel angry?”
Reflect on what they need and decide if you can give it to them.
If you can’t meet their request, respectfully let them know that what they are asking for is not
possible. Empathize with them about this.
If you can meet their request, let them know when and how you will meet it.
Give the participant an out. “Do you want to take a break and get something to eat?”
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Keeping the Peace
Alarming Behaviors
Keep an eye out for participants who may be taking a special interest in other participants or volunteers,
who may be hyper-focusing on one person. If a participant or volunteer is being overly nice or looking at
one person a lot or, if someone appears angry and is focusing on one person, note this in the log.
If you feel like someone is taking a special interest in you, it is always a good idea to inform other staff
just to make sure they are observing any interactions that may seem out of the ordinary.
Conflict
When conflict arises, it is crucial that you quickly assess the situation and take control immediately.
Don’t wait to see if things will calm down. Participants may become escalated, but they will calm down
because you have taken the time to listen and respect them. It is important to not take any verbal
attack personally. It is not about you. Stay calm and always try to stay open to hearing what the
participant wants or needs in this moment.
Active listening
One of the most important ways to build trust, demonstrate respect and act with compassion is to
actively listen to participants. Whether you are registering a new participant, hearing them share a part
of their day or dealing with a disruptive participant, treat them with respect and dignity.
Give your full attention to participants when they are communicating with you. If you don’t have a lot of
time to devote to them then you need to respectfully let them know you don’t have the time to listen to
them at this time and honestly let them know if you will have time later or not. If you tell a participant
you will do something, it is important that you do it: If you say you will find them later to talk, make sure
you do this. If you tell them you will get them something, make sure you get it. If you forget,
acknowledge that you have forgotten and apologize for the mistake.
Imminent Violence
If violence seems imminent, alert your co-workers to the situation and do what you can to calm the
participant down and if you can’t get the participant away from others, quickly get everybody else away
from the participant. If violence is threatened or does occur, do not put yourself in harm’s way. Make
sure the participants, staff, and volunteers are as safe as possible and call the police immediately.
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Calling 9-1-1
Call 9-1-1 not only to report a life-threatening or potentially-dangerous situation requiring police,
medical or fire emergency assistance, but also to contact the police for non-emergency situations, such
as to request a trespass order.
Examples of when to call 9-1-1:
●
●
●
●
●

To help someone with a serious injury or illness
Break-in or suspicious behavior of someone on the property
Smell of smoke or if you see fire
People are fighting or hurting each other
Someone is being threatened, beaten, or robbed

WHAT TO SAY WHEN YOU CALL:
●
●
●
●

Tell the operator if you have an emergency or non-emergency & what service you require –
police, ambulance, fire
Identify yourself
Identify your location: address, phone number
Do not hang up until the operator tells you that you should; they may have more questions.

If you call 9-1-1 accidentally, don’t hang up! Explain what happened to the 9-1-1 operator.
During community-wide emergencies, telephone services may become overloaded. You can help keep
service available for those who need it most by making only calls that are critical during these times.

Police Interaction Inside Shelter
Relationship Building
Staff will foster a professional and cordial relationship with the police. Officers may periodically visit the
shelter to ensure the safety of participants & staff and to build relationships. Note in Shelter Log when
police are present (including officers’ names), and if there are any concerns, immediately contact the
Program Manager or Executive Director.
Official Business
If the police are looking for a specific person (suspect, witness, etc.), we offer to assist officers by
locating or contacting the person in question. If the police are asking to see the entire participant sign-in
form, have the Executive Director respond and deal with the request. Advise the police that they are the
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only staff members who are allowed to share the information and that they have been contacted to
help.
Staff will cooperate and follow the lead of police during arrests or questioning.
If possible, offer a separate room for the officers to conduct their business. If the police prefer to deal
with the participant directly, allow them to do so at their discretion. The safety of the participant, other
participants, staff and officers are all considered during these contacts – while it may be disruptive to
arrest in the main room, it may be much safer than other alternatives. Document all such interactions
with the police on the Incident Report and Shelter Log.
Trespassing
If staff calls the police to remove a person who has been trespassed from the shelter, remember that
copies of the citations (e.g., Trespass Notices are kept in the Incident Binder.) The police will need to see
a copy of the citation to remove someone for trespassing.

Banning and Nights-Out
Because of our participants’ vulnerability to weather, restricting a participant from the shelter should
never be done lightly.
When considering whether to ban a participant or withdraw services for a period of time (“night out”),
we always remember that we are a life-saving shelter above anything else. As such, we always want to
give a participant time during the day to figure out other arrangements for the next night. Notify the
participant of disciplinary action in the morning. After registering for the night, a participant will only
leave the shelter if they are removed by the police, are transported to ER, or voluntarily break the
shelter curfew.
Authority to Ban
The authority to ban resides with the Program Manager. In an emergency situation, when police are
needed to remove a participant or a participant leaves during curfew, please try to let the participant
know that they will need to speak to the Program Manager before services will be continued. At this
point the participant is not officially banned - the Program Manager will decide on any consequences.
Disruptive Behavior
If a participant is substantially disrupting the shelter or neighborhood, consult with the Program
Manager. The participant may be asked to leave immediately if they have a car, and can safely drive,
otherwise we want to do all we can to calm the participant. If de-escalation tactics & warnings aren’t
working and the participant continues to defy staff’s directions, call the Program Manager. If the
participant threatens violence or becomes violent, call 911.
Habitual Disregard for Shelter
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If a participant is a habitual rule breaker, please consult with the Program Manager to counsel the
participant. Be sure to log concerning behavior, even if no consequences resulted - a pattern of
disregard needs to be documented and addressed. Staff can always let the participant know that there
may be delayed consequences. Do this in a respectful way and use your de-escalation training if
necessary.
It is sometimes necessary to ban participants for repeated disregard for the shelter community or
neighborhood. In these cases, participants can be given a “night-out” (or even several nights-out) to
allow time for reflection and to re-establish adherence to the guidelines.
Delivery of Ban
Staff may be directed by the Program Manager to deliver a ban in the morning. This is done to avoid
sending a participant outside at night, who could potentially be harmed through exposure or be
disruptive in the neighborhood. Never negotiate or make any promises when delivering a ban.
Complete as much of the “Warning Form” as is possible prior to delivering the ban. Record Participant’s
response to the ban on the form. When banning a participant, we always provide the participant with a
resource list of emergency shelters and 2 bus passes if available.
The original copy is attached to the participants intake and the copy is given to the participant.

Involuntary Discharge Appeal
In some cases, the Shelter may require a participant to be discharged on an involuntary emergency
basis. The Program Manager must approve the decision to ask a participant to leave. Employees have an
obligation to assist such participants in linking to other appropriate services prior to leaving the shelter.
This may include, among other things, making referrals or providing the participants with resources to
self refer. Staff should always remain non-judgmental in their approach to the participant. Be honest
with the participant about why they are being asked to leave.
The participant may react angrily to the involuntary discharge and staff may be the target of that anger.
If there are concerns that this may happen, staff should ensure that they are not alone during the
process.
Appeal Process
If a participant expresses a concern or makes a complaint concerning their involuntary discharge, they
can take the following steps:
1. The participant should discuss the matter fully with the Program Manager, who will make a decision
on any corrective action required within the boundaries of their authority. The Manager will notify the
Executive Director of the participant’s concerns in writing and the action taken.
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2. If the participant is still unsatisfied with the outcome, the participant may submit a request for
intervention to the Executive Director, who will acknowledge receipt within two business days. The
Executive Director will take any corrective action required within five days and inform the participant, in
writing, of the resolution.
3. participants have the right to ask assistance of another person to speak on their behalf, or help fill out
a grievance form.
4. participant grievances are reported in the Program Manager’s Quarterly and Annual Reports. The
Board of Directors reviews all grievances quarterly and annually, providing a level of review that does
not involve the person about whom the complaint was made or the person who reached the decision.
5. Copies of all documents are placed in the participant file.

Complaints Policy and Procedure
Policy
Feedback is important. Shelter participants must be provided with an opportunity to express their
concerns and/or complaints. Staff have a duty to listen to and consider what is being said, and provide
the participant with a response.
For grievances involving HMIS, see the HMIS participant Grievance Policy and Procedure.
Procedure
To ensure that participant concerns/complaints are handled in a consistent and responsive way the
following procedure should be followed:
1. Whenever possible, the staff person first hearing the concern/complaint must attempt to resolve it
using active listening and conflict resolution skills. Staff will document concern/complaint and outcome
in the log.
2. If the participant remains angry or concerned, staff may refer the participant to the Program
Manager, who may then refer him/her to the Executive Director, if unable to resolve the complaint. The
Program Manager will document concern/complaint and outcome in writing and file in incident binder.
3. participants also have the right to access the Board of Directors. In these cases provide the participant
with the mailing address of SVSS Board. The letter should be addressed to SVSS Board President. Provide
letter writing materials & stamps as needed. Also provide an email address for the Board.
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Suicidal or Homicidal Ideation
If participants express suicidal or homicidal thoughts, never ignore or downplay them. Alert your
coworker to call the County Mental Health Provider and stay with the participant until help arrives.
Whether the intent to commit the act is low or high, make sure to call the Program Manager
immediately after calling 911 and complete an incident report.
Remember: If a person is sharing their thoughts of harming self or others with you, it means they are
looking for help. It is also important to get them to seek a higher level of care (mental health
professional) because the actual act of suicide is often an impulsive act.
If other shelter participants share about someone who they fear wants to commit suicide, always take
these revelations seriously and call 911.

How to Report Suspected Child Abuse or Neglect
If a child has unusual bruises, appears fearful of his or her parent/guardian, or is just left on his or her
own, contact the Program Manager. If a child is in immediate danger, call 9-1-1.
If you suspect there may be abuse or neglect happening to a child, call the Program Manager
immediately to discuss what you are seeing or suspecting. It is not the responsibility of the staff to
determine whether or not abuse or neglect has happened. Our role is to be watchful and report
suspected cases. Reports are received by Child Protective Services (CPS) located in each community
office and assessed to determine whether the report meets the legal definition of abuse or neglect and
how dangerous the situation is.
Children's Administration offers several ways to report abuse:
Daytime - Call local office (Bellevue) to report abuse or neglect. (425) 590-3000
Nights & Weekends - call 1-800-562-5624 to report abuse during the evening or on weekends.
Questions that will be asked when you call
1. The name, address and age of the child.
2. The name and address of the child's parent, guardian or other persons having custody of the
child.
3. The nature and extent of the suspected abuse or neglect.
4. Any evidence of previous incidences.
5. Any other information which may be helpful in establishing the cause of the child's abuse or
neglect and the identity of the perpetrator.
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You do not need to have all of the above information when you call to make a report, but the more
accurate information you can provide, the better equipped the offices will be to assess the child's safety.
Unaccompanied Minors
The SVWS is not licensed to shelter unaccompanied youth under the age of 18 (RCW 13.32A.) Under this
law, we could shelter an unaccompanied youth for 8 hours. However, our staffing model does not allow
for the safe monitoring of a youth in a low barrier shelter, therefore, we do not provide unaccompanied
minors with shelter. Further, our policy on Families and Children requires that all minors be
accompanied by a parent or guardian.
Accessing Services for Unaccompanied Minors
• Make the young person comfortable and keep under direct observation. Call the Program Manager as
soon as possible.
• If the youth is lost or stranded and seeking help to return home, the staff will ensure the youth is safe
until a parent or legal guardian can come and pick the youth up, or Law Enforcement will drive them
home.
• If residential assistance is needed, the youth will be transported to the nearest emergency youth
shelter by Safe Place at 800-422-TEEN

Domestic Violence and Victims of Human Trafficking
Domestic violence and human trafficking are complex topics, which will not be covered fully here. For
the purposes of this protocol, “DV” will refer to both domestic violence and human trafficking. The
purpose of this protocol is to insure the safety of at-risk persons and the shelter in general. Victims are
strong, courageous people, and they understand their own situation better than anyone else. For this
reason, it is important to follow their lead in regards to contacting the authorities.
Do not automatically call the police
However, if the perpetrator is present on site & will not leave or
is otherwise posing an immediate threat,
Call 9-1-1 immediately – the situation could get bad quickly.
Often the most vulnerable time in the DV cycle is when the victim attempts to leave the DV situation;
keeping a low profile is important and victims may be reluctant to divulge identifying information. Our
policies require us to report child abuse and neglect, which can go hand-in-hand with domestic violence,
but child abuse is not a given in DV situations.
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If a participant indicates that they are in a DV situation, gather more details in order to know if the
shelter is a safe location. Reassure the participant that we can help them find safe shelter tonight, even
if it is not with us.
Safety for all is our top priority.
During participant registration, we want to identify anyone who is in an active domestic violence
situation. An active DV situation is one in which a) the victim has recently left the DV situation and/or b)
the perpetrator is seeking or likely to seek the victim.
The questions we ask during the registration process are designed to assess for an active situation that
would put the victim or shelter in danger if the perpetrator shows up at the shelter.
What to do if the participant answers yes to any of the screening questions
●
●
●
●

Quietly inform Program Manager that a DV assessment is needed
Take the participant (& children) to a more private setting – possibly a meeting room, library or
sanctuary
Reassure the participant we will work to keep her/him safe. Make sure the participant’s
immediate needs are taken care of (food, bathroom, toys for kids)
Gather more information; discuss the details of the participant’s situation. You want to assess
how recent the domestic violence has happened and how the perpetrator may respond.
● Does the perpetrator have a violent past, outside of the DV situation?
● Has the perpetrator ever physically harmed you, your children, or animals?
● How long have you been apart from the perpetrator?
● Have you left the situation before? What was the perpetrator's response?
● How likely is the perpetrator to find you?
● Where does the perpetrator live and work?
● Does the perpetrator know that you are in this area?
● Does the perpetrator have family, work, or social connections in the area?
● Do you feel safe staying at the shelter at this time?

If the participant needs alternate shelter
If it is determined that either the victim’s or the shelter’s safety would be compromised, then you’ll
need to help find alternate shelter. The Resources Notebook has a listing of DV shelter resources. Calls
may be made to the LifeWire Crisis Line 425-746-1940 or 2-1-1. Our best local resource for support is
the Snoqualmie Police who may be able to offer assistance with a motel voucher for the night or
transportation. SVSS can pay for a motel.
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