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Choosing Suppliers

Insurance

Identification of
Evacuees

Food

Once a supplier has agreed to assist people affected by disaster by signing
the Supplier Consent, it is good practice to try and utilize them when an
opportunity arises. When choosing a supplier during an incident, it is
advisable to try and provide equal opportunities by varying your suppliers,
wherever possible and practical.

Emergency Social Services workers are encouraged to ask the family or
individual if they have property or tenant insurance as part of the recovery
process, however, people should not be denied access to Emergency Social
Services because they may have insurance. ESS workers are not to engage
in a discussion about insurance policies, deductibles, etc. If the evacuee is
indicating they need assistance and have no other resources immediately
available, or if the family or individual is having difficulties contacting their
insurance agent, or are uncertain about their coverage, services should be
provided for up to 72 hours as usual.

I the family has insurance that can cover their costs, instruct them to make
necessary purchases, keep all receipts and contact their insurance agent
immediately to arrange for payment of services. If their home is unfit to live
in, they will want to confirm their coverage for additional living expenses.
Where the evacuee is denied access to their home by civil authorities, for
instance under an evacuation order, they should ask their agent specifically if
they have prohibited access coverage. If they have difficulties contacting
their insurance agent or are uncertain about their coverage, services should
be provided as usual, pending clarification of insurance.

Assistance in resolving insurance related concerns is available by calling the
Insurance Bureau of Canada Consumer Information Line at 604 684-3635
ext. 222, or toll free at 1 877 772-3777.

Note: PEP does not have the ability to be reimbursed by an evacuee’s
insurance plan/company.

Individuals and families affected by a disaster or emergency and requiring
assistance are not required to provide identification to receive Emergency
Social Services. ESS workers should confirm that the place of residence
given by the evacuee is in the evacuation area before providing services.

Restaurant Meals
The maximum payment for meals is stated on the ESS Rates Sheet. Use
these rates in discussing costs of meals with restaurant operators.

Groceries
If evacuees prefer to cook their own meals, one-half of the eligible meal rate
is available to purchase groceries.
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Lodging

Bulk Food Orders

Requests for bulk food orders for evacuees or response workers should be
forwarded to Logistics at the Emergency Operations Centre (EOC). The
ESS Referral form is not intended for bulk purchases. If no other payment
option is available, pre-approval must be obtained from the ESS Office or
PREOC for any bulk order purchased using an ESS Referral form.

If bulk food is purchased to provide meals for evacuees either at the
Reception Centre or Group Lodging facility, evacuees would not normally
be provided a daily meal rate as well. However, there may be situations
where it is necessary for evacuees to eat outside of ESS facilities. In no
situation should an inflated rate be paid to suppliers because of the
emergency.

Do not pay for alcoholic beverages, gratuities or tobacco products. This
is noted on Referral forms that evacuees give to local suppliers. ESS
workers should ensure evacuees understand what is not included in eligible
expenses.

Accommodation is limited to 72 hours maximum unless approval is
received from PEP to extend this limit.

Hotel/Motel

In most areas of the province there are hotels that offer provincial
government rates lower than regular rates. ESS is authorized access to these
rates. Where possible ESS should set up supplier agreements with these
hotels as a first choice. If no hotels offering the provincial government rate
are available locally negotiate the best deal possible with local hotels.
Government rates are generally based on single occupancy, but are also to
be used as a benchmark to determine family rates. As a guideline, add
$10.00 for each additional adult and $5.00 for each youth 13 to 18 years. If
a family's size requires use of more than one hotel/motel room, the regular
government rate may apply to each room.

Billeting in Private Homes

The billeting rate is $30 for one person (add $10 for each additional
adult/$5 for each youth aged 13 to 18 years). The same Referral form
process should be followed for reimbursement to billeters. A sample
billeting invoice for use by the billeting host is available in the forms
section of the Reception Centre Operational Guidelines.

Families staying in private homes may also choose to eat in restaurants or
receive Referrals for groceries. At the request of the evacuee, the billeting
host may be named as the “person purchasing goods”.

Group Lodging

Referral Forms should be used to refer evacuees to GL facilities. The
payment process for GL facilities is the same as is used for commercial
lodging with the exception that the billeting rate is recommended rather
than hotel rates. Invoices are still sent directly to PEP. Group Lodging
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Travellers

Temporary
Residents

Clothing

Transportation

Incidentals

should only be established when commercial lodging facilities are not
available. When possible negotiate a rate for use ahead of time. If a facility
does not have a regular rental rate the billeting rate for private homes is
suggested as a guideline. If food is being provided at the group lodging,
actual costs (food, wages, fuel, etc.) can be charged. Catering costs at
regular rates are also acceptable. Use the MEMP principle. The ESSD
should determine the Most Effective/Economical/Efficient Method Possible
of taking care of accommodation and food needs for evacuees and make the
most appropriate arrangements.

In extraordinary circumstances, PEP may consider authorizing limited
services to travellers and visitors stranded as the result of emergency
incidents such as avalanche, rock/landslide, or severe weather. Prior
authorization is required for any costs relating to stranded travelers.

As per PEP policy bulletin 00-06 (Evacuee Living Assistance) definition of
a residence may be expanded, in exceptional circumstances, to include a
temporary residence, such as a recreational property. Prior consultation and
authorization from the Regional Manager, or PEP ESS Office is required
before providing ESS to temporary residents.

Clothing should be provided on a needs basis and when evacuees have not
been able to pack necessities. Essentials are provided to protect the health
and modesty of evacuees, however, this service is not meant to replace a
wardrobe. The established maximum is $150 (including taxes) per adult or
child, which may include footwear or special needs items such as baby
diapers.

Note: Where extreme winter conditions apply at the time of the incident,
and on a needs basis, the amount may be increased to $200 per person at the
discretion of the ESS worker.

Transportation costs are provided to meet the immediate needs of the
evacuees. For example, a family may need taxi service to the hotel from the
Reception Centre and then to a store for clothing. ESS workers may provide
referrals for taxis, bus passes or gasoline, whichever is the most cost-
effective to meet the short-term needs (72 hours) of the family.

In addition to the costs of lodging, food and clothing, other legitimate
miscellaneous costs may be incurred. The amount of $50 maximum per
person (including PST) may be used to cover miscellaneous items such as
personal hygiene products, laundry supplies, pet food and lodging,
medications and other immediate needs as required.

Where ESS responders need clarification or are unsure about an
expenditure, and when authorization is required for extraordinary needs, the
ESS responder or Referral Unit Supervisor should contact the ESS Office
through the ECC by calling toll-free at: 1 800 663-3456.
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Process for Approvals of Extraordinary Expenditures

Procedure

Conditions

Occasionally incidents involving ESS require extensions, or people
impacted need items outside of ESS rates.

The authority to approve or decline a request for an extension or for
extraordinary items rests with the ESS Office.

1.
2.

3.

ESS responder (e.g., ESSD) contacts the ECC at 1 800 663 3456;
ECC obtains details and calls PEP Regional Manager, or ESS Office
staff;

PEP Regional Manager or ESS Office staff then either:

a) Contact the ESS responder directly to discuss; or

b) Ask the ECC to communicate decision to ESS responders.

PEP Regional Manager or ESS Office staff will advise the ECC and
PEP Finance staff of any approvals.

Discretion rests with the PEP Regional Manager or ESS Office and each
incident is assessed on a case-by-case basis;

All PEP Regional Managers and ESS Office staff have the authority to
assess need and make decisions on extraordinary expenditures;

Under some circumstances, consultation between Regional Managers
the ESS Office staff may be required.

ESS Referral Payment Process

Instructions for
ESS Director

or

Level One ESS
Responders

1.

Ensure all ESS responders completing Referral forms are fully trained
and familiar with ESS Expenditure Policy, and that PEP contact
information is always entered on the bottom of the Referral form.

In a Reception Centre response, ensure that the Referrals Unit
Supervisor communicates extraordinary requests through the reception
centre chain of command. The ESS Branch Coordinator at the PREOC
or the ESS Office at PEP HQ provide operational support regarding
Referrals and authorization of extraordinary needs.

Prior to an ESS response, ensure suppliers are aware of the invoicing
procedures for Referral forms, and whenever possible, reconfirm this
information at the time of a response, before sending evacuees to the
supplier with their Referral forms.

Submit all pink copies of Referral forms to the ESS Office immediately
following an event.
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Evacuee(s)

ESS PAYMENT PROCESS

ESS
Responder(s)
Provides Referral
form(s)

Supplier
Invoices for
goods or services
provided

ESS
Responder »
B PEP
: Headquarters [ . ESS Office
’ Payment Process
Supplier x
Supplier
Paid for
goods or services
provided
€ Possible communication lines for additional information
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Section Overview: Instructions for
Completing and Processing Forms

1. Forms for Use by PEP Staff

A. Letter of Intentto A sample letter is provided for use by ESS teams to assist in recruiting new

Suppliers

suppliers. A copy of the letter may be requested from the Regional Manager
at the PEP Regional Office.

2. Forms for Use by ESS Response Personnel

B. ESS Supplier
Consent
(PEP2396)

C. ESS File -
Registration &
Services Record
PEP2576)

Prior to disaster: used to set up agreements with various suppliers to ensure
their cooperation during an emergency/disaster, and to provide an instruction
sheet of procedures for reimbursement to suppliers, and a sample copy of the
Referral form.

During disaster: used by Resource Acquisition workers who identify and
allocate resources.

Used by Registration workers in an ESS Reception Centre to register
evacuees and record necessary information regarding the identity, location
and needs of persons/families affected as a result of an emergency or
disaster. This form also serves as a file folder for other forms issued to that
person/family.

Note: Following a response, ESS teams are requested to deliver all ESS Files
to the appropriate PEP Regional offices, to be stored and managed according
to the Ministry’s records management procedures.

PEP Staff: ESS Files are to be retained by the PEP Regional office for a
period of six months post incident (SO+6m). Once the period has expired,
request to offsite under ORCS Draft Schedule through the Ministry of Public
Safety and Solicitor General, Information Privacy and Records Services
(IPRS). Please organize files by PEP Task number, then by Reception
Centre, if more than one was activated, with forms filed alphabetically by
evacuee name. Refer to the Records and Forms Management Guide for
off-siting instructions.
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D. Change of
Information Form
(HR2622)

E. ESS Out Card
(PEP2576B)

F. ESS Follow-up
Card (PEP2576A)

G. Health Canada
Inquiry Card
(MS8111)

H. ESS Referral
Form (PEP2395)

|. ESS Referral
Form Record
(PEP2395A)

J. Emergency
Social Services
Rates Sheet
(PEP2395R)

Used to record changes of information of families, after they have already
registered. This can be done either in person or by phone at a Reception
Centre, or by phoning a Central Registry.

(to be used in conjunction with ESS File)

Used by Documentation Unit in a Reception Centre to indicate where and
when a Registration or Referrals worker takes a completed ESS File from
the Master File.

(to be used in conjunction with ESS File)

Added to the ESS File by the Documentation Unit when follow-up is
required with the family.

Used when people are inquiring about friends or relatives living in the
devastated area, who may be affected by the disaster. This card may be
completed at the Inquiry Desk at a Reception Centre. Matches are made and
information dispensed either at the Reception Centre or Central Registry.

Used by Referrals workers to refer evacuees to suppliers for immediate
needs, such as food, clothing, and lodging. The Referral Form instructs
suppliers to send their invoices to PEP HQ for review and reimbursement.

Used by Documentation Unit to record the issuance of Referral forms to
Referrals workers.

This sheet indicates the maximum rates that can be applied to provide for
the immediate needs of evacuees. The pre-authorized categories for service
include food, lodging, clothing, transportation and incidentals. Any other
costs incurred must be paid by the evacuees. ESS response personnel
provide for immediate needs in the most cost-effective manner.

3. Emergency Social Services File Kit

Consists of a two-piece cardboard box containing forms and supplies
needed to set up a Documentation Unit. Quantities are limited. ESS teams
may request one ESS File Kit for each of the primary Reception Centres
designated for the community.
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A.

Letter of Intent to Suppliers
[To be issued on regional PEP letterhead]

LETTER OF INTENT

To: Emergency Social Services (ESS Suppliers)

Re: Payment Confirmation
Emergency Social Services

Emergency Social Services (ESS) is an important part of your community emergency management
organization.’ It consists of registered local volunteers working together to provide for the
immediate needs ‘of people evacuated from their homes due to emergencies such as flooding,
chemical spills, ﬁres or earthquakes These essential services include food, clothing, lodging,
reglstratlon and farmly reunlflcatlon emotional support and other specialized services.

\\ ‘ e ~
/

We are ertlng‘to request your support during an emergency. Through pre-arrangements with the
ESS team you may be asked to provide dry goods, merchandise, or a service. In turn, your business
can invoice the Provmc;at Ernerge‘ncy Program for reimbursement. The provision of goods and
services is authorlzed by the local ESS Dlrectortoralternates during an emergency. Eligible services
and rates schedules are set by, the, provrnC|aI government. The service provision process is based on
ESS Referral forms and ESS, Rates sheet that conflrm the amounts authorlzed

An ESS volunteer in your communlty Wlll be in contact W|th “you to complete a Supplier Consent
form. This volunteer will clarify any concerns, establlsh current S|gn|ng authority for your business,
and explain how the program operates. The Supplrer Consent form also has an-Instruction Sheet
that explains the procedures you are to follow for/ relmbursement We suggest you keep a copy of
this letter on file at all times, with your copy of, the Suppller Consent so that details of your
arrangements with the ESS team will be avallable for reference/ should an emergency occur.

We know from experience that the system for emergency supplles can only Work Wlth the continued
goodwill and cooperation of the business community. We, therefore, request your on-going support
for this community-based emergency response program. |If you have any questions regarding the
payment process, please do not hesitate to contact me.

Sincerely,

Regional Manager
Provincial Emergency Program

Contact Phone:
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B. ESS Supplier Consent (PEP2396) Revised November 2005

Completed by

Available from

Purpose

Procedure for

Prior to a disaster: ESS workers.

The ESS Office by Email note ess@pep.gov.bc.ca or by phone toll-free at:
1-800-585-9559 or Fax: 250-952-5831.

Prior to an emergency: This form is used by ESS volunteers to establish
informal agreements with various suppliers so that during an emergency
suppliers will provide services required in an ESS response. This establishes
the intent to provide services and does not constitute a legal agreement.

The purpose of the Supplier Consent is to establish who the contact people
of the organization are, what goods or services they are able to provide and
contact information. The Instruction Sheet explains procedures to be
followed for reimbursement and on the reverse of that sheet is a sample ESS
Referral form. A current ESS Rates sheet showing pre-authorized maximum
rates should accompany the Supplier Consent and be kept on file by the
Supplier.

ESS volunteers may request a letter confirming PEP involvement and
encouraging support from the supplier. The form letter titled “Letter of
Intent” (see previous page), is available from the PEP Regional Office.

During an emergency: This form is used by Resource Acquisition workers
to identify and set up required resources in the community. In a Reception
Centre resources are then given to the Referrals Unit Supervisor, who in
turn allocates these resources to the Referrals workers.

Distribution:

Processing Top Copy - Instruction Sheet for Suppliers
White Copy — Supplier
Yellow Copy — ESS Team
Pink Copy — Other response agency, if applicable
ESS workers complete this form with suppliers, indicating what goods or
services can be provided, who the supplier’s contact persons are, and
reviewing the Emergency Social Services Rates to be paid (all GST exempt
#107864738), listed on the accompanying sheet. The Instruction Sheet,
indicating procedures to be followed for reimbursement with a sample
Referral form on the reverse, should be left with the supplier.
Once the supplier has signed the form, copies should be kept on file by the
supplier and the local ESS team. Supplier Consents should be renewed
annually to ensure accuracy of information.
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Instructions for Completing Supplier Consent Form

Community of

Name and Address
of Supplier

To provide the
following goods or
services

Local ESS
Contact

Supplier's
Primary and
Alternate Contacts

Supplier's
Signature, Name
and Date

This identifies the municipality, regional district or First Nation in which
the ESS team operates, but in no way holds the local authority responsible
to reimburse the supplier.

Fill in the full name of the company, (e.g., Best Western Coquitlam) and the
full address, phone and fax numbers.

Specify the types and range of goods or services the supplier is able to
provide. For example, “Sportswear, including casual shoes and boots, for
men, women and children.”

This should be the name(s) of the person(s) the supplier contacts if the
Supplier Consent needs to be revised or if the supplier has any questions. It
may or may not be the ESS worker who escorts evacuees to receive goods
Or services.

Identify persons with authority to dispense goods or services to evacuees
and responders in an emergency. Include addresses, telephone or pager
numbers, E-mail addresses and radio call numbers if available.

If the person is also named in the contact list, have them sign, add their
position title and date. If the person signing the Supplier Consent is
different from the contact list, have the person sign, print their name in
brackets, so that it is legible, then add their position title and date.

Note: The above instructions relate to the November 2005 revision of the
form. If older versions of the Supplier Consent are being used, the PEP
Headquarters address will have to be inserted as the mailing address for
invoices:

Emergency Social Services Office
Provincial Emergency Program
PO Box 9201 Stn Prov Govt
Victoria BC V8W 9J1

Phone: 1-800-585-9559

Fax: 250-952-5831
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Sample Supplier Consent form — Cover page

BRITISH
22 COLUMBIA

EMERGENCY SOCIAL SERVICES (ESS)

SUPPLIER PROCEDURES FOR REIMBURSEMENT
INSTRUCTION SHEET

During an emergency, evacuees will present ESS Referral forms (see sample on reverse) issued by
community volunteers or staff, authorizing the provision of goods and services for evacuees. The
Referral form may also be used for bulk goods and services required for ESS facilities during a response.

Prior to agreeing to provide goods or services, it is recommended that suppliers read the “Infermation for
Suppliers” found on the reverse side of the Supplier Consent form. This information is also provided on the
reverse side of the ESS Referral form that accompanies each evacuee when goods and services are being
requested.

Amounts for goods and services must not exceed Emergency Social Services Rates, as
noted on attached ESS Rates sheet. All goods and services are GST exempt (#107864738).

ESS rates are changed periodically, so if the attached ESS Rates sheet is dated earlier than the current
fiscal year, confirm the current rates with your local ESS contact. In the days following a disaster, once
evacuees have received all authorized goods and services, suppliers can apply for reimbursement by
completing the following steps:

STEP 1 MAKE OUT AN INVOICE TO:

Provincial Emergency Program
Ministry of Public Safety & Solicitor General

STEP 2 INCLUDE WITH THE INVOICE:
WHITE or ariginal copy of the completed ESS Referral Form (PEP2395)

ITEMIZED ORIGINAL RECEIPTS or till tapes, showing detailed breakdown of
total costs.

STEP 3 SEND INVOICES TO:

Emergency Social Services Office
Provincial Emergency Program
PO Box 9201 STN PROV GOVT
Wictoria BC V8W 91
1-800-585-9559

Once received, PEP staff will review and confirm all invoices for receipt of goods and services. Staff will
generally contact the supplier regarding any discrepancies before processing for payment.

PLEASE ENSURE ALL NECESSARY INFORMATION IS INCLUDED WITH YOUR IN VOICE TO
AVOID DELAYS IN PROCESSING PAYMENT.

REIMBURSEMENT CHEQUES ARE MAILED DIRECTLY TO THE SUPPLIER.
For clarification of rates or procedures for reimbursement, you may contact your local Emergency Social

Services contact (as noted on your copy of the Supplier Consent), or the ESS Office, Victoria at
1-800-585-9559
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Sample Supplier Consent form — Front

BRITISH

. : SUPPLIER CONSENT
@@ COLUMBIA  Jruyenerss

The personal information requested on this form is collected wnd er the authority of the Emergency Program Act and is necessary for administrative purposes and may be
shared with other public bodies, organizations and/or agencies to enable the provision of emergency services. Disclosure of pers onal information is subject to the provisions
of the Freedom of Information and Profection of Privacy Act . Questions regarding the collection, use or disclosure of the i nformation should be directed to: ESS Office,

PO Box 3201 Stn Prov Govt, Victona, B.C. VBW 211 Phone: 1 -800-535-9559

Please Note: The Supplier Consent form does not constitute a legal agreement. It is intended for use by
community ESS teams prior to an emergency to establish the willingness of a potential supplier to provide

goods or services to people affected by a disaster.

The Supplier understands that during an emergency or disaster local Emergency Social Services volunteers or

staff representing the Community of may request

MAME OF SUPPLIER : . .
to provide the following goods or services:

ADDREESS IF SUPFLIER

FHOMNE F

)

The Supplier will provide these goods or services and receive payment in accordance with the Emergency

Social Services Rates (all GST exempt #107864738) listed on attached sheet. For reimbursement, submit invoices
to the Provincial Emergency Program, ESS Office, along with itemized original receipts or till tapes for goods or
services provided and the original (WHITE) copy of the Referral form (PEP2395).

ESS Office - Provincial Emergency Program PO Box 9201 STN PROV GOVT
PHOME Fie
VICTORIA BC VW 91 1-800-585-9559 (250 ) 952-5831
Questions or updates in regards to this Supplier Consent may be directed to the following community contacts:
CONTACT MAME PHOME ALTERMATE CONTACT MAME PHOME
{ ) ! )
ORGANZATION / AGENCY TITLE DRGANZATION FAGENCY TITLE

In the event of an emergency the supplier’s contact persons are:

HOME PHOMNE WORK PHOME
PRIMARY CONTACT ¢ ) C )
NAME CELLULAR PHONE FAX
()
HOME ADDRESS EMAIL ADDRESS
HOME PHOME WORK PHOME
ALTERNATE CONTACT c P
NAME CELLULAR PHONE FAX
(1
HOME ADDRESS EMAIL ADDRESS
HOME PHOMNE WORK FHOME
ALTERNATE CONTACT P il
MAME CELLULAR PHONE FAX
(
HOME ADDRESS EMAIL ADDRESS
SUPPLIER'S SHEMATURE PRINT MAME DATE (¥YYY Mk DD)
FEF2386(0511/01) ‘White Copy - Supplier Yellow Copy - ESS Team Pink Copy - Other response agency, if applicable
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Sample Supplier Consent form — Back

INFORMATION FOR SUPPLIERS

General Information

Refer to the attached ESS Rates sheet for a description of eligible goods and services and maximum
rates.

All goods and services provided are GST exempt (GST exemption # 107864738)

Charges for goods and services, including PST, must not exceed the attached Emergency Social
Services Rates.

Ensure that services are provided only to those individuals listed on the Referral form.
Check “Valid Only” dates carefully. Services provided oulside this time period will not be covered.
Make note of any additional instructions that may be provided inthe "Comments” section.

An invoice is reguired with each Referral form, in addition to the corresponding itemized original
receipts or till tapes.

Alcohol, tobacco and gratuities are not covered.
Groceries, clothing and incidentals are “one-time only” purchases.

It is recommended thal the supplier make copies of all documentation for their records.

Additional Lodging Information

Other than the basic room charge and room tax, all extra costs -- including but not limited to, phone
calls, movies, parking, damage or theft — are the responsibility of the evacuee.

If the evacuee can bill meals to their room, please ensure the restaurant has an ESS Rates sheet and
is aware of the meal allowances and restrictions. Itemized bills for meals provided must be included
with the invoice.

Billeting rate does not include meals. A Referral form for either groceries or restaurant meals may be
issued.

Additional Restaurant Information

Maximum meal allowances are set per meal, not per day. Meal allowances for the entire day cannot
be combined into one large food order, unless prior authorization is obtained from the provincial ESS
Office.

An itemized bill for each meal must be included with your invoice.

Inquiries regarding reimbursement process should be directed to the
ESS Office of the Provincial Emergency Program. 1-800-585-9559
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C. Emergency Social Services File
Registration and Services Record (PEP2576)

Completed by

Available from

Purpose

Procedure for
Processing

ESS workers

Contained in ESS File Kit

Additional copies available from the ESS Office by E-mail note
ess@pep.gov.bc.ca, by phone toll-free at: 1-800-585-9559 or Fax:
250-952-5831.

The ESS File Registration and Services Record is used to record necessary
information regarding the identity, location and needs of persons who are
affected as a result of an emergency. This form is completed by a
Registration worker and is designed to guide the interviewer through an
interview with evacuees to identify their immediate needs and provide
services. If evacuees only need to register and require no other services,
such as food, clothing or lodging, the ESS File may be completed by a
trained ESS worker in the “Registration Only” function area.

Distribution:

White Copy — Registration & Inquiry — Reception Centre keep these two
Pink Copy — Central Registry copies together
Yellow Copy — Evacuee

Card Copy (file) — ESS Admin. Support (Documentation Unit)

Once the file is completed and the family representative has received the
yellow copy of the registration form, the rest of the file is forwarded intact
to the Documentation Unit (formerly ESS Admin. Support). An ESS worker
removes the top stub, separating the card copy from the flimsies. The card
copy becomes a file to hold all documentation relating to that family. The
two flimsies are forwarded to the Screening Unit in the Search and Reply
area. Once the cross-referencing is done (if applicable) at the Search and
Reply area, the new flimsies are separated, with the card copy going to the
Documentation Unit and all the flimsies staying with Search and Reply.

January 2010
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Instructions for Completing ESS File Form — General

IMPORTANT: Because of the sensitive nature of this responsibility, the
ESS file should only be completed by ESS workers who have been
specifically trained for this task.

The ESS File is Completed for People Affected by the Disaster who:

a) are at a Reception Centre or ESS Services location, who require
emergency services;

b) are already lodged at a private or commercial location and wish to
inform Central Registry of their present whereabouts;

c) have no firm plans as to where they will stay, but wish to leave the
name, address and telephone number of a contact person (friend,
relative, employer, etc.) whom they will inform of their eventual
emergency address;

d) phone in to register that they are safe and away from the disaster area.

One ESS File is used to register all those immediate family members
who live within the same household, whose whereabouts and safety are
known. Once the Screening Unit, Search and Reply receives the flimsies,
ESS workers there will check for family members with different last names,
and complete another ESS File for each family member with a different last
name.

Key points for completing the ESS File are:

» Use a ballpoint pen (preferably black ink) and press firmly. All
pages are self-duplicating.

» Registration Supervisor should check the card for completeness,
ensuring all necessary services available within the Reception Centre
are provided, before evacuees leave the Centre.

» Strive for quality of service and not quantity. Take the time required
(20-25 minutes) to complete the form and identify the needs of the
evacuees.

» Ask each question and put a diagonal line over any box number
being left blank, indicating the question has been asked.

» Freedom of Information Statement at the top of the form does not
need to be read to the evacuee by ESS workers. However, upon
completion of the form, the evacuee will be asked to review and sign
the completed form, including the FOI Statement.
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Instructions for Completing ESS File Form — Specific

Information should be recorded by Registration worker or in extreme
circumstances, a family representative:

Freedom of This statement provides evacuees with information about:

Information and > the authority under which the information is collected;

Protection of > how the information will be used and who it will be shared with;
Privacy Statement > who evacuee can call with questions regarding the collection, use or

disclosure of the information.

Although this statement does not need to be read to evacuees, it should be
drawn to their attention prior to them signing at the bottom.

Block 1 Because of personal or family concerns, some evacuees will not want their
(Restriction) registration information given to anyone. This decision rests entirely with
the person who is registering.

Read the information in the restriction box to the evacuee EXACTLY THE
WAY IT IS WRITTEN. Ensure the evacuee has listened and clearly
understands the implications of the restriction box.

“Concerned family and friends may inquire about you and your family
because of the emergency. We would like to provide these people with
some information about you. May we disclose your location and the contact
information for you and your family members?”

If the evacuee says yes, mark the “YES” box in the restriction block with a
large “v"”. The file IS NOT restricted.

If the evacuee says no, mark the “NO” box in the restriction block with a
large “v"”. Tell the evacuee that the file is now restricted. This means that
no information on their whereabouts will be given out to anyone. If an
inquiry is received about the evacuee, the evacuee will be contacted and
given the name and phone number of the inquirer to respond to.

Advise the evacuee that if they require additional assistance at a later date
they must tell the worker their file is restricted so it can be obtained from
the Search and Reply Supervisor.

Note: Once a restricted registration is completed, hand-deliver it to the
Registration Supervisor, who will pass it on to the Search & Reply
Supervisor (if Search and Reply Unit is activated).

Block 2 This number is used to cross-reference the file to other forms. It is already
(ESS File Number)  preprinted.

January 2010 Section Seven 7-11



ESS Field Guide

Block 3 (PEP
Task Number)

Block 4 & 5
(Name)

Block 6 — 8
(Age/Gender/

Nickname of Family
Representative)

Block 9
(Place of
Registration)

Block 10 — 16
(Permanent
Address)

Block 17 — 23
(Post Disaster
Address)

Block 24
(Family
Information)

Every disaster is issued a task number by the Provincial Emergency
Program. The task number permits emergency responders to make approved
expenditures on the disaster relief effort. Be sure this number appears in
Block 3. You will receive this number at the Reception Centre.

Family name/First name (family representative). This is the person
registering the family.

Print one letter per block.

These blocks must be completed in order to help make a positive
identification. If someone doesn’t want to give out their age, put a line
through the block.

The facility or name of the Reception Centre or specific place, such as a
hospital, where the registration is taking place, and the community where
the facility is located.

This is the permanent address of the evacuee. If the evacuee is a
tourist/visitor, record their home address (even if outside the disaster area).
Use the street address. Enter additional address information (e.g., mailing
address, box number or location where tourist/visiting person was staying)
in Block 25 “Additional Comments.”

This is where the person will be staying until they can return to their home.

For Registration workers only (when Registration and Referrals are separate
functions). If the evacuee needs lodging, write “L” (for lodging) in the
margin beside Block 17. This will indicate to Search and Reply volunteers
that they will need to find the completed form in the files to fill in Blocks
17-23.

Impress upon evacuees that if they change their post-disaster address
(evacuees may move from a hotel to a friend’s home, or return home etc.),
they must phone or go to the Reception Centre, or call the Central Registry
and Inquiry Bureau’s 800 number. People may be inquiring about them and
if they move without letting us know, we cannot tell friends and relatives
where they are. A separate “Change of Information” form must be
completed. You will receive the forms at the Reception Centre.

Read the statement exactly as it is written on the form.

List immediate family members who live in the same household and whose
whereabouts and safety are known.
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List all family members on the same card regardless of their family name.
The information will be separated onto different forms later.

If you have any doubt whether someone should be included on the same
form (e.g., student, boarders), fill out a separate registration form for that
person. Do not register a person twice.

Block 25 It is not always necessary to use this space.
(Additional
Comments) Include information that will assist in identifying the evacuee if address or

phone number is not available (e.g., treaty number, PO Box, physical
description), and assist the ESS worker to understand their needs.

Block 26 The ESS File — Registration and Services Record includes text related to the
(Signature of collection, use, and disclosure of information gathered during the

Family _ registration process. Information is collected under the authority of the
Representative) Emergency Program Act and may be shared with other organizations.

Evacuees should read and understand all of the information on the
registration form, including the Freedom of Information (FOI) text in the
top centre of the form prior to signing their name in “Block 26.”

» The person registering the family should sign the ESS File -
Registration and Services Record once it has been completed.

» Upon completion of “Block 25” (additional comments), the
registration worker should turn the record around so that it faces the
evacuee.

» The worker should ask the evacuee to review the record, check that
the documented information is correct, and ask if there are any
questions about the information contained on the record.

» Once the information has been reviewed, the evacuee should sign his
or her name.

> Further questions from the evacuee about the collection, use or
disclosure of their personal information should be referred to the
ESS Office at PEP HQ in Victoria.

» Give evacuee the yellow copy of the ESS File — Registration and
Services Record.

Note: Refusal to sign the form does not mean service will be denied. ESS
will still provide service and reunite loved ones. However, the file will be
restricted because Red Cross and/or ESS cannot be certain an evacuee who
refuses to sign the form has understood how the information will be used.
While a restricted form won't prevent family reunification, it may slow
down the process.

Block 27 Print your FIRST name only and the initial of your last name and the time
(Interviewer) and date of the interview.
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Block 28 Brief statement of how the person was affected in disaster. Does family
have friends or other family that they can stay with? Yes/No. Does the
family have insurance to cover immediate needs? Yes/No.

An ESS worker may decide to start the interview with this question, since it
gives the family a chance to debrief. It gives the family the opportunity to
explain how they were affected by the disaster and helps the ESS worker
assess the immediate needs of the family, such as if they have friends or
family to stay with and/or if the person/family has insurance coverage for
temporary lodging, food and clothing replacement.

If time permits, try to include:

where family members were at time of disaster;

if any injuries were sustained;

what they were able to retrieve;

how they got to the Reception Centre;

what instructions or information they received from first responders;
what they perceive to be their immediate needs.

VVVVYY

This is a good chance to assess the emotional state of the person and
suggest Emotional Support if necessary.

If the family has insurance that can cover their costs, instruct them to make
necessary purchases, keep all receipts and contact their insurance agent
immediately to arrange for payment of services. If their home is unfit to live
in, they will want to confirm their coverage for additional living expenses.
Where the evacuee is denied access to their home by civil authorities, for
instance under a mass evacuation order, they should ask their agent
specifically if they have prohibited access coverage. if they have
difficulties contacting their insurance agent or are uncertain about their
coverage, services should be provided as usual, pending clarification of
insurance.

Assistance in resolving insurance related concerns is available by calling
the Insurance Bureau of Canada Consumer Information Line at
604 684-3635 ext. 222, or toll free at 877-772-3777.

Note: PEP does not have the ability to be reimbursed by an evacuee’s
insurance plan/company.

Block 29 Identify whether the person/family requires restaurant meals or groceries,
(Services clothing, transportation, or incidentals such as personal hygiene products.
Required) Place a “v"” in appropriate boxes.

Depending on availability of accommodation, indicate where the
person/family will be staying. The hotel name and address or friend’s name
and address should be added to the top section “Post Disaster Address”
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Block 30
(Special Needs)

Block 31
(Referrals made
within Reception
Centre)

Block 32

(Other Agency
Referrals Made
Outside Reception
Centre)

Boxes 17 to 23. If Group Lodging is provided, the name and location of the
Group Lodging Facility should be noted in Box 17, as well as Box 29, as
indicated.

Pre-authorization must be obtained from the RM or ESS Office at PEP
in regards to any unusual items, services or amounts in excess of those
listed on the ESS Rate Sheet.

Medical — Some people may be reluctant to explain their medical concerns
to an ESS worker, but need to be referred to Health Services Branch. As
well, they may not have necessary medication with them or enough to last
for 72 hours. Use the questions on the form to try to determine their medical
needs and refer them to Health Services Branch if assistance is required.

Dietary — Make note of any dietary restrictions the person or any members
of their family may have. This will be especially important if they are
referred to a Group Lodging facility.

Many Reception Centres will offer a variety of services such as First Aid,
Emotional Support, etc. Review each service available with the family
representative in case they are either not aware they are available, or have
forgotten to mention a possible need.

Mark an “X” in the necessary services required that are available within the
Reception Centre and state the reason why the referral is requested. Where
possible, the ESS Worker should escort the person to these services and
hand the ESS File to the appropriate response worker. Prior to taking the
ESS File to another function area, the Registration worker should tear off
the top two flimsies and pass to Search and Reply. It is important that
Search and Reply receive the top two flimsies as quickly as possible, in case
there are emergencies. Once the person has been satisfactorily attended to,
the response worker initials and dates the referral. The response worker then
either takes the person to the next referral marked on the card, or returns the
ESS File immediately to the Documentation Unit.

A person may require services not available within the Reception Centre.
Examples of this may be a family resource centre, Mental Health or other
community agencies. The ESS worker should make note in this space what
agencies the person was referred to and any follow-up needed.
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Block 33

(Family Recovery
Plans — immediate
and long range)

Block 34
(Follow-up
Required)

Office Use Only

Block 35
(Change of
Information Form
Inside File)

Block 36
(Cross Reference)

This section helps the family representative focus on what other needs they
may have in the short-term, and then what recovery plans they need to make
for the long-term. This may include getting in touch with their insurance
agents, getting the children back to school as soon as possible, arranging for
contractors or clean-up, contacting relatives and friends to let them know
they are safe.

The Registration worker should give detailed information about the follow-
up requirements.

For example, the family may have been referred to community services and
the ESS worker may want to follow-up to ensure the family needs were
addressed. This would be the appropriate place to note this on the file.

If all immediate needs of the family are met, the ESS worker should write in
this space: “Evacuee states that all immediate needs have been met.
Recommend file be closed.”

The Registration Supervisor will review file and if everything is
satisfactory, will close the file by adding the date in the top section of the
form.

If the family moves from one post-disaster address to another, they should
immediately contact either the Reception Centre where they registered or
Central Registry.

An ESS worker will complete a Change of Information form (HR2622),
with one copy for the Search & Reply Unit at the Reception Centre, one
copy for Central Registry, and the third copy to be added to the family’s
ESS file at the Documentation Unit. When a Change of Information form is
added to the file, an “X” should indicate this in Box #35 on the top part of
the ESS File.

For use by Search and Reply Area only. When an immediate family
member living in the same household, such as a spouse, child, stepchild or
accompanying dependent, has a different last name on the Family
Information List, the Intake Unit (Search and Reply) will complete a new
card for each person with a different last name. This box is then used to
indicate the last name, first name and ESS File # of the family
representative for this person. This will help to facilitate the Inquiry task
and reunite families more quickly.
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Block 37 When follow-up is required as indicated at the bottom of the form (Box 34)
(Follow-up an “X” should be added to the “yes” box in this box at the top of the form.
Required) This will alert ESS workers in the Documentation Unit that follow-up is

required and a Follow-up Card will be added to the File prior to it being
placed in the Master File.

Block 38 Once all immediate needs of the person/family are met and no follow-up is
(Closed Date) required, the Registration Supervisor adds the closed date to the file.
Close of Once the Reception Centre is closed, all ESS Files and all copies of

Reception Centre Referrals must be delivered to PEP to be stored according to standard
government procedures. Contact your Regional PEP Office for instructions
or contact the ESS Office at 1-800-585-9559.
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D. Change of Information Form (HR2622)

Completed by

Available from

Purpose

Procedure for

ESS worker, either by telephone or in person at the Reception Centre, or
Central Registry by telephone.

Contained in ESS File Kit

Additional copies available the ESS Office by Email note to
ess@pep.gov.bc.ca, by phone toll-free at: 1-800-585-9559 or
Fax: 250-952-5831.

This form is used to record any changes of information after the person or
family has already registered at a Reception Centre. Changes will usually
involve relocation (addresses, contact phone numbers) but could also be
adding a family member’s name, or updating a referral to an outside agency.

Distribution:

Processing White Copy — Registration & Inquiry — Reception Centre } keep these two
Yellow Copy — Central Registry copies together
Pink Copy — ESS Admin. Support (Documentation Unit)
Evacuees can report changes of information either directly to a Reception
Centre (preferably the one where they registered) in person or by phone, or
to Central Registry by phone. The three-part form is completed by an ESS
worker and then distributed as indicated, above.
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Instructions for Completing Change of Information Form

Identifying Complete as much information as possible, to ensure the correct ESS File is
Information changed:

> Effective date of change: this may be different from the date the
information is taken;
Change of Information taken: mark either “in person” or “by
phone”;
At: mark either Reception Centre or Central Registry;
Name of Family Representative: as noted on ESS File;
ESS File #: enter if person has the pink copy of the ESS File;
Enter Name of person reporting change: if different from above;
Place of Registration: this is the name of the facility where they first
registered;
Enter Pre-Disaster Address, Postal Code, Telephone.

Information to be
Changed

Indicate whether this is to “add,” “change” or “delete” information;
If change of post-disaster address, be sure to get as much
information as possible, (e.g., name of hotel or c/o relative's name);
If changing contact numbers, be sure to add area code;

Other changes add as much detail as possible;

Interviewer’s First Name and Last Initial — enter name of ESS
worker recording this information and date the information was
received.

VVYVY VV ¥V VVVVY VY
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Sample Change of Information Form
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Sample Referral Form - Front
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Sample Referral Form — Back

Information for Suppliers and ESS Responders
-- PLEASE READ --

IMPORTANT: An ESS Rates sheet must be attached. If no Rates sheet is provided, please confirm current rates prior
to providing services by contacting the Provincial Emergency Program, Emergency Coordination Centre (ECC) at
1-800-663-3456.

General Information

+ Refer to the attached ESS Rates sheet for a description of eligible goods/services and maximum rates.

+  All goods and services provided are GST exempt (GST exemption # 107864738).

+ Charges for goods and services, including PST, must not exceed the attached Emergency Social Services rates.
+ Ensure that services are provided only to those individuals listed on the Referral form.

+ Check “Valid Only" dates carefully. Services provided outside the time period will not be covered.

+ Make note of any additional instructions that may be provided in the “Comments” section.

+« Aninvoice is required with each Referral form, in addition to the corresponding itemized original receipts or till tapes.
+  Alcohol, tobacco and gratuities are not covered.

+  Groceries, clothing and incidentals are "one-time only” purchases.

+ It is recommended that the supplier make copies of all documentation for their records.

Additional Lodging Information

+  Other than the basic room charge and room tax, all extra costs - including but not limited to, phone calls, movies, parking,
damage or theft - are the responsibility of the evacuee.

+ If the evacuee can bill meals to their room, please ensure the restaurant has an ESS Rates sheet and is aware of the meal
allowances and restrictions. Itemized bills for meals provided must be included with the invoice.

+  Billeting rate does not include meals. A Referral form for either groceries or restaurant meals may be issued.

Additional Restaurant Information

+  Maximum meal allowances are set per meal, not per day. Meal allowances for the entire day cannot be combined into
one large food order, unless prior authorization is obtained from the provincial ESS Office.

+  Anitemized bill for each meal must be included with your invoice.

For Use of Supplier

Invoice Checklist

The folfowing chechklist is provided for your convenience to ensure your invoice documentation is complete and accurate
prior to forwarding to the ESS Office, Provincial Emergency Program (PEP) for payment

Original (white) copy of Referral form received from evacuee.

Invoice includes supplier's name and address, and original itemized receipts/till tapes.

Write Referral # on upper right hand corner of all invoices and documents.

Goods or services rendered only to those people listed on the Referral.

Goods or services rendered are eligible items as listed on the ESS Rates sheet.

Goods or services rendered are within maximum rates as listed on the ESS Rates sheet.

Any exceptions have been authorized by PEP and documented.

Make copies of invoices and receipts for your records.

Send original invoices and itemized receipts with white copy of Referral form to PEP for payment.

1

PEPZ395(05/11/01)
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l. Referral Form Record (PEP2395A)

Completed by

Available from

Purpose

Procedures for

Processing

Instructions for
Completing

During a large-scale disaster with full Reception Centre set-up:
Documentation Unit

The ESS Office by E-mail note to: ess@.pep.gov.bc.ca or by phone toll-free

at: 1-800-585-9559 or Fax: 250-952-5831.

This form is used to record Referral forms issued to Referrals workers
during a response.

When a stock of Referral forms (usually 10 to 20 or more) are given out to a
Referrals worker, (either by an ESS Director in a small scale emergency or

Documentation Unit in Reception Centre), the necessary information is

recorded. At the end of the response or Referrals worker’s shift, all unused

Referral forms are returned to the Documentation Unit.

When distributing Referral forms, complete the ESS Referral Form Record

as follows:

Add the PEP Task Number to the top of form;

Add date that Referral forms are issued to Referrals worker — e.g.
2009/07/05;

Documentation Unit worker should sign next column;

Referrals worker should sign next column;

VVV VY

each Referrals worker

When Referrals workers complete their shift and are returning Referral
forms to the Documentation Unit, complete the right side of the ESS
Referral form Record as follows:

Indicate the # of forms given out to evacuees, e.g. 15;

e.g.3
Indicate the # of forms voided or cancelled, e.g. 2
Indicate # of forms lost/stolen, e.g. 0

correct;
Documentation Unit worker then initials as having recorded the
information.

YV VVV VYV

Record the actual numbers (sequence) of the Referral forms issued to

Indicate the # of forms being returned to Documentation Unit unused,

Referrals worker should then add their initials that the information is

January 2010
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Sample ESS Referral Form Record
el
i

ORD

PEP TASK #

ESS REFERRAL FORM REC
LOST/STOLEN

ISBUED BY
COCUMBMTATION WoRkKIR
FRAMT HAME

DATE
ESSUED
Y IMNDD
]

7-42 Section Seven June 2009



ESS Field Guide

J. Emergency Social Services Registrations and Referrals Statistics

Record

Completed by Documentation Unit

Available from ESS Reception Centre Guidelines, Section 3 — Function Aids
http://www.ess.bc.ca

Purpose This form is intended to provide a daily roll up of estimated costs and
statistics to assist with planning during extended ESS operations. Totals for
each column are compiled at the end of each reporting period - usually
based on a 24 hour reporting routine. The totals for each period are
estimates only, and it is not expected that exact costs be entered in columns.
The information required to complete this form is taken from the ESS File
Record once referrals have been issued to evacuees.

Instructions for Complete the information in the header section first.

completing

Columns:

» ESS File # - enter the number for each ESS

» # Registered — total the number of persons registered on each file
registration

» Food — multiply number of evacuees times daily maximum rate for
restaurant or groceries times the number of days authorized — enter
the sub total for each line

» Lodging — estimate the commercial rate times the number of rooms
times the number of days authorized - enter the sub total for each
line

» Clothing — multiply number of evacuees times the rate for clothing -
enter the sub total for each line

» Transportation — estimate the costs for each referral for
transportation - enter the sub total for each line

» Incidentals - multiply number of evacuees times the maximum rate
for incidentals - enter the sub total for each line

Total all sheets at the end of each period and provide a copy to Planning
section. Statistics and cost estimates will be included in the daily ESS
Situation Report.

January 2010 Section Seven 7-43


http://www.ess.bc.ca/

{siejuapou) pue uojepodsuesy ‘Bupold ‘Guibpo] ‘pood)

ESS Field Guide

¢ :popad Buy 5|43 1oy S|ELSIOY JO 1502 [BJOL ‘popad Buglodas siyy BuBpol 1e) ) 0} padiajal Jo Jag :popad Bupodas siy p FLEEL]
‘mojaq Jajue pue pouad Buriodal siy) Joj patsjdwod abed yoes jo Wwopoq a8yl Woj s|ejo} PPy GIONS SVH QOINEd ONILYOd3d SHL NGHM
g S|E|USpIoU| % Bugioln g ‘BuiBpor 4 ol % pood i SIVLOL
Tupo]
g H sAEp o # [ERLIWOD g
|eians PaATRS & X B PUANS X ) erng X SWO0U JO # X S8 ([RIDISUAL0D) ul |epians SABD JO # X S{ENPIAIPU JO # X )8) pasajsiBay uan
Apmy vy 4 # 4883
s[eapiou| Buiorn BuiBpo pood
wuoj siy) Bunaidwosn (sasiom jo (slawen ssaippy Aujioed
(pouad Buioday siuj Jo))
10 AUNWLILIOD awen Apjoey
LroH §2) sua | \ (OOMNNAAAL)Y (oK ¥Z) dua \ (20w, .
L4 0] 7 ‘wol4 :pouad Bupoday -~
WAV 434 QY0O3Y SOILSILYLS STYHYI4TY ANV NOILVHLSIOIY

Sample ESS Registration and Referrals Statistics Record

January 2010

Section Seven

7-44




ESS Field Guide

K.  Emergency Social Services Rates Sheet (PEP2395R)

Issued by Referrals Workers at Reception Centre or
Level One ESS Responders

Available from The ESS Office by E-mail note to ess@pep.gov.bc.ca, by phone toll-free at:
1-800-585-9559 or by Fax: 250-952-5831.

Instructions for Use  The current Emergency Social Services Rates sheet indicates the pre-
authorized amounts that evacuees can receive to help meet their short term,
immediate needs following an emergency. A current ESS Rates sheet must
accompany each Supplier Consent completed and each Referral form given
to evacuees to ensure suppliers know the maximum amounts to be used in
the provision of services.

Gratuities, tobacco products, alcohol and any additional costs incurred must
be paid by the evacuees.

Adults — 19 years and older
Youth — 13 to 18 years
Children — 12 years and under

Note: As of April 1, 2009 ESS Rates Sheets will no longer be updated on
an annual basis, but every several years as a costs savings measure. If you
are not sure that your rate sheets are current, contact the ESS Office to
confirm that you are using the most current rates or go the ESS website at
www.ess.bc.ca .
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Sample ESS Rates Sheet

e

o | EMERGENCY SOCIAL SERVICES (ESS) RATES
a8 | Emergency

Effective April 1, 2009

wetis | ManagementBC
NOT REDEEMABLE FOR CASH
NOTE TO Services to meet immediate needs should be provided in the most cost-effective manner. Rates below
SUPPLIER: are maximum amounts — no additional surcharges are allowable. Extra costs incurred by the evacuee
beyond the approved items listed below are the responsibility of the evacuee. See "NOTE TO SUPPLIER”
on Referral form for reimbursement process, and “Information for Suppliers and ESS Responders” on the
back of the Referral form for more detailed information.
NOTE TO A current ESS Rates sheet must accompany each Referral Form. The Provincial Emergency Program
ESS WORKER: (PEP), Emergency Coordination Centre must be consulted when extraordinary requirements are needed
to provide for immediate needs 1-800-663-3456.
ITEMS OF ASSISTANCE ALL ITEMS ARE GST EXEMPT (#107864738)
FOOD Breakfast Lunch Dinner TOTAL
Restaurant Meals Rate per person $10.00 $13.00 $22.00 $45.00 (inc. pst)
--OR-- Half the restaurant meal rate applies should the evacuee choose groceries.
Groceries Daily rate per person $22.50 (inc. pst)
Gratuities, tobacco products and alcohol are not included
Emergency Social Services is eligible for approved Provincial Government Rates from
LODGING commercial accommodations supplier listed in the Ministry of Labour and Citizens' Services
Business Travel Accommodation Listings for government travel.
Hotel/Motel/B&B http://www. pss.gov.be.ca/csa/categories/accommodation/search/
OR Only the cost of the room is covered. The evacuee is responsible for all other charges

Billeting in Private Homes

(e.g. video rentals, damages, parking, local and long distance calls).

The Referral Form for billeting is issued to the billeting host (supplier). Billeting rate does
not include meals.

Billeting Rate: $30 per night based on single person occupancy.
Add $10 for each additional adult and youth and $5 for each additional child

CLOTHING

(to be issued when evacuees
have not been able to pack

Adults, youth and children * up to $150.00 maximum per person (inc. pst)

Clothing is provided as needed to preserve health and modesty. This is not wardrobe
replacement. Clothing may include footwear or special needs items such as baby diapers.

* Where extreme winter conditions apply at the time of the incident, and on a needs basis,

necessities) amount may be increased to $200 per person.
TRANSPORTAT'ON Transportation necessary to meet immediate needs (e.g. taxis, 3 day bus pass, gasoline)
INCIDENTALS Adults, youth and children up to $50.00 maximum per person (inc. pst)

(to be issued when evacuees
have not been able to pack
necessities)

May include miscellaneous items such as personal hygiene products, laundry supplies,
pet food and lodging, medications for a 3 day period, and other immediate needs as
required. For extraordinary needs, see "NOTE TO ESS WORKER" above.

Support is provided for a maximum of 72 hours immediately following an evacuation, unless otherwise authorized.

PEP2395R (09-04-01)
7530906079 (50/PD)
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3. Emergency Social Services File Kit

Available from

Contents

Purpose

Procedures

Instructions

The ESS Office by E-mail note ess@pep.gov.bc.ca or by phone, toll-free at:
1-800-585-9559 or fax 250-952-5831.

Y

Instructions for completing and processing ESS Files

300 ESS Files (Registration and Services Record)

One Set A-Z Guides (8 %2” x 117)

“OUT” Cards (8 ¥2” x 10”) and Follow-Up Cards (8%2” x 10”)
50 Change of Information Forms

12 Medium black ball-point pens

File box for Registration copies (for Search and Reply)

1 Set A-Z Guides (7 x 11”) for Search and Reply

Blow-up of ESS File to be used to train volunteers or, in extreme
circumstances, groups of evacuees self-registering

VVVVVVVY

For convenience and efficiency in setting up the Registration filing system in
the Documentation Unit, the ESS Office will provide a limited number of
complete ESS File Kits to ESS teams. Kit contents as listed above are
packed into a two piece cardboard box, with each half of the box serving as a
file box — the larger half for the ESS Files and the smaller half for the Search
and Reply flimsies.

The Registration area will need the ESS File forms, instructions for
completing them, the Change of Information forms and pens.

The blown-up poster version of the ESS File form is used to train volunteers,
if necessary, or may be used in extreme circumstances to assist groups of
evacuees with self-registration. The remainder of the kit, the small half of the
kit box and the smaller set of A-Z guides are for the use of Search and Reply
personnel.

File kits are very costly to produce, therefore, the ESS Office reserves the
right to limit the quantity issued to any single community. You may request
one ESS File Kit for each of the primary Reception Centres designated for
your community. Additional forms may be ordered separately to supplement
those forms supplied with the kit, or to replace used or out of date forms. A
new kit should only be ordered when the file boxes themselves are no longer
serviceable.
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