
Week Coordinator Duties and Checklist

There are a minimum of two Week Coordinators for each week.  At least one of the
Coordinators should be experienced with IHN.  The Coordinators will work out their schedules
between them.  One must always be on site from 4:45 pm until turned over to the Overnight
Hosts, and one Coordinator must be on call each night.  The IHN Coordinator will cover and
assist as needed.

Throughout the year:  
• Cooperate with the IHN Coordinator and others on establishing and reviewing

volunteer tasks, schedules, etc..  
• Familiarize yourself with our policies and procedures. 

Once schedules and volunteers are set:  
• Establish a schedule and means of communication between coordinators.
• One coordinator should take responsibility for communication to volunteers.
• Make a contact list for your volunteers.  Email is preferred means of contact.
• With the IHN Coordinator set a Training Day 1-3 weeks ahead of your hosting week. 
• Contact each volunteer to introduce yourself and invite them to the Training Day.

Training Day:
• Ensure your volunteers have the current IHN Handbook prior to their Training Day.
• Mandatory for new volunteers, optional for experienced volunteers.
• Using the current IHN Handbook as a guide:

◦ Review hospitality and discuss what volunteers are likely to encounter in dealing
with guests.

◦ Tour the church and ensure volunteers are familiar with the IHN spaces.
◦ Review Emergency & Medical Situations.
◦ Review Manners and Behavior and Guest Rules.
◦ Review each volunteer's tasks and ensure they are familiar with their role. 

Thursday and Friday Before Host Week:
• Thursday provide a shopping list to the Shopper and arrange a delivery time.
• Friday receive Guest Roster from IHN.
• Email your volunteers the number of guests and family makeup.
• Enter Guest information in the IHN logbook or attach a copy of the roster.

Sunday of Host Week Before Guests Arrive:
• Post the DO NOT USE SECURITY SYSTEM sign over the security box by 1st floor

elevator.
• Put the IHN logbook in the kitchen.
• Check that the kitchen supplies and food have been delivered and stored by the

Shopper.
• Check guests sleeping areas – cots open, fitted sheet, top sheet, 2 blankets, quilt,
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pillow, pillow case, bath towel, hand towel and wash cloth on each cot - wastebasket,
tissues, clock, radio, floor lamp and welcome sign on door.

• Check Overnight Hosts sleeping areas.
• Set up IHN games and toys in the Imagination Room.  Check TV, VCR/DVD in the

Overnight Hosts room. Set up toddler toys in Ellen Hall. 
• Post Guests Rules and Emergency posters in all sleeping rooms, Ellen Hall and

hallways.
• Post the Family Chart in the kitchen.
• Ensure dining tables, chairs, high chairs and toddler seats are set up in Ellen Hall.

(high chairs and toddler seats are stored in wall closet in Ellen Hall and in IHN closet)
• Check First Aid kits and Fire Extinguishers.
• Check clean up supplies – vacuum, mop & bucket w/wringer, broom and dustpan,

Blood-borne Pathogen kit, bodily fluids clean up, commercial disinfectants, latex
gloves, masks, goggles and supply of wipes. 

• Establish where you will conduct the Guest Orientation meeting.

Sunday Guest Arrival 5:00 pm / Guest Orientation:
• Set a pitcher of ice water and re-usable plastic cups (with names) on counter in Ellen

Hall.
• Provide seating in a circle or at tables.
• Introduce yourself have guests leave their bags in the foyer and ask them to meet with

you for a few minutes in Ellen Hall.
• When all are gathered, introduce yourself and ask others to do the same to ensure

everyone knows each other. 
• Discuss concepts of IHN hospitality:

◦ You are our guests, we want you to feel welcome and comfortable.
◦ We believe in mutual respect and courtesy.
◦ We all have rules we have to follow.

• Point out Guest Rules and other notices posted in all IHN areas. 
• Explain IHN areas including the smoking area and trash disposal.
• Explain the daily schedule and the coming and going of volunteers. 
• Have families sign up for chores, post assignments in Ellen Hall.
• Answer questions.
• To ensure privacy, offer to discuss medication needs or other concerns one on one.
• End the meeting on a positive note; as time permits guests should relax before supper.
• Show guests to their rooms.

Daily 4:45 pm – 9:00 pm:
• 5:00 pm meet the IHN bus.
• Receive the IHN Medical bag from the driver and store in a secure location in the

kitchen.
• Orient any new guests to the building and dicuss the rules. Set up rooms for the new

guests with clean linens.
• Greet volunteers as they arrive, have them sign in to the logbook, brief volunteers and

Page 2 of 3
Revised 020112



help them get started on their duties.
• Dispense medications to guests from IHN Medical Bag as appropriate and necessary.
• Assist volunteers and guests as needed and take care of situations as they arise.
• Check supplies including lunch and breakfast food for a mid-week shopping run by the

Shopper.  Limit the Shopper to one additional run mid-week; anything else one of the
Coordinators should pick up. 

• Talk with the adults in each family and keep on top of any ongoing concerns or issues
with the family that impact on their stay with us.  

• Communicate concerns to IHN staff as needed.
• 8:30 pm - Ensure that guests clean up and prepare to settle down for the night.
• Review guests' needs with the Overnight Hosts and pass charge of the IHN Medical

bag.
• Ensure Overnight Hosts have your cell phone, are familiar with emergency procedures

and know how to secure the building.
• Leave only after both Overnight Hosts are in the building and ready to assume

supervision.
• Remain on call throughout the night – keep your cell phone on and close by.
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NEW IHN POLICIES 
 
WEEKEND IN-TAKES 
As of this Saturday, July 18, IHN staff will be providing emergency shelter intakes to families 365 days a year. This means 
that intakes will take place on Saturdays and Sundays as well as weekdays. This is in response to our community's 
increased need for emergency shelter and our commitment to meeting that need so that children and their parents aren't 
sleeping on the streets, in their cars or in other unsafe situations when there are IHN beds available.  
  
As you're aware, we've been running a full house most of the time - again because of the community's increased need for 
emergency shelter - but there are some Fridays when we end the day with an opening or two. Since our goal is to have a 
full house (until we end homelessness, that is) at all times, we have not been comfortable with leaving on Friday knowing 
that there are unfilled beds over the weekend - especially not when temperatures outside are either very cold or very hot, 
and we're in a position to provide shelter.  
  
Here's what weekend intakes may mean for you, as EITHER the current week host or the upcoming Sunday host: 
  
Let's say it's Friday and your census is full. Chances are you won't have a change over the weekend. But, if a family leaves 
Saturday, there is the possibility you will get a new family that day just like you might on a weekday. You may or may not, 
however, get an emailed census. You may, instead, receive a call regarding the new family from our weekend Day Center 
staffer and intake worker, Beatrice Stringer.  
  
Or, let's say it's Friday and we have an opening or two. Chances are you may get a new family or families on Saturday.  
  
Less likely, although still possible, are new family intakes on Sunday. This is because the Central Access Point (CAP) is 
closed that day. But, there may be times when special circumstances may require a Sunday intake. CAP, as you may recall, 
stands for Central Access Point and is a referral agency for families seeking emergency shelter with IHN or one of the other 
family shelters in the Greater Cincinnati area. FYI, the CAP number is 381-7233.   
  
Even more important now is the Be Prepared for a Full House policy, which we've included in recent issues of the 
InterCoordinator and in email messages. So, set up all beds Sunday, have extra sets of linens handy, and tell your cooks to 
prepare or shop for meals to serve 22, including enough for seconds.    
  
Families will be screened with the same thoroughness as during the week. And you will have the same access to IHN staff 
(Beatrice at the Day Center and the staff member handling on-call duty, 325-4547) as currently. In addition, you will be 
notified of updates as soon as possible, just as we do now.  
  
We will, of course, be doing everything possible to make this transition a smooth one. We realize that you, too, want to help 
as many families as possible, and we're thankful for your devotion to helping those who, without you, would be living in dire 
circumstances.  
 

 
ON- CALL POLICY 
 
Given the nature of the IHN shelter, it is necessary for quick communications between shelter staff and congregations, 
particularly in the event of situations in which a host congregation needs to get a staff opinion on a course of action. At the 
same time, it is necessary for staff to not be “on-call” at all times as well as to have appropriate “down time” so that they can 
relax and spend uninterrupted time away from the office.  
 
 
 



During non-business hours, this is the procedure to follow in a non-medical-emergency issue involving a guest:  
 

• Call 325-4547: This is the IHN evening “on-call” phone and it will be staffed all weekday evenings and weekend 
evenings after business hours (see business hours below). This number will be at the top of the census where, 
formerly, staff emergency contact names and numbers were located. There will be no one’s name next to the 
number because staff will be rotating “on-call” duty. Call the number and the evening “on-call” staff person will 
answer. If you receive no answer, leave a message and wait 30 minutes for a call-back. If you do not receive a 
call-back within 30 minutes, do one of the following:  

o Contact your Coordinator, who will have a listing of staff home phone numbers, or…  
o Look in your congregation’s IHN emergency binder with IHN “last-resort” staff home numbers - to be kept 

in a private location - and contact a number on that list. Please do this only if 325-4547 doesn’t respond 
within 30 minutes, or attempts to reach your coordinator fail.  

 
• For other, guest-related questions that you’d like answered during weekday Day Center business hours, 7:00 a.m.- 

5:00 p.m. Monday-Friday, call 471-1100 and ask for Eve Beasley. For other, guest-related questions that may occur 
to you during weekend Day Center business hours, 8:00 a.m. - 5:00 p.m. Saturday & Sunday, call 471-1100 and 
ask for the IHN weekend coordinator (whom we are currently in the process of hiring, at which time you will have 
that person’s name at the top of the census.)  

 
• If there is a medical emergency or possible medical emergency with a guest, do not hesitate to contact 911.  

 

Controlled Substances, Prescription Medication  and Over the Counter (OTC) 
Medication Policy 

 
Interfaith Hospitality Network of Greater Cincinnati (IHNGC) is concerned about the well-being of all guests, and respects 
the right of guests to treat health concerns with prescription medicines legally and appropriately prescribed by health 
professionals and to treat other health concerns with appropriate prescription and/or over-the-counter (OTC) medications.  
At the same time, IHNGC is concerned that such medications be not abused or fall into the hands of those not authorized to 
take them. 
 
At the Day Center, therefore, all prescription medications including “controlled substances” will be logged in by the Director 
of Operations and kept in a receptacle in a secure location while designated staff is at the Day Center and the Guest is at 
the Day Center.  Medications will be logged in and logged out as necessary throughout the day. The receptacle will also 
include OTC medications (such as Tylenol or Advil) as well as an emergency cell phone equipped with minutes and a 
charger. (This is for volunteers in the event of a guest hospital visit- see How to Handle Medical Situations policy.)   
 
At the end of the day just prior to boarding the bus, the Facilities Manager will the receptacle to the Bus Driver, 
who will then give it to a volunteer at the appropriate host congregation, where it should be kept in a secured place 
and, if the congregation would like, may be locked (the lock must be removed before handing it back to the Bus 
Driver the following morning though).   
 
A Volunteer will allow the Guest to take the proper amount of medication at the times indicated by the prescribing health 
professional. 
 
In the case of an emergency, please see the “How to Handle Medical Situations Policy.” 
 
The necessary security of prescription medications will be determined by the Director of Operations, Case Manager, or 
Executive Director according to the potential they present for possible abuse. 
 
 



There are some medical situations that a guests and volunteers may feel comfortable handling themselves, such as, for 
example, taking temperatures and administering adult or infant Tylenol. But if a guest or volunteer is unsure of what to do, 
here's what we suggest:  

• The volunteer, not guest, calls 911. (Sometimes the guest will call anyway, but this is to be discouraged. If the 
situation is not critical (determined by the paramedics) request that the adult guest be transported to University 
Hospital. University Hospital should not bill your congregation for emergency room services (see below for further 
explanation). If the situation is critical, the paramedics will probably take the adult guest to the nearest emergency 
room regardless of anyone’s preferences. Children experiencing medical issues are taken to Children’s Hospital, 
which also should not bill your congregation. Both hospitals have long had charity programs in place and accept 
uninsured as well as underinsured patients.  

• Arranging for childcare – If the children don’t (or can’t) accompany their parents to the hospital, ideally the parent 
should try and reach an emergency contact (listed on the census) to let them know they may need to come and get 
the children within 2 hours. If the parent is unable to make this call, a volunteer should do it. The emergency contact 
should be told to bring identification and be informed that we won’t release the children to anyone other than the 
emergency contact, or in lieu of that person, another person bringing BOTH a note from the emergency contact 
AND the emergency contact’s driver license or other form of official identification (state-issued ID, utility bill). Tell 
the emergency contact that, if either of these possibilities can’t be met, IHN staff will make other arrangements for 
the children.  

• On arrival, the emergency contact must show ID, as mentioned before, and be in stable condition to get the 
children. If you’re uncomfortable with his/her condition, call the IHN on-call number, 325-4547, regarding what to do.     

 

• If the emergency contact cannot be reached by either the guest or a volunteer, call the IHN on-call person, 325-
4547, and we’ll handle arrangements for the children.  

 

• Tell guests that, once they’re seen at the hospital, they should call a volunteer, who will want to know if the doctor is 
thinking of keeping the guest overnight, or is considering releasing him or her within several hours. The volunteer 
should give the guest the emergency cell phone number that is in the medications receptacle. Be sure and get the 
guest’s cell phone prior to their going to the hospital. Remind the guest to keep emergency contacts appraised of 
what’s going on.     

 

• Return transportation – If the guest doesn’t arrange this with a spouse, relative, or emergency contact, etc., here 
are the options:     

o Return transportation from University or Children’s hospitals – Both hospitals will make arrangements for 
cabs and fare at no charge to IHN for return transportation to the congregation. If, for some reason, either 
hospital staff needs reminding of this, the guest should ask to see a social worker.  

o Return transportation from a hospital other than University or Children’s hospitals – Because other area 
hospitals do not have well-established charity programs, it’s possible that cab arrangements and fare will 
not be provided free of charge to IHN. This is one reason we encourage the use of University Hospital, as 
well as the fact that it’s an excellent hospital and our IHN medical personnel are all practitioners there. In 
this case, a volunteer, NOT THE GUEST, should call Towne Taxi for return transport. IHN has an account 
with Towne, phone number 761-7700.  VERY IMPORTANT - Please do not give this number to any guest 
or let any guest know that IHN has an account with Towne Taxi.  

 

ALSO VERY IMPORTANT - We strongly advise volunteers NOT to transport guests to or from the hospital for several 
reasons: the possibility of a medical emergency, particularly on the way, safety and liability.  
 
 



IHN FLU PROCEDURES 
 
  
By MerryBeth McKee, IHN Director of Operations  
  
In the continued health interests of our guests, volunteers, and staff, we're repeating the 
precautions, published in the October InterCoordinator, for preventing the spread of the influenza virus 
and other common viral infections: 
  
Promote regular hand washing among guests, staff and volunteers, providing hand soap in the 
bathrooms and hand sanitizer and bleach wipes throughout the building.  Show children proper hand 
washing techniques that include rubbing of hands with soap under warm water for at least 30 seconds 
(or the Happy Birthday song) before thoroughly rinsing.  Be sure to post signs reminding everyone to 
wash their hands, especially children coming from school or day care.  
  
Clean and disinfect communal surfaces daily.  This includes doorknobs, appliance handles, computer 
keyboards, light switches, tables, remote controls, etc.  
Disinfect communal toys and books daily during the flu "high season." Putting certain items away 
during this time may be a good idea to eliminate extreme volunteer labor. 
  
Post flyers in key areas around the building indicating "How to Protect Yourself and Others" from the flu.  
  
If a guest is experiencing any flu-like symptoms (fever, fatigue, sore throat, coughing, body aches or 
headaches) please advise them to limit the spread of the infectious droplets by: 
1.      Cough or sneeze into their elbow. Droplets expel up to 3 feet, but your elbow is able to wrap 
around, containing the droplets on your sleeve. Using your hand just moves the droplets onto the next 
thing you touch. 
2.      Wash clothes/bedding on the hot setting in both the washer and dryer. 
3.      Carry a plastic bag with them if they are using tissues. After blowing their nose, they should 
immediately deposit the used tissue in the bag. Also, when finished sneezing, they should wash or 
sanitize their hands before touching anything others would touch. 
  
It is important to notify the Day Center if any guest experiences flu-like symptoms.  Proper procedures 
will be followed in determining whether or not the guest and/or family needs to be quarantined.  Face 
masks will be made available to guests with severe coughing.         
  
All guests (age appropriate) and staff will be given the H1N1 flu vaccine by MedVan physicians when it 
becomes available.      
 
 
 



Interfaith Hospitality Network of Greater Cincinnati 

Communicable Conditions Policies and Procedures 

 

Policy: 

The purpose of this policy is to insure to the extent possible the health of guests, 

volunteers, staff members and others who may be in close proximity with guests or 

others with contagious conditions and to expedite the return to health of guests with 

contagious conditions. 

 

Procedures:  

Upon intake screening: 

The Case Manager performing intake will ask prospective guests to complete a health 

screening questionnaire listing common symptoms to determine if a contagious illness 

may be present in any member of the family entering the program.  If the Case Manager 

finds that any member of the family may have a contagious illness that requires 

quarantine, she will help arrange quarantine and make appropriate referrals to treat the 

illness. The Case Manager may save a place in the program for the family to enter upon 

receipt of a doctor’s release that the period of contagion is over. 

 

If contagious illness is discovered while a guest is in the program: 

Anyone with a contagious disease or illness requiring quarantine according to the Center 

for Disease Control guidelines must leave the program until the period of contagion is 

over and/or illness is addressed with proper medication or cleansing. A doctor’s release 

will be required for re-entry in the program.  The Case Manager or Executive Director 

can make an exception if the illness can be addressed within the day and the period of 

contagion will be over by 5:00pm. 

 

Suggested procedures in the case of lice: 

The above procedure will be followed and specific procedures below will be set into 

motion. 

• Guest family members who are discovered to have lice or nits are required to 

wash their hair with lice shampoo provided by IHNGC and manually remove all 

lice and nits from hair with a fine-tooth comb provided with the shampoo.   

• Children under the age of two should not be treated with lice shampoo but all lice 

and nits must be removed manually from their hair with a fine-tooth comb.   

• The head of household of that family must check every member of the family 

(including having someone check him or her) for lice and nits and sign a 

statement that every family member has been checked and that all infected 

persons over the age of 2 have also used the shampoo.   

• Additionally, every infected person must be checked and all lice and nits must be 

removed on a daily basis.  A second treatment of lice shampoo may be 

recommended by the case manager in 7-10 days from initial treatment. 

• Infected guest families must wash all clothing in hot water (>120 º) and dry in a 

hot dryer.   

• Infected guests must soak combs/brushes in hot water for 10 minutes.  



• Case manager(s) will talk to each family to screen for symptoms of lice to 

determine if any other family is infected.  Non-infected persons will not be 

required to use lice shampoo or other treatments. 

 

IHN staff will notify host congregations who have hosted families with lice as soon as 

possible upon learning of an infestation.  Staff will advise host congregation(s) to prevent 

re=infestation by:  

• Washing all bedding for families that are infected in hot water (>120º) and dry in 

a hot dryer.  

• Vacuuming to remove all lice and hairs with attached nits from furniture, rugs, 

stuffed animals and car seats. Vacuum bag should be changed.  Items that can not 

be washed or vacuumed can be put into plastic bags for three weeks, but this 

probably isn't necessary in most cases.  

• Changing sheets and pillowcases for the infected family every night for a week 

and washing in hot water.  

• Spraying is optional. Since lice don't survive long off a person's head, you usually 

don't need to use pesticide sprays on carpets, furniture, etc.  

• Host congregations have the option of refusing guests with lice. It is the duty of 

the host congregation to inform their volunteers and support congregations of the 

decision to host that family or not, and to allow those volunteers to decide 

whether or not they will volunteer when families with lice are present if the host 

congregation decides to accept the family and quarantine them at the 

congregation. 

The Day Center Staff will vacuum to remove all lice and hairs with attached nits from 

furniture, rugs, stuffed animals and car seats. They may place items that can not be 

washed or vacuumed into plastic bags for three weeks.  

 

 

 




