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GROUP LODGING – FULLY EXPANDED ORGANIZATIONAL STRUCTURE

Group Lodging Manager

LiaisonInformation

Safety

Planning LogisticsOperations Finance

Meals Distribution

Sleeping Area

Check-
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FLOW OF ESS RESOURCE REQUESTS

Resource Acquisition Supervisor
consults with all branches/units

within the RC to determine needs for
material resources, supplies,

equipment, or services

Is this a resource for
evacuee referrals?
(e.g., food, clothing,

lodging, transportation,
incidentals)

Is this an ESS facility
resource? (e.g., office supplies

or bulk orders)

Resource Acquisition Workers make
arrangements with suppliers for
needed resources and create lists of
available suppliers/resources

Resource Acquisition Supervisor
gives supplier resource lists to
Referrals Unit Supervisor

Referrals Unit Supervisor distributes
resource lists to Referrals Workers

Referrals Workers
Interview evacuees
Assess needs
Make referrals to suppliers for
food, clothing, and/or lodging
Track resources used
Communicate need for
additional resources to
Referrals Unit Supervisor

Resource Acquisition Supervisor
(through Logistics Chief) gets RC
Manager to approve request and
sign ESS Resource Request Form

Request is forwarded to ESS Branch
Coordinator in the EOC

ESS Branch Coordinator acts on
request and notifies Resource
Acquisition Supervisor as to status of
request

Yes Yes

No

RESOURCE AUTHORIZATION

Type of 
Resource

Who Gives Payment 
Authorization

For evacuees:

•	 Food
•	 Clothing
•	 Lodging
•	 Transportation
•	 Incidentals

that fall within the 
ESS expenditure 
guidelines, as 
outlined on the ESS 
rates sheet and 
Referral Form from 
your P/T ESS office

ESS responders are pre-
authorized to issue ESS 
Referral Forms to evacuees 
within set ESS limits as outlined 
on the ESS rates sheet

Additional or 
exceptional 
resources not 
specified in the 
ESS expenditure 
guidelines such as:
 
•	 Medical aids
•	 Eye wear, etc.

With approval of the RC/GL 
Manager and the local EOC 
ESS Branch Coordinator, the 
Referrals Unit Supervisor seeks 
authorization from the ESS 
Branch Coordinator at the P/T 
Regional EOC, or through the 
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Emergency Social Services
Quick Reference Guide

STANDARD RESPONSE GOALS

1.	 Safety & Health of All Responders

2.	 Save Lives

3.	 Reduce Suffering

4.	 Protect Public Health

5.	 Protect Critical Infrastructure

6.	 Protect Property

7.	 Protect the Environment

8.	 Reduce Economic & Social Losses
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ESS RESPONSE ACTIVATION LEVELS
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A PDF version of this guide can be freely 
downloaded from 

www.myemresources.com

Contact us for further information on ESS training 
and to order full colour, UV coated copies of this 

& other quick reference guides or to arrange for a 
customized version of this guide:

7164McBride Boulevard 
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RECEPTION CENTRE – 4 KEY FUNCTIONS

All Reception Centres (RC) must have these 4 functions 
when activated. Other functions are added, as needed

Reception Centre Manager

PlanningOperations

Referrals for Food,
Clothing & Lodging

Registration


