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Standard Operating Procedure For Warming Center Operations at MLK Rec 

Center 

 

1. Purpose 

The purpose of the Warming Center SOP is to provide an operations guide for staff to 

be able to successfully stand up a warming station at the MLK Recreation Center 

when activated.  

 

A warming center is a temporary facility that will be made available to the 

community during extreme temperature conditions when normal coping mechanisms 

are ineffective or unavailable.   

 

 

 

2. Scope 

This SOP is intended for use by Parks and Recreation staff as a guide to operate a 

warming center at the MLK Recreation Center as activated by City of Denton City 

Management. This SOP is solely intended to guide staff in Warming Center 

operations only and is not intended to be inclusive of the entire coordinated 

emergency operations response from the City (such as public communication, ice 

and snow removal, etc.). 

 

3. Initiating Event/Timeline/Deadline  

The warming center will be activated by the City of Denton City Management in 

cases of extreme temperature conditions. When activated, the center will be open for 

a limited number of hours for a limited number of days and provide limited services. 

The center will close and operations will cease when extreme temperature conditions 

end and normal coping mechanisms are available or as directed by City of Denton 

City Management.  

 

4. Responsibilities 

Warming Center Key Personnel 

 

Center Manager- Responsible for overall coordination of the Warming station. Acts as 

liaison between City Emergency Operations Center or City Management and warming 

station.  

 Primary-Gary Packan  

 Backup- Nikki Sassenus 

 

Shift Manager- Responsible for warming center on-site operations; provides 

oversight, administrative support, and supervision for all functions in the shelter 

during a specific time including; registration of clients, facility logistics, and feeding.    

 Nikki Sassenus, Megan Thomas, Autumn Natalie, Monica Martin, Jason 

Barrow, Caroline Seward, Cheylon Brown, Robbie Johnson, Alicia McDaniel, 

Nicole Brasher, Rachel Burks 



SOP Title: Warming 
Center Operations 

2 of 2 Last Reviewed/Update Date 11/15/2022 

Department/Division 
Parks and Recreation- Leisure 
Services 

Implementation Date 1/2022 

 

Documents: SOP Warming Center Operations  

 

Staffing/Volunteer Manager- Recruits, schedules, and coordinates staffing and 

volunteers to work shifts at the warming station. Maintain records of all workers who 

assist with shelter operations.   

 Sara Farris, Kelsey Stuart, Alicia McDaniel 

 

 

 

Warming Center Staff- Man the warming station and provide services including but 

not limited to registration, food service, cleaning, and other various duties as 

assigned.  

 All Full-time, Part-time, and temp/seasonal staff  

 

 

5. Procedure 

1. City Emergency Operations Center or City Management activate warming 

center, notifies Center Manager. 

2. Warming Center opening time is determined. 

3. Center Manager notifies Shift Managers, and Staffing/Volunteer Manager: 

a. Advises them of the day/time center operations are to being 

b. Begins executing warming center set-up checklist items and assigns 

tasks  

c. Shift managers assigned to shifts  

4. Staffing/Volunteer Manager recruits and assigns warming center staff  

5. Warming center set-up  

6. Warming Center opens to public 

  

 

6. References 

List of additional resources: 

 Gearing Up for Warming Center Operations Checklist 

 MLK Warming Center Lay out  

 Shift Manager checklist 

 Key Points of Contact  

 Warming Station FAQs  

 FEMA Shelter Field Guide (FEMA P-785) 
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APPENDIX A  

GEARING UP FOR WARMING CENTER OPERATIONS CHECKLIST 



SOP Title: Warming 
Center Operations 

4 of 2 Last Reviewed/Update Date 11/15/2022 

Department/Division 
Parks and Recreation- Leisure 
Services 

Implementation Date 1/2022 

 

Documents: SOP Warming Center Operations  
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APPENDIX B 

MLK WARMNING CENTER LAY OUT   



SOP Title: Warming 
Center Operations 

6 of 2 Last Reviewed/Update Date 11/15/2022 

Department/Division 
Parks and Recreation- Leisure 
Services 

Implementation Date 1/2022 

 

Documents: SOP Warming Center Operations  

APPENDIX C 

SHIFT MANAGER CHECKLIST 
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APENDIX D 

KEY POINTS OF CONTACT  
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APPENDIX E 

WARMING STATION FAQs 

 

 

 


