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Each Local United Way in the NC 2-1-1 system is required to set-up blank templates for use in the event that disaster services are activated in their community.  There are three blank templates that should be set up and codes assigned for each county as soon as a ServicePoint database is initialized, these are:

*Disaster – Shelters – ABC County
a. TH-2600.6600.500 – Mass Care Shelters
b. TH-2600.6600.800 – Special Needs Shelters

*Disaster – Food Services – ABC County	
a. TH-2600.6450 – Post Disaster Food Services

*Disaster – Clothing/Supplies – ABC County	
a.  TH-2600.1550 – Disaster Related Clothing/Emergency Supplies	

*Disaster – Evacuation Routes – ABC County
b. TH-2600.1700 – Evacuation Transportation
	

Please follow these steps to set-up your blank templates:
1. Navigate to ServicePoint at https://sp5.servicept.com/sp5_nc211
2. Log in using your user name and password
3. Open “Admin”
4. Then choose “Admin Providers”
5. Navigate to your United Way using the search screen
6. Click on the Pencil icon to the left to open the program for editing 
7. Scroll down to the menu bar and choose the “Maintenance” on the far right. 
8. Scroll all the way to the bottom and click on “Add Subordinate Provider”
9. A new widow will open, Enter the name of the new program, using the naming structure given above. 
10. Click on the checkbox “Geography Served” to copy that information from the parent provider and click “Submit” at the bottom right.
11. It will now be necessary to search for the name of the new program you just created, the same way you searched for your United Way previously.
12.  Click on the pencil beside the new program name to open the program for editing.
13.  In the Description Box enter “This information will be updated in the event of a disaster or weather-related emergency.”
14. Open the “Services” tab and add the appropriate Service Codes
15. Don’t forget to click on “Save Changes!”


Please note:  If  your community has an already established list of shelters that will open in the event of a disaster, it is permissible to go ahead and list these resources.  However you should clearly note that they are closed and use the “Out of Resource” checkbox.
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Get Connected. Get Answers.





