
 
 

The story of the night shelter so far ................ 
 
Building on the success of Lewes Open Door lunch time drop in at 
Westgate Chapel a group of volunteers got together in early September 
2018 to set up a night shelter in Lewes. Taking our inspiration from the 
winter night shelters run in Eastbourne, Hastings and other places we 
decided to look at the practicalities of running a shelter in Lewes. 
 
It would follow the same model - a rotating shelter using churches, church 
halls, community centres moving each night and being run completely by 
volunteers. 
 
We had an open meeting in early September 2018, inviting churches, the 
council, the rough sleeping housing officer, other interested parties and 
the wider public along to hear all views for and against. There was a 
majority of support and most of the churches were very supportive and 
able to offer to host the shelter on different nights of the week. 
 
We worked hard through the autumn to get everything in place, from the 
documents to run the shelter, the training programs needed for the 
volunteers, the equipment lists and funding and the risk assessments for 
the churches. By the beginning of December 2018 we had everything in 
place, ready for a 1 month trial in February. 
 
All we needed was enough volunteers to run the trial for a month - three 
night shift volunteers and two pack up crew volunteers per night. 
 
Unfortunately, despite our very best efforts we did not get enough 
volunteers, but we learned a huge amount and are now starting early for 
winter 2019. 
 
BUT this is not the end of the story.......... we want to run the 1 month trial 
starting on 9th November. 



 
 

How the Night Shelter will work 
 
For the trial month, the night shelter will run for five nights a week. If the 
trial goes well, in time we intend to run it for seven nights a week, from 
early November to 31st March each winter. 
 
All the guests will be people LOD knows and who have been using the 
drop in; they all live on the streets of Lewes. Safeguarding will be essential 
for the volunteers, the churches and venue spaces, for local residents and 
for the guests themselves. This will not be a drop in shelter.  
 
At the start of the season the guests will fill in a registration form and pass 
a vetting process to check they are suitable to use the night shelter.  
 
For a registered guest to book a night at the shelter they will fill in a 
nightly booking form at the drop in at Westgate Chapel at lunch time for 
that night.  
 
Each night shelter is run by three night shift volunteers from 7.15pm till 
8am. One will be the lead volunteer, who oversees the smooth running of 
the shelter. Guests arrive to be checked in between 7.30 and 8pm. 
Volunteers help with making a simple supper and breakfast in the 
morning. Two volunteers are on duty with one on a sleeping shift, 
throughout the night. 
 
In the morning the two volunteers of the pack up crew arrive to help 
clean the venue, pack up the equipment and move it to the next venue. 
 
The night shelter will be completely run by volunteers and will be as self-
running as possible with all the communications of venues, keys, guest 
information, food shopping lists, laundry lists, volunteers sign up being 
carried out via the SignUp app and Lewes Open Door Facebook page.  
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Night Shelter Locations 
 
Monday Westgate 
Tuesday Trinity Southover 
Wednesday Trinity Southover 
Thursday  
Friday  
Saturday Christ Church 
Sunday Kings Church 

 
The Shelter will be open to guests from 19:30 (admission by 20:00) until around 
07:00 depending on location. 
We will aim to clear the location by 08:00 and set up in the next night’s location 
by 10:00 



 

Key Roles for the Night Shelter 
Coordinator Overall responsibility for the safe and effective 

operation of the night shelter 
Lead Volunteer Present overnight at the shelter, oversees the 

volunteers and guests and ensures thigs run to plan 
Volunteer Present overnight at the shelter, welcomes guests, 

prepares food and drink, cleans and tidies 
Pack-Up Lead Ensures that shelter materials are collected from the 

venue and taken to the next one; restocks supplies 
Pack-Up Crew Helps with the packing away and setting up of shelter 

materials 
Rota Administrator Ensures that adequate cover is available every night 
Supplies Administrator Oversees stock levels and liaises on finance with the 

treasurer 
Lunchtime Volunteers Record which guests are going to attend that night 

 



 
 

What do Night Shelter Volunteers do? 
 
Three volunteers are needed each night to run the shelter for up to five 
guests.   

You will need to arrive at the venue by 7.15pm for a pre-shelter meeting 
with the lead volunteer. From 7.30pm the guests will start to arrive for the 
night. You will help with signing guests and their belongings in, serve a 
welcome hot drink, help the guest hang up any wet clothing on the airers 
and give the guests towels and toiletries. By 8pm all guest should have 
arrived for the night. 

You will help make a simple evening meal; guests and volunteers eat 
together. Volunteers help the guests set up their camp beds and the 
volunteer camp bed.  Guests and volunteers socialise, play board games, 
listen to the radio, read etc. From 10pm onwards is quite time, phones go 
off the main lights are lowered so guests can start to go to sleep. 

During the night one volunteer has a sleeping shift, using the volunteers 
camp bed and two volunteers are awake on duty. 

In the morning guests pack up their beds and bedding, guests and 
volunteers make a simple breakfast and eat together. 

The lead volunteer is in charge of the smooth running of the shelter, 
arriving at 7pm to meet the opener of the venue. They will have picked up 
the notes about the guests for the night and any other information. They 
will oversee the signing in of the guests and complete the notes in 'the 
night in the shelter’ document. They will make a list of food shopping and 
laundry for the pack up crew and feed this information back to the 
volunteer administrator and the supplies administrator. 

What you need to be a night shift volunteer: a sleeping bag or similar, a 
good book and a DBS certificate; if you don't have one, we can help you. 

We offer full training for all roles. 



 
 
 

What do Pack-up crew volunteers do? 
 
There are two pack up crew volunteers who arrive at the venue in 
the morning ( times vary according to location). The guests will 
have packed up their beds and bedding. The pack up crew will 
help pack away the equipment and food from the night shelter 
into boxes and into the pack up crew volunteer’s car. 

The pack up crew clean the kitchen, toilets and hoover the 
sleeping area. 

They carry out any food shopping needed, drop off dirty laundry 
and pick up clean laundry from the dry cleaners. 

The pack up crew take all equipment, food shopping and laundry 
and drop it off at the next night’s venue. 

The lead pack-up volunteer will be given the shopping list and 
laundry list by the night shift lead volunteer. They will have the 
petty cash purse and keep all receipts from shopping and laundry 
and report all expenditure and the balance in the petty cash 
purse back to the supplies administrator. The lead pack-up 
volunteer will have information about the drop off at the next 
venue, details of keys and opening instructions. 

What pack up crew volunteers need: The lead volunteer needs a 
car with room for the night shift equipment, all pack-up crew 
need a reasonable degree of mobility and physical strength. 

Full training will be given for all roles. 

 
 



 
Night shelter Training 

 
All volunteers will receive the following training: 
 
• Background information on some of the potential individuals 

that may use the shelter 
• What are the laws and rights for homeless individuals  
• Introduction to safeguarding for both volunteers and guests 
• Equality & Diversity  
• What needs to stay confidential? 
• What to do if there are any issues regarding guests or 

volunteers 
• A copy of each form and practice on using these 
• Professional boundaries and how to keep these  
• A variety of role play scenarios based on possible situations 

that may arise  
• Setting up camp beds 
• Awareness of substance misuse including signs and symptoms 

and impact on service users  and what to do as a result 
• First aid  

 


