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Choosing Suppliers Once a supplier has agreed to assist people affected by disaster by signing 
the Supplier Consent, it is good practice to try and utilize them when an 
opportunity arises.  When choosing a supplier during an incident, it is 
advisable to try and provide equal opportunities by varying your suppliers, 
wherever possible and practical. 

  
Insurance Emergency Social Services workers are encouraged to ask the family or 

individual if they have property or tenant insurance as part of the recovery 
process, however, people should not be denied access to Emergency Social 
Services because they may have insurance.  ESS workers are not to engage 
in a discussion about insurance policies, deductibles, etc.  If the evacuee is 
indicating they need assistance and have no other resources immediately 
available, or if the family or individual is having difficulties contacting their 
insurance agent, or are uncertain about their coverage, services should be 
provided for up to 72 hours as usual. 

  
 If the family has insurance that can cover their costs, instruct them to make 

necessary purchases, keep all receipts and contact their insurance agent 
immediately to arrange for payment of services. If their home is unfit to live 
in, they will want to confirm their coverage for additional living expenses.  
Where the evacuee is denied access to their home by civil authorities, for 
instance under an evacuation order, they should ask their agent specifically if 
they have prohibited access coverage. If they have difficulties contacting 
their insurance agent or are uncertain about their coverage, services should 
be provided as usual, pending clarification of insurance.   

  
 Assistance in resolving insurance related concerns is available by calling the 

Insurance Bureau of Canada Consumer Information Line at 604 684-3635 
ext. 222, or toll free at 1 877 772-3777. 

Note: PEP does not have the ability to be reimbursed by an evacuee’s 
insurance plan/company. 

  
Identification of 
Evacuees 

Individuals and families affected by a disaster or emergency and requiring 
assistance are not required to provide identification to receive Emergency 
Social Services. ESS workers should confirm that the place of residence 
given by the evacuee is in the evacuation area before providing services. 

  
Food Restaurant Meals 

The maximum payment for meals is stated on the ESS Rates Sheet.  Use 
these rates in discussing costs of meals with restaurant operators. 

  
 Groceries 

If evacuees prefer to cook their own meals, one-half of the eligible meal rate 
is available to purchase groceries. 
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 Bulk Food Orders 
Requests for bulk food orders for evacuees or response workers should be 
forwarded to Logistics at the Emergency Operations Centre (EOC).  The 
ESS Referral form is not intended for bulk purchases.  If no other payment 
option is available, pre-approval must be obtained from the ESS Office or 
PREOC for any bulk order purchased using an ESS Referral form. 

If bulk food is purchased to provide meals for evacuees either at the 
Reception Centre or Group Lodging facility, evacuees would not normally 
be provided a daily meal rate as well.  However, there may be situations 
where it is necessary for evacuees to eat outside of ESS facilities.  In no 
situation should an inflated rate be paid to suppliers because of the 
emergency.  

Do not pay for alcoholic beverages, gratuities or tobacco products.  This 
is noted on Referral forms that evacuees give to local suppliers.  ESS 
workers should ensure evacuees understand what is not included in eligible 
expenses. 

Lodging Accommodation is limited to 72 hours maximum unless approval is 
received from PEP to extend this limit. 

 Hotel/Motel 
In most areas of the province there are hotels that offer provincial 
government rates lower than regular rates. ESS is authorized access to these 
rates.  Where possible ESS should set up supplier agreements with these 
hotels as a first choice. If no hotels offering the provincial government rate 
are available locally negotiate the best deal possible with local hotels. 
Government rates are generally based on single occupancy, but are also to 
be used as a benchmark to determine family rates. As a guideline, add 
$10.00 for each additional adult and $5.00 for each youth 13 to 18 years. If 
a family's size requires use of more than one hotel/motel room, the regular 
government rate may apply to each room. 

 Billeting in Private Homes 
The billeting rate is $30 for one person (add $10 for each additional 
adult/$5 for each youth aged 13 to 18 years). The same Referral form 
process should be followed for reimbursement to billeters. A sample 
billeting invoice for use by the billeting host is available in the forms 
section of the Reception Centre Operational Guidelines. 
 
Families staying in private homes may also choose to eat in restaurants or 
receive Referrals for groceries.  At the request of the evacuee, the billeting 
host may be named as the “person purchasing goods”. 

 Group Lodging 
Referral Forms should be used to refer evacuees to GL facilities.  The 
payment process for GL facilities is the same as is used for commercial 
lodging with the exception that the billeting rate is recommended rather 
than hotel rates. Invoices are still sent directly to PEP.  Group Lodging 
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should only be established when commercial lodging facilities are not 
available.  When possible negotiate a rate for use ahead of time.  If a facility 
does not have a regular rental rate the billeting rate for private homes is 
suggested as a guideline.  If food is being provided at the group lodging, 
actual costs (food, wages, fuel, etc.) can be charged.  Catering costs at 
regular rates are also acceptable.  Use the MEMP principle.  The ESSD 
should determine the Most Effective/Economical/Efficient Method Possible 
of taking care of accommodation and food needs for evacuees and make the 
most appropriate arrangements. 

  
Travellers In extraordinary circumstances, PEP may consider authorizing limited 

services to travellers and visitors stranded as the result of emergency 
incidents such as avalanche, rock/landslide, or severe weather. Prior 
authorization is required for any costs relating to stranded travelers.  

Temporary 
Residents 

As per PEP policy bulletin 00-06 (Evacuee Living Assistance) definition of 
a residence may be expanded, in exceptional circumstances, to include a 
temporary residence, such as a recreational property. Prior consultation and 
authorization from the Regional Manager, or PEP ESS Office is required 
before providing ESS to temporary residents. 

  
Clothing Clothing should be provided on a needs basis and when evacuees have not 

been able to pack necessities. Essentials are provided to protect the health 
and modesty of evacuees, however, this service is not meant to replace a 
wardrobe. The established maximum is $150 (including taxes) per adult or 
child, which may include footwear or special needs items such as baby 
diapers. 

 Note: Where extreme winter conditions apply at the time of the incident,  
and on a needs basis, the amount may be increased to $200 per person at the 
discretion of the ESS worker. 

Transportation Transportation costs are provided to meet the immediate needs of the 
evacuees. For example, a family may need taxi service to the hotel from the 
Reception Centre and then to a store for clothing. ESS workers may provide 
referrals for taxis, bus passes or gasoline, whichever is the most cost-
effective to meet the short-term needs (72 hours) of the family. 

Incidentals In addition to the costs of lodging, food and clothing, other legitimate 
miscellaneous costs may be incurred. The amount of $50 maximum per 
person (including PST) may be used to cover miscellaneous items such as 
personal hygiene products, laundry supplies, pet food and lodging, 
medications and other immediate needs as required.  

Where ESS responders need clarification or are unsure about an 
expenditure, and when authorization is required for extraordinary needs, the 
ESS responder or Referral Unit Supervisor should contact the ESS Office 
through the ECC by calling toll-free at: 1 800 663-3456. 
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Process for Approvals of Extraordinary Expenditures 
  
 Occasionally incidents involving ESS require extensions, or people 

impacted need items outside of ESS rates. 
 
The authority to approve or decline a request for an extension or for 
extraordinary items rests with the ESS Office. 

  
Procedure 1. ESS responder (e.g., ESSD) contacts the ECC at 1 800 663 3456; 

2. ECC obtains details and calls PEP Regional Manager, or ESS Office 
staff; 

3. PEP Regional Manager or ESS Office staff then either: 
a) Contact the ESS responder directly to discuss; or 
b) Ask the ECC to communicate decision to ESS responders. 

4. PEP Regional Manager or ESS Office staff will advise the ECC and 
PEP Finance staff of any approvals.   

  
Conditions 1. Discretion rests with the PEP Regional Manager or ESS Office and each 

incident is assessed on a case-by-case basis; 
2. All PEP Regional Managers and ESS Office staff have the authority to 

assess need and make decisions on extraordinary expenditures; 
3. Under some circumstances, consultation between Regional Managers 

the ESS Office staff may be required. 
  
ESS Referral Payment Process 
  
Instructions for 
ESS Director  
 
or 
 
Level One ESS 
Responders  

1. Ensure all ESS responders completing Referral forms are fully trained 
and familiar with ESS Expenditure Policy, and that PEP contact 
information is always entered on the bottom of the Referral form. 

2. In a Reception Centre response, ensure that the Referrals Unit 
Supervisor communicates extraordinary requests through the reception 
centre chain of command. The ESS Branch Coordinator at the PREOC 
or the ESS Office at PEP HQ provide operational support regarding 
Referrals and authorization of extraordinary needs.   

3. Prior to an ESS response, ensure suppliers are aware of the invoicing 
procedures for Referral forms, and whenever possible, reconfirm this 
information at the time of a response, before sending evacuees to the 
supplier with their Referral forms. 

4. Submit all pink copies of Referral forms to the ESS Office immediately 
following an event. 
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Sample ESS File - Top 
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Sample ESS File - Bottom 
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D. Change of Information Form (HR2622) 
  
Completed by ESS worker, either by telephone or in person at the Reception Centre, or 

Central Registry by telephone. 
  
Available from Contained in ESS File Kit 

Additional copies available the ESS Office by Email note to 
ess@pep.gov.bc.ca, by phone toll-free at: 1-800-585-9559 or  
Fax: 250-952-5831. 

  
Purpose This form is used to record any changes of information after the person or 

family has already registered at a Reception Centre. Changes will usually 
involve relocation (addresses, contact phone numbers) but could also be 
adding a family member’s name, or updating a referral to an outside agency.

  
Procedure for 
Processing 

Distribution: 
White Copy – Registration & Inquiry – Reception Centre 
Yellow Copy – Central Registry 
Pink Copy – ESS Admin. Support (Documentation Unit) 
 
Evacuees can report changes of information either directly to a Reception 
Centre (preferably the one where they registered) in person or by phone, or 
to Central Registry by phone. The three-part form is completed by an ESS 
worker and then distributed as indicated, above. 

} keep these two 
copies together 
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Instructions for Completing Change of Information Form 
  
Identifying 
Information 

Complete as much information as possible, to ensure the correct ESS File is  
changed: 

 Effective date of change: this may be different from the date the 
information is taken; 

 Change of Information taken: mark either “in person” or “by 
phone”; 

 At: mark either Reception Centre or Central Registry; 
 Name of Family Representative: as noted on ESS File; 
 ESS File #: enter if person has the pink copy of the ESS File; 
 Enter Name of person reporting change: if different from above; 
 Place of Registration: this is the name of the facility where they first 

registered; 
 Enter Pre-Disaster Address, Postal Code, Telephone. 

  
Information to be 
Changed 

 Indicate whether this is to “add,” “change” or “delete” information; 
 If change of post-disaster address, be sure to get as much 

information as possible, (e.g., name of hotel or c/o relative's name); 
 If changing contact numbers, be sure to add area code; 
 Other changes add as much detail as possible; 
 Interviewer’s First Name and Last Initial – enter name of ESS 

worker recording this information and date the information was 
received. 
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Sample Change of Information Form 

 
 




