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Introduction

There is no time when the resources of a Volunteer Center are more appreciated than in a time of disaster.  People in disaster training understand the value of an organization that can quickly mobilize and deploy large numbers of volunteers to meet a broad array of community needs.  The skills and abilities to match citizens desiring to help with a specific need in the community are exactly what disaster response systems across the country typically lack.  

During times of disaster, large numbers of untrained volunteers with little or no connection to disaster relief agencies come forward to help.  These spontaneous, unaffiliated volunteers, also called convergent volunteers because they often converge at the scene of a disaster, can actually become a hindrance unless there is a designated place where their time and talents are efficiently linked with disaster relief and recovery efforts.

Clearly, mobilizing volunteers for disaster response fits within the mission of a Volunteer Center.  Every Volunteer Center that currently recruits and refers volunteers possesses the core competencies necessary to mobilize and deploy spontaneous, unaffiliated volunteers in a time of disaster.  However, there needs to be a coordinated plan for each Volunteer Center so valuable time and resources will not be wasted in a time of crisis. 

Collaborative planning will help a Volunteer Center determine how its expertise and resources can strengthen the efforts of other agencies; it will also ensure a coordinated response when disaster strikes.  For instance, spontaneous, unaffiliated volunteers, sent by a Volunteer Center, can work alongside trained volunteers to expand the capacity of major disaster relief agencies.  Spontaneous volunteers can also fill staffing gaps and enhance the ability of community-based organizations to respond to their constituents.  Finally, some Volunteer Centers may organize teams designed to offer direct services for providing relief to individuals and families with limited or unavailable resources.

This manual is not a blueprint, but a guide.  With a well-considered disaster response plan in place, your Volunteer Center will be ready to act quickly and efficiently to serve your community’s emergency needs.   

Program Goal: 
The goal of the program is to prepare communities to effectively utilize and derive maximum benefit from the contributions of spontaneous volunteers, and to motivate the public to become affiliated with a relief agency before a disaster occurs.

Anticipated Successful Program Outcome:

Disaster Volunteer Management will strengthen local governments, volunteer agencies, and private sector organizations as new volunteers affiliate with local relief agencies.  The community will derive the benefits of planning and organization as the effectiveness of spontaneous volunteers increases.  A strong partnership will develop between response agencies and the Volunteer Center as senior volunteers find meaningful and stimulating opportunities to help their community before and after a disaster.

Frequently Asked Questions

What is the Disaster Volunteer Management Program?

The goal of the Disaster Volunteer Management Program is to:

· Prepare communities to effectively utilize and get maximum benefit from the contributions of spontaneous volunteers
· Motivate the public to become affiliated with a relief agency before a disaster occurs

What is a VRC?

VRC stands for Volunteer Reception Center.  The VRC will be activated following a disaster, and will serve as the starting point for both volunteers and people or agencies needing volunteer assistance.  The VRC will connect individuals or groups desiring to help with the locations in need of assistance.

When would the VRC be activated?

The VRC will be activated immediately following a disaster, typically 12-72 hours following a disaster.

What are the locations for the VRC’s?

The location will depend on the area or areas affected by the disaster.  A VRC is more of a concept than a location.
What are unaffiliated volunteers?

Unaffiliated volunteers are those not associated with any recognized disaster response agency, but possessing valuable training, skills, and experience.  They appear on the scene or call to offer assistance.
How long will the VRC be activated?
The VRC will be activated as long as the disaster recovery efforts require volunteers.
How will trained VRC volunteers know if they are needed?
There will be a notification team, or phone tree, that will notify volunteers when they are needed.  

Who is the VRC contact person(s) for the Media?

The ESF15 Coordinator and the Public Information Officer are the only persons permitted to release information to the media.
Section1: Emergency Contact Information

Volunteer Center Staff:

Fax: (850) 606-1970
Director/ ESF15 Coordinator           

Jeri Bush

Office: (850) 606-1975
Cell: (850) 228-5052

Coordinator of Volunteer Services
Kay Pelt-Walker

Office: (850) 606-1983
Cell: (850) 888-0529
                   888-0KAY

Community County Contacts:
Leon County Emergency Management 
911 Easterwood Drive
Tallahassee, Florida 32304
Phone: (850) 606-3700
Fax: (850) 487-3770

e-mail: petersk@leoncountyfl.gov
http://lcso.leonfl.org/em.htm 
Leon County Public Information Officer
Office: (850) 606-5330
City of Tallahassee Emergency Management
Office:(850) 891-2536
e-mail: robby.powers@talgov.com 
Capital Area Chapter Red Cross

Office (850) 878-6080

Area 2 Emergency Management Offices:

Columbia County Emergency Management
Post Office Box 1787
Lake City, Florida 32056-1787
Phone: (386) 758-1125
Fax: (386) 752-9644
www.columbiacountyem.com/ 
Dixie County Emergency Management
56 NE 210 Avenue
Cross City, Florida 32628-2009
Phone: (352) 498-1240 ext. 224
Fax: (352) 498-1244
www.dixieemergency.com/ 
Franklin County Emergency Management
28 Airport Road
Apalachicola, Florida 32320
Phone: (850) 653-8977
Fax: (850) 653-4795
 
Gadsden County Emergency Management
Post Office Box 1709
Quincy, Florida 32351-1709
Phone: (850) 875-8870
Fax: (850) 875-8643


Hamilton County Emergency Management
1133 US Hwy 41 NW
Jasper, Florida 32052
Phone: (386) 792-6647
Fax: (386) 792-6648
www.hamcoem.com/ 
Jefferson County Emergency Management
Post Office Box 45
Monticello, Florida 32345-0045
Phone: (850) 342-0211
Fax: (850) 342-0214
 
Lafayette County Emergency Management
Post Office Box 344
Mayo, Florida 32066-0344
Phone: (386) 294-1950
Fax: (386) 294-2846
http://www.lafayettecountyflorida.org/ 
 
Liberty County Emergency Management
Post Office Box 877; 11109 Northwest SR 20
Bristol, Florida 32321-0877
Phone: (850) 643-2339
Fax: (850) 643-3499
www.libertycountyem.com/ 

Madison County Emergency Management
823 SW Pinckney Street
Madison, Florida 32340
Phone: (850) 973-3698
Fax: (850) 973-4026
www.madisoncountyfl.com/emergencymanagement/ 
 
Suwannee County Emergency Management
13530 80th Terrace
Live Oak, Florida 32060
Phone: (386) 364-3405
Fax: (386) 364-3488
www.suwcounty.org 
Taylor County Emergency Management
301 Industrial Park Drive
Perry, Florida 32348
Phone: (850) 672-0830
Fax: (850) 838-1642
Emdirector@taylorcountygov.com
taylorcountygov.com/emergency_mgt.htm  

Wakulla County Emergency Management
15 Oak Street
Crawfordville, Florida 32327
Phone: (850) 926-7171
Fax: (850) 926-8027
www.snelson@wcso.org 


VRC GO TEAM VOLUNTEERS

	NAME
	ADDRESS
	E-MAIL ADDRESS
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Section2: Leon County
Comprehensive Emergency Management Plan

Leon County is exposed to many different types and levels of hazards.  The required response to these hazards can vary from increased awareness of potential severe weather to large-scale evacuation and subsequent recovery from a major disaster.  The wide variance in the number of agencies tasked and the actions to be taken by each under different conditions can lead to confusion and the misinterpretation of required actions.  The Comprehensive Emergency Management Plan (CEMP) is designed to clarify actions to be taken by establishing the sequential operational phases from Monitoring, Alert, Mobilization, Response, and Recovery to be implemented as the disaster unfolds.

Leon County may experience the following types of events: Tropical storms; floods; hazardous materials incidents; radiological incidents; nuclear attack; civil disturbance; extreme cold and heat; fire (both wildland and structural); thunderstorms; tornadoes; drought; sinkholes; terrorism (weapons of mass destruction); exotic pests and diseases; critical infrastructure disruption; airplane accidents; rail and highway accidents; dam failures, and earthquakes.

The CEMP is intended to provide an organized system to enable the Leon County Board of Commissioners to dole out its responsibility in providing direction and control during any large-scale disaster.  This will include preparedness response, recovery, and mitigation.  There are 17 Emergency Support Functions (ESF’s):

· Transportation

· Communications

· Public Works and Engineering

· Firefighting

· Information and Planning

· Mass Care

· Resource Support

· Health and Medical Services

· Urban Search and Rescue

· Hazardous Materials/ Environmental Protection

· Food and Water

· Energy

· Military Support

· Public Information

· Volunteers and Donations

· Law Enforcement

· Animal Protection

VolunteerLEON is the designated lead agency in charge of ESF15 Volunteers and Donations.  

VolunteerLEON - ESF15 Key Functions

ESF 15 key functions are designed to:

I. Coordinate Public Information - Coordinate ESF15 activities with the County’s Public Information Officer, who will advise the public of the status and response capabilities.  Staffing for this ESF could be accomplished using resources coordinated by VolunteerLEON.
         Conduct Shift Briefings - VolunteerLEON will conduct a thorough briefing with all ESF 15 personnel at each shift change to ensure that:

a. all relevant information is being passed on; 

b. ESF personnel are acting as the principal liaison with the other human services branches; 

c. the tasks assigned to ESF15 are being completed in a timely and efficient manner; 

d. immediate human needs are being identified; 

e. work is underway to determine when a phone line to the VRC should be activated or deactivated; 

f. the Emergency Manager is being apprised of all ESF15 activities; 

g. a daily report is being provided for meetings; and 

h. all duties and responsibilities are being assigned appropriately. 

II. Oversee Day-to-Day Operations - Work closely with support agencies and personnel to: 

a. keep them apprised of all activities relating to operations, including the toll-free phone line; 

b. assign responsibility for managing the daily activities of the administrative staff; and

c.  ensure that ESF15 staffing requirements are being met and day-to-day operations are running smoothly.

III. Track Volunteers and Donations - Work with support agencies 

a. manage the placement of convergent volunteers;

b. assist support agencies in tracking in-kind donations; 

c. establish responsibility for reporting and updating daily activities relating to donated and solicited resources, and for securing resources for the survivors, volunteers, and emergency workers; 

d. work closely with Volunteer Florida’s Emergency Management; 

e. coordinate with Regional Relief Center and report inventory of donated warehouse items to the county liaison; and 

f. compile accurate volunteer and donations statistics and information for the Emergency Operations Center After Action Report. 

IV. Coordinate Joint Activities - Coordinate activities with other Human Services ESFs.

V. Maintain Records for Reports - Volunteer centers should also:

a. develop an action plan or situation reports; 

b. report on the activities of support agencies, and on use of ESF15 resources (in appropriate electronic format); 
c. prepare and write the After Action Report. 
VI. Assume Administrative Responsibilities - In order to efficiently contribute to the community in times of disaster, it is crucial the VRC assume administrative responsibilities before disaster strikes.  The VRC will:
a. assist in keeping accurate records of phone numbers and addresses for future use, monitor the volunteer and donations database, and data entry and filing as necessary; 

b. maintain the disaster log, information-only messages, weather forecasts, technical data, and other pertinent information that can be numbered and filed numerically; 

c. distribute printed copies of relevant information to all volunteers; 

d. ensure that messages are completed or updated in a timely manner, and that information is faxed to support agencies;  

e. prepare to fax or copy information and provide basic administrative support; 

f. ensure that all staff sign in and out and that all necessary supplies are available at the ESF15 desk or in the room.

VII. Notify and Instruct Volunteers - Notify hotline volunteers:
a. of the emerging disaster;
b. to prepare a volunteer work schedule to ensure full phone coverage during hours of operation;
c. to conduct a safety briefing as volunteers arrive;
d. to instruct volunteers on telephone equipment, answering procedures and appropriate responses; 
e. to complete volunteer information forms; and
f. to ensure input of complete, accurate information into the database.
Section 3: VRC Supplies and Equipment

Disaster Coordinator’s “Go Kit” Contents

Office Supplies:

Dry erase markers (3 sets of 4)

Dry eraser (3)
Pens (4 boxes of 12)

Highlighters (2 boxes of 12)

Pencils (4 boxes of 12 sharpened)

2 lined, spiral-bound notebooks 
Copy paper, 3 reams
Flip chart pad (1)

3 x 5 index cards (200) & 2 file boxes
File folders and labels – letter (50)
File folders and labels – legal (50)
3 hanging file folders and labels

Push pins (100)

Clipboards - legal (25)

Stapler (4), staples (2 boxes)

Masking and clear tape (2 rolls each)

Staff name tags
Volunteer name tags
Post-its:

   3 packs of 3” x 3”

   1 Post-it fax pad

#10 envelopes (1 box)

Binder clips

      Small (2) 

      Medium (2) 

      Large (2) 

Scissors (2) 

Pencil sharpener (not electric)

Paper clips (100)

Hospital ID bracelets (500)
Binders (3 - for emp., expense, & vol. logs)

Tape for label maker (3) 
Forms:

Volunteer Instructions (500)

Disaster Volunteer Registration (500)
Disaster Volunteer Interview List (500)
Request for Volunteers (500)

Disaster Volunteer Referral (500) 
Employee & Volunteer Log (14 each)

Expenses Incurred Log (14)

Disaster Volunteer Handbook (100)
Volunteer Connection User Guides (25)
VRC Manual (25)

Lists and Maps:

VRC floor plan

City and county maps

Emergency phone list

VRC job descriptions

Equipment:

Battery-operated radio and batteries

Battery-operated clock (optional)

Coffee urn, cups, coffee, creamer, and sugar

Large ice chest

Disposable camera

Phone system (MIS)

Laptops (MIS)

Printed signs

Card tables (14)

Printer

Fax machine
Dry erase boards (3)

Easels (5)
Label maker (1)   
Signs for Volunteer Reception Center

	Signs
	Where to post

	Volunteer Reception Center (2+ as needed)
	On street visible from either direction

	Station #1 Registration
	Registration/orientation area 

	Enter
	Volunteer entrance to VRC

	Station #2 Interviews
	Interview area visible from Volunteer entry

	Station #3 Placement & Volunteer ID
	Volunteer ID area visible from station #3

	Station #4 Safety Briefing
	Safety Briefing visible from station #3

	Exit
	Exit, visible from station #3 and #4

	Transportation to worksite (with arrows)
	Near exit and outside, as needed

	Staff only (2+ as needed)
	Staff rest area, supply area, etc.

	Current Needs
	Dry erase board in interview area

	Phone Bank
	Phone bank area

	Offers of Volunteer Help
	Top left of bulletin board in phone bank

	Individuals
	Beneath “Offers of Volunteer Help sign”

	Groups
	Beneath “Offers of Volunteer Help” sign 

	Other Resources
	Top right of bulletin board in Phone bank

	Public Information Officer
	Public Information Officer’s table

	Street Sign
	At corner where volunteers turn into the VRC


Section 4: Procedures

The following station descriptions explain the VRC floor plan that follows.  Stations #1-5 labeled in bold on the floor plan, and the solid arrows connecting them, represent the movement of volunteers through the registration and referral process.  For security, safety, and risk management reasons, all volunteers should complete the entire process.

Station #1 - Registration / Orientation

At Station #1, greeters give volunteers instruction sheets, ask them to fill out registration forms, and give them a brief orientation to the registration process.  If possible, this station should be located outside or in a room adjacent to the main registration area to minimize the commotion and stress inside the Volunteer Reception Center.

Station #2 - Interviews

As interviewers are available, a greeter ushers in new volunteers.  At the completion of the interview, the volunteer is given a referral form and directed to Station #3, Data Coordination.  
Station #3 - Data Coordination

The volunteer presents his/her interview checklist and referral form to the Data Coordinator, who makes and records the referral.  The Data Coordinator communicates as needed with the requesting agency to ensure the need has been met and the request can be closed out.  The volunteer takes his/her referral form to Station #4.

Station #4 - Volunteer Identification

Volunteer identification staff attaches a wristband to each volunteer containing the volunteer’s name, the agency or site to which the volunteer was referred, and the date(s) on which the volunteer expects to work.  The volunteer proceeds to Station #5.

Station #5 - Safety Training

The Safety Trainer will document the attendance of each volunteer and present a prepared safety briefing appropriate to the specific disaster event.  At the conclusion of the briefing, the trainer will refer volunteers to the transportation area for a ride to the worksite or to drive themselves to the worksite.  

Other Support Functions

Other areas shown on the Floor Plan house necessary personnel that do not deal directly with spontaneous walk-in volunteers:
Phone Bank - The critical function of the phone bank staff is to take calls from individuals and groups wishing to volunteer and from organizations needing volunteers.  Each call is recorded and posted on the request board or forwarded to the Data Coordinator.
Data Entry/Record Keeping - Data entry staff enters the Requests for Volunteers and the Volunteer Registration forms into the computer.  When the influx of volunteers subsides, staff can begin entering the referrals recorded on the Request for Volunteers forms and close out the completed requests.  Data entry staff can print updated lists of the unfilled requests as needed for the interviewers and the data coordination section.

If computers are not available, Requests for Volunteers and Volunteer Registration Forms will be filed alphabetically in separate folders for input at a later date.

Supply Area - This area should be located in a room that can be secured and should be accessed only by the VRC staff.

Public Information - The VRC Director is the only VRC leader to make statements to the media about the Center’s operation as directed by the County’s Public Information Office and Emergency Management.  All information should be approved by the ESF15 lead agency prior to dissemination.

Runners - Runners will be located throughout the VRC.  They will be in charge of transporting material from one station to another.

Staff Break Area - Though not shown on the VRC Floor Plan, a break area should be established.  Noise, frustration, the general sense of urgency and the intensity at which the VRC staff will be working will cause stress to build.  Staff should take short breaks whenever possible to operate efficiently and minimize the stress.

Procedure 
Activation to Completion
1.  The disaster is approaching.  The designated Emergency Management Citizen Information Line Team representatives are contacted by VolunteerLEON (ESF15) 72 hours pre-storm regarding activation and scheduling of 8-12 hour shifts to begin immediately at the Emergency Operations Center. 
2.  VolunteerLEON (ESF15) will contact the Volunteer Reception “Go- Team” within 24 hours pre-disaster to place them on stand-by.

3.  Twenty-four hours post-disaster, the ESF15 Coordinator and the County Emergency Manager will determine if activation of the Volunteer Reception Center is required.  If yes, the resource allocation and alternate site plans are to be implemented with appropriate security and road access.
4.  Upon confirmation of VRC activation, the “Go-Team” will be contacted and briefed of the situation and provided with the location the VRC is to be opened.  Lead volunteers initiate the phone tree to other trained VRC volunteers.  If no phone communication is available, all volunteers will meet at the Leon County Community Room 72 hours post disaster. 
5. If the electricity and internet access are available, the Master Data Coordinator will update both the VolunteerLEON homepage and Volunteer Connection with an Emergency Response Event message and tips for potential disaster volunteers. If unavailable, the Master Data Coordinator will contact another Volunteer Center or the 1-800-Volunteer.org Support Staff for assistance with activating an Emergency Response Event and posting relevant information to the Volunteer Connection.
6. Lead volunteers arrive at designated site and set-up using the VRC Go-Kit.
7. “Station” volunteers arrive and receive a thorough briefing.
8.  Media notification is coordinated by the ESF15 Coordinator and the Public Information Officer.  Volunteers will be directed to walk in to the Volunteer Reception Center, visit www.VolunteerLEON.org/VolunteerConnection, or call 850-606-1990.
9. Government officials and agencies, voluntary agencies active in disaster, and community-based organizations will be directed to enter their volunteer requests via the Volunteer Connection online, by phone at 850-606-1992, or by faxing the VRC Volunteer Request Form enclosed in this manual to 850-606-1991.
10.  VRC officially opens.
11.  The notification team member works with the Capital Chapter of the American Red Cross on getting refreshments for the VRC.  This volunteer continues with volunteer scheduling of Station Captains and volunteers to work each station.
12. The ESF15 Coordinator will monitor the flow of information and volunteers at the VRC and make recommendations to the Emergency Manager on the feasibility of handling the volunteer requests and offers of assistance solely through the virtual VRC or through the Volunteer Center’s regular community referral process.
13. Upon notification from Emergency Management, the Citizens Information Line volunteers will be released from their shifts at the Emergency Operations Center.

Training

· All the volunteers working at the Volunteer Reception Center should be previously trained for their specific position tasks.  Specific position descriptions are listed in the Procedures section.  

· Volunteers will go through a tabletop training exercise to get acclimated with their positions. 

· Retention of Volunteers:  Following the tabletop training exercise, there will be quarterly meetings to keep the volunteers engaged and trained for a disaster should one occur.

VOLUNTEER RECEPTION CENTER 
POSITION DESCRIPTIONS
VRC Director
Work Location: Volunteer Reception Center

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.
Responsibilities and Duties: 

Oversee the operation of the Volunteer Reception Center.  You will:

· Clearly identify one entrance and one exit

· Set up the room for efficient flow of volunteers and information

· Brief and assign tasks to staff and volunteers of the VRC

· Monitor the operation and make necessary adjustments

· Maintain all records of safety and job training provided to volunteers, and hours worked in the VRC by employees and volunteers 

· Maintain records of expenditures 

· Resolve challenges as they arise
· Regularly communicate with Leon County Emergency Management 

· Regularly communicate with Volunteer Florida (State of Florida ESF 15)

· Regularly communicate with Florida Association of Volunteer Centers
Qualifications: Needs to be knowledgeable about all aspects of the Volunteer Reception Center including all of the various position titles.  Also, needs to have some management experience and effectively be able to run the entire Volunteer Reception Center.

Commitment Required: Full time participation when the Volunteer Reception Center has been activated.  Prior to the disaster, many hours of training will be needed.

Training: Training in each of the VRC positions prior to activation.  Previous supervisory and management training experience preferred.

Volunteer Supervisor: Volunteer Center Director 

Items Needed: 

· ID badge

· Tables and chairs (see sample room layout for details)

· “Go Box” containing office supplies and forms to stock your VRC for the first 2-3 days

· Items on the Supplies and Equipment list

Data Entry

Work Location: See the VRC floor plan

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.

Responsibilities and Duties: 

Your job is to enter the information from the volunteer Registration and Request for Volunteers forms into the database so that the county has an accurate record of who participated in the recovery effort, what kinds of work they performed and when.  The computer will assign a number to each Registration and Request, which must also be hand-written on the paper forms.

After the initial influx of volunteers has subsided, you may have time to begin entering the referrals recorded on the Request forms and to close out the completed Requests.  As needed by VRC staff, print updated lists of the unfilled Requests and ask a Runner to distribute copies to Phone Bank staff, Data Coordination, Interviewers and, if requested, the VRC Director.  

Even if you are familiar with the software being used by the VRC, please ask for a brief orientation before beginning your first shift.  Accuracy is more important than speed.  The information you enter will be used to determine the amount of money the county will receive from the Federal Government as a result of the disaster.

If you have difficulty using the computer, please ask for help immediately.  Do not attempt to fix the problem yourself.

Qualifications: Be comfortable with computers and ability to enter information into a database.

Commitment Required: 8-hour shift

Training: Tabletop training exercise as well as on-site training

Volunteer Supervisor: VRC Director and Shift Manager

Items needed:
· An ID Badge

· Printer

· Pens

· Flag

· One or more computers (multiple computers should be networked to provide all users access to information on the status of volunteer requests and the availability of volunteers.)

Greeters

Work Location: Near the entrance of the Volunteer Reception Center (see the VRC floor plan)

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.

Responsibilities and Duties:

Ideally, you will be working with a partner, orienting volunteers inside and outside the volunteer entrance.  Your job is to greet people with a friendly and firm demeanor, determine the purpose of their visit and direct them accordingly. 
· If they are volunteers, give them a “Volunteer Instructions” sheet and ask them to fill out a registration form, attach a pre-numbered sticker to their registration form. If the VRC is too full at the time, ask them to have a seat in the waiting area. 

· If they are media personnel, direct them to the Volunteer Center Director or the Public Information Officer.

· If they are disaster survivors, refer them to the appropriate organization

· If they have food, clothing, etc. to donate refer them to the appropriate agency unless it is food for the volunteer reception center staff. If it is food for the VRC staff, take the individual to the Host/Hostess. For safety reasons, unsolicited donations of food for Volunteer Reception Center staff will not be accepted!

If there is a long wait, some volunteers may not understand the reason and may become impatient.  Please thank everyone for volunteering, briefly explain the process and ask everyone to be patient or to come back later.

Qualifications: Have a friendly demeanor and be able to approach people and talk with them 

Commitment Required: 8-hour shift preferred

Training: Tabletop training exercise as well as on-site training

Volunteer Supervisor: VRC Director and Shift Manager

Items needed:

· ID badge

· Sign (Station #1 Registration)

· Table or clipboards and chairs for volunteers to use for filling out their forms

· Supply of “Volunteer Instructions” handouts

· Supply of Disaster Volunteer Registration Forms

· Pens

· Flag or hat to summon runners

Host/Hostess
Work Location: Volunteer Reception Center

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster. Keep the morale of VRC personnel and volunteers being processed high
Responsibilities and Duties: 

Provide congenial hospitality to all who enter the Volunteer Reception Center. 

1. Set up area at the VRC for coffee, water, juice and snacks where volunteers can help themselves

2. Provide and offer on a cart coffee, water, juice and snacks to volunteers as they are filling out their paperwork and waiting to be interviewed

3. Replenish supplies with sugar, creamer, napkins, etc. as they are running low and ensure that bathrooms are stocked with paper towels and toilet paper

4. Be available to inform volunteers of the locations of the restrooms and to answer any simple questions they may have, i.e., how much longer do I have to wait? etc.

5. Always have a pleasant attitude and be willing to help at all times

Qualifications: Knowledgeable about all aspects of the Volunteer Reception Center including all of the various position titles.  Needs to have a pleasant attitude.

Commitment Required: 8 hour shifts.   Prior to the disaster, many hours of training will be needed.

Training: Training in each of the VRC positions prior to activation.  

Volunteer Supervisor: Volunteer Reception Center Director, Volunteer Center Director

Items Needed:
· Paper plates

· Napkins 

· Coffee Pot

· Paper Coffee Cups

· Coffee Creamer and Sugar

· Phone to Communicate with American Red Cross regarding refreshment needs

Identification Coordinator
Work Location: See the VRC floor plan

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.
Responsibilities and Duties:

Ask if the volunteer for his/her Referral form.  If they have not been referred, thank them for coming and ask them to please wait in the sitting area in the center of the room.

Clearly write on the white portion of an ID wristband the name of the volunteer, dates he/she will be working, and the name of the agency to which the volunteer was referred, as shown on their Referral form.  Place the ID wristband securely on the volunteer’s wrist.

Explain to the volunteers that the ID will be “good” only for the date(s) written on the band.  Authorities will not permit them to enter any of the disaster impacted areas on any other day, without a current ID wristband.  If volunteers plan to work more than one day, you may write the beginning and ending dates of their service.  Thank them for coming and direct them to Station #5 Safety Training.

If you need assistance, please raise your flag or put on the hat to summon a Runner.

Qualifications: Have a friendly demeanor and be able to approach people and talk with them. Neat handwriting for ID bracelets.
Commitment Required: 8-hour shift preferred
Training: Tabletop training exercise as well as on-site training
Volunteer Supervisor: VRC Director and Shift Manager
Items needed:

· An ID Badge

· Sign (Station #4 Volunteer I.D. Tags)

· Supply of volunteer ID wristbands

· ID bracelet tool, if required

· Markers

· Scissors

· Flag or hat to summon runners

Interviewer

Work Location: See the VRC floor plan

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.

Responsibilities and Duties:

Your job is to do a quick interview of the prospective volunteer and refer him to a job at an agency appropriate to his abilities and interests.  Volunteer requests will be posted on a board in front of you (behind the volunteers being interviewed) and will be erased as they are filled.  If the center has a computer system, you might also receive a printed list of the current needs. 

When a new volunteer approaches, ask for his/her registration form.  Verify its completeness and accuracy, and use it as a guide from which to inquire more about the volunteer’s skills.  At the conclusion of the interview, keep his registration form and give the Interview Checklist to the volunteer and instruct him to report to Data Coordination (Station # 3). 
Before signaling the Greeter that you are ready for another interview, take a minute to jot down in the “Notes” section anything about the volunteer you feel is important, that the volunteer did not include on his registration form (a special skill, an obvious physical limitation, etc.) Place his registration form in the bin or file.

Key points to remember are:

· Disaster registration differs from a “normal” volunteer intake – there is less time to try to fit each volunteer into an ideal assignment.

· Refer the volunteer on the spot if possible – it may be impossible to contact him later.  If the volunteer has special training or unusual skills that you think might be needed soon, ask him to wait in the sitting area and to check the volunteer request board for new requests for their specialized skills.   

· Be sure to watch for volunteers who would work well in the Volunteer Reception Center.

· It is likely that some volunteers will exhibit the stress of the disaster – an extra measure of patience and understanding is needed.

· You may be called upon to train volunteers to assist with the interviewing.

*The VRC Director determines appropriate use of the “Office Use Only” field.  It is intended to provide a customizable “blind” field in which special information can be noted about volunteers.  For instance it would be helpful to know general level of ability to work independently or if the individual has a mental, physical or emotional limitation to consider in making a referral.

Qualifications: Must have good communication skills and be able to interview people to find out their skills.
Commitment Required: 8 hour shift

Training: Tabletop training exercise as well as on-site training

Volunteer Supervisor: VRC Director and Shift Manager

Items needed:

· An ID badge for each interviewer
· Sign (Station #2 Interviews)

· Supply of Interview Checklists
· Pens
· Flag or hat to summon runners
· Bin or file for maintaining Volunteer Registration Form

Master Data Coordinator

Work Location: Volunteer Reception Center

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster. Ensure accurate information coordination and record keeping of volunteer requests and offers of volunteer assistance.
Responsibilities and Duties: 

The volunteer will bring you their Interview Checklist from Station #2. Using the referral suggestions on the Checklist, fill out the Referral form with the pertinent information concerning where the volunteer is being assigned and give it to the volunteer to take with them to Station #5 (Safety Briefing). Before seeing the next volunteer, enter his/her name and the date of the referral on the Request Form to which he was referred.     Place your initials on the Referral form. 
If you have time, call the agency contact to let them know the name of the volunteer that will be reporting for assignments.  Confirm with the agency contact whether you should continue referring volunteers or close out the request.   When a request has been filled, raise your flag or put on the hat to call a runner and ask for the request to be erased from the board.  

Enter the date and reason the request was closed (completed, no longer needed, etc.) at the bottom of the Request form.  If your Requests for Volunteers have been entered into the database, be sure to enter the date and reason the Request was closed as soon as possible.  Place open Requests in one file and closed Requests in the other, in either numerical order or alphabetically by agency.

You will also be overseeing the operation of the Volunteer Reception Center data entry. If there is computer access, you will:

· Ensure the information from the phone bank is being entered by the data entry person

· Ensure the database is updated when volunteer positions are filled 

· Ensure smooth communication between data entry and volunteer coordinators

If there is no computer access, you will:

· Receive agency information from the phone bank and/or runner 

· Ensure runner hand writes the agency information on the master board for the Volunteer Coordinators and Interviewers
· If the runner is too busy, once the Volunteer Coordinators fill a position at an agency, the Volunteer Coordinator will give you the volunteer’s application.  You will see where the volunteer was referred and mark off on the master board that the position was filled

· Remove the agency from the master board once all volunteer positions have been filled

· Give the volunteer’s application to the runner to give to the data entry person

· Ensure all activity is documented and entered into the database

Qualifications: Knowledgeable about all aspects of the Volunteer Reception Center including all of the various position titles.  Coordinator must possess good communication, organizational skills and computer skills.

Commitment Required: 8 hour shifts.  Prior to the disaster, many hours of training will be needed.

Training: Training in each of the VRC positions prior to activation.  

Volunteer Supervisor: Volunteer Reception Center Director and Volunteer Center Director

Items needed:
· An ID Badge for each staff member

· Sign (Station #3 Data Coordination)

· Two tables and four chairs

· Phone

· Two sets of files – one for open Requests and one for closed out Requests

· Pens

· Computer, if available, networked to the computers at the Phone Bank station

· Flag or hat to summon runners

Notification/Scheduling Team Member
Work Location: From home if phone lines are operable. If not, the VRC. 
Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.

Responsibilities and Duties:

The Notification Team Member will be notified after a disaster and told whether the Volunteer Reception Center has been activated, where it will be located, and when it will be opened.  Then, the Notification Team Member will initiate the phone tree and call the other volunteers.  You will be responsible for making sure that all the trained Volunteer Reception Center volunteers are notified.  You must also gather information on who can volunteer and at what times and develop a schedule for the volunteers.  In addition, after calling the volunteers, you must work on getting refreshments for the VRC.  
Qualifications: Must have good phone and communication skills.  Also, must be a responsible person who will be in charge of making sure other volunteers are notified.

Commitment Required: As long as it takes to call the trained volunteers

Training: Tabletop training exercise as well as on-site training

Volunteer Supervisor: Volunteer Center Director

Items Needed:
· Volunteer Center staff phone list

· VRC personnel phone list

· Citizens Information Line personnel phone list

· Cell phone for scheduling

· Internet access if electricity and connection are available 
Phone Bank Staff

Work Location: See the VRC floor plan

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.

Responsibilities and Duties:

You will be handling two types of calls, those from agencies requesting volunteers and those from people wanting to volunteer.  The information you record about each call must be complete and in sufficient detail to facilitate matching volunteers to the needs.

When you receive a call from an agency, fill out a Request for Volunteers form while you are speaking with the agency caller.  If there is a computer available for entering the needs into a database, Data Entry staff should enter the need as soon as possible.

Next, call a runner by raising the flag at your station.  Ask the Runner to post the volunteer request on the dry erase board in view of the Interviewers (Station #2) and then to give the Request for Volunteers form to the Data Coordinator (Station #3).

When people call to volunteer, thank them and give them the following registration options:

· If they choose to register on line or by fax, they will be e-mailed or called to discuss possible assignments and given further instructions.  If the caller represents a group that wishes to volunteer together, ask them to be patient while you determine where they can be of most help.  It might take one day or several to match them with a need, especially if they are coming from out of town.  Post the caller’s inquiry on the board behind the Phone Bank. 

· When a match (a mission) is found for that volunteer, e-mail or call them back and schedule a time for them to come to the VRC to sign their on-line registration form, pick up their referral form and ID bracelet(s), and attend a safety briefing.  Make sure that the volunteer’s on-line registration form is waiting with the Interviewers (Station #2) on their arrival date.

· If they choose to register in person at the VRC, they will be given instructions when they arrive.

Qualifications: Must be able to communicate over the phone with people and record what your conversations were about.

Commitment Required: 8-hour shift preferred

Training: Tabletop training exercise as well as on-site training

Volunteer Supervisor: VRC Director and Shift Manager

Items needed:

· An ID Badge for each staff member


· Sign (Phone Bank)
· Phones
· Lap tops 
· Supply of Request for Volunteers forms
 

· Pens

· Push pins or masking tape
 

· Flag

Runners

Work Location: See the VRC floor plan

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.

Responsibilities and Duties:

Your job is to carry information from one station to another within the VRC.  When a station needs you to pick up forms, restock their supplies or escort a volunteer from one place to another, they will signal you by raising a flag or putting on a hat at their station.  

Please watch carefully for this signal and respond promptly, in order to keep the information and volunteers moving smoothly through the registration and referral process.  

When you are asked to post a new Volunteer Request on the board, be sure to use only the markers provided and write neatly and large enough so that the interviewers can see the requests clearly.  After posting the request on the board, give the Request form to the Data Coordinator (Station #3).

Qualifications: Must be able to move around the Volunteer Reception Center to visit the different stations.

Commitment Required: 8 hour shift

Training: Tabletop training exercise as well as on-site training

Volunteer Supervisor: VRC Director and Shift Manager

Items needed:
· An ID Badge

· Dry erase marker or water soluble marker (depending on the type of board available)

· Dry eraser or damp sponges

Safety Trainer

Work Location: See the VRC floor plan

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.

Responsibilities and Duties:

Your job is to brief all new volunteers on what to expect at their job sites, how to be safe while volunteering and how to take good care of themselves after their experience.  When a small group has gathered, thank the volunteers for offering to help.  Pass around a clipboard with an attendance sheet and check to be sure that all participants have signed it.

Read the entire Safety Training sheet slowly, emphasizing the importance of following supervisors’ instructions at the worksite.  Encourage everyone to attend a debriefing, if available, at the end of their shift.  Ask if there are any questions.  If a question arises to which you do not know the answer, put on the hat to summon a runner.  Ask the runner to summon the VRC Director or other VRC staff to answer the question. When your briefing is concluded, explain where the volunteers should meet the transportation to their worksites, if transportation is provided.  Initial the safety briefing area on the volunteer’s referral form.  
File the attendance sheet for each class in the folder and turn them in to the VRC Director daily.  If the content of your safety briefing changes (new material is added or safety instructions change), staple a copy of the new safety training script to the attendance sheet of the first class in which the new script was used.  Maintenance of these records is important to help protect the Coordinating Agency and local disaster officials from liability, should a volunteer be injured on the job.

Qualifications: Must be able to talk to groups about safety issues. Also, must be able to answer questions volunteers might have about safety.  It would be helpful if you had some kind of medical or health background.

Commitment Required: 8 hour shift

Training: Tabletop training exercise as well as on-site training

Volunteer Supervisor: VRC Director and Shift Manager

Items needed:

· An ID Badge


· Pen

· Sign (Station #5 Safety Training)

· Stapler

· Flag or hat to summon runners

· 10 or more chairs, preferably in a semi-circle so participants can see one another


· List of additional training required by specific worksites, training locations and instructors

· Clipboard with attendance sheets


· A supply of Safety Training handouts

Shift Manager

Work Location: Volunteer Reception Center

Volunteer Impact: Help the community get maximum benefit from the contributions of spontaneous volunteers following a disaster.
Responsibilities and Duties: 

Oversee the operation of the Volunteer Reception Center.  You will:

· Clearly identify one entrance and one exit

· Set up the room for efficient flow of volunteers and information

· Brief and assign tasks to staff and volunteers of the VRC

· Monitor the operation and make necessary adjustments

· Resolve challenges as they arise

Qualifications: Needs to be knowledgeable about all aspects of the Volunteer Reception Center including all of the various position titles.  Also, needs to have some management experience and effectively be able to run the entire Volunteer Reception Center.

Commitment Required: 8 hour shifts.   Prior to the disaster, many hours of training will be needed.

Training: Training in each of the VRC positions prior to activation.  Previous supervisory and management training experience preferred.

Volunteer Supervisor: Volunteer Reception Center Director, Volunteer Center Director.
APPENDIX

Safety Training Template 

(Presenter: Edit this training for the specific incident)

1. Dress for the weather if you will be working outside.  Boots may be helpful, as debris on the ground can be sharp and dangerous. 

2. Bring work gloves, sunscreen, hat and any appropriate tools you have.  You will be responsible for your tools.

3. Water may be available at your work site, but you are encouraged to bring a personal water container.  It is important to drink lots of water while you work.

4. If death/injuries have occurred in the area where you are working, there will be bacteria.  When you take a break, wash thoroughly. 

5. When you arrive at your worksite, you will be warned if there is a possibility of encountering victims.  Follow the instructions given to you at your job site.
6. The work you will be doing may cause you stress, anxiety, fear or other strong emotions.  You are providing a valuable service by volunteering today.  Please understand that, by helping, we will not be able to undo the effects of this event.  We are each just one person.  All we can do is help in our own small ways to assist victims into the recovery process.  If you care for one lost animal, find one child’s lost favorite toy, or hold the hand of one wheelchair bound senior in a shelter, you will have eased a little of the pain.  

Do not feel guilty because you are not able to fix everything.  Just work your shift, then go home to rest and eat well.  Both will help to relieve the stress.  Be sure to attend any debriefing that may be conducted at the end of your shift.

7. Older children can help with the disaster recovery work in some areas, but parents must sign a release of liability form for each child under the age of 18.  It is recommended that children remain in school, if it is open.  Older children can participate with parents on weekends.  

8. You will be covered by insurance provided by the county in which you will be working.  If you should sustain an injury, you must pay for any treatment required and then submit a claim form and be reimbursed by the insurance company.

9. Follow carefully any instructions given to you at your job site.

10. Please attend any debriefing activity provided at your worksite after your shift. 

TIPS ON EFFECTIVE MANAGEMENT OF DISASTER VOLUNTEERS 

  

Supervise in an enabling way. 

· Make assignments to volunteers based on their skills, interest and experience 

· Set realistic goals for each day's work 

· Organize effectively 

· Refer to written checklists for each job to be done 

· Train people in how to do their job; give them the information they will need for success as well as a vision of what you are doing. 
· Help volunteers see where they fit in the "big picture" 

· Keep people informed. 

· Praise their good work; correct errors immediately. 

· Be specific, brief, clear in giving instructions. 

· Use humor to help people over the rough spots. 

· Always be fair. 

· Remind volunteers that their efforts are helping the entire community. 

· Watch for signs of burnout and rotate tasks or relieve volunteers appropriately. 

· Watch for signals that people want increased responsibility. 

· Help people feel important, included, and valuable. 

· Recognition, recognition, recognition 

Florida Statutes Regarding Volunteers

Definition of Volunteer As Defined Under Florida Statute 125.9501:

(1) "Volunteer" means a person who, of his or her own free will, provides goods or services to any unit of county government or to any constitutional county officer without receiving monetary or material compensation.

(2) "Regular-service volunteer" means a person engaged in specific voluntary service activities on an ongoing or continual basis.

(3) "Occasional-service volunteer" means a person who offers to provide a one-time or occasional voluntary service.
(4)”Material donor” means a person who provides funds, materials, employment, or opportunities for clients of county government without receiving monetary or material compensation.
Good Samaritan Act: Immunity from Civil Liability as Defined under Florida Statute 798.13:

Any person, including those licensed to practice medicine, who gratuitously and in good faith renders emergency care or treatment either in direct response to emergency situations related to and arising out of a State of Emergency which has been declared pursuant to Florida Statute 252.36 or at the scene of an emergency outside of a hospital, doctor’s office, or other place having proper medical equipment, without objection of the injured victim or victims thereof, shall not be held liable for civil damages as a result of any act or failure to act in providing or arranging further medical treatment where the person acts as an ordinary reasonably prudent person would have acted under the same or similar circumstances. 

Florida Volunteer Protection Act as Defined under Florida Statute 768.1355:

(1) Any person who volunteers to perform any service for any nonprofit organization, including an officer or director of such organization, without compensation, except reimbursement for actual expenses, shall be considered an agent of such nonprofit organization when acting within the scope of any official duties performed under such volunteer services. Such person shall incur no civil liability for any act or omission by such person which results in personal injury or property damage if:

(a) Such person was acting in good faith within the scope of any official duties performed under such volunteer service and such person was acting as an ordinary reasonably prudent person would have acted under the same or similar circumstances; and

(b) The injury or damage was not caused by any wanton or willful misconduct on the part of such person in the performance of such duties.

Leon County Volunteer Policies & Procedures

Policies

I. Leon County administrators recognize that volunteers are essential to the productivity, efficiency, and cost-effectiveness of government and encourage and welcome individuals and groups who have the skill, talent, ability, and time to volunteer in county departments, divisions, and facilities. 
II. Definition: "Volunteer" is a person who, of his/her free will, provides goods or services to any unit of county government without receiving monetary or material compensation. 

Classes of Volunteers: 

A. "Regular-service volunteer" means a person engaged in specific voluntary service activities on an ongoing or continual basis. 
B. "Episodic volunteer" means a person who offers to provide a one-time or occasional voluntary service. 
C. "Material donor" means a person who may be unable to give the time required for volunteer service, but chooses to express his/her contribution by providing funds or materials.
D. “Community service volunteer” means a person who is court-ordered to complete a required number of volunteer hours as part of their probation.

III.
The Volunteer Center office will be responsible for the direction of the volunteer program and its compliance with all laws pertaining to volunteers including the recruitment of volunteers and the evaluation of the volunteer program.  Specific Authority: Florida Statute 125.9501-06. 

Procedures

I. Requirements 

A. Volunteers will work within the rules set by the responsible department supervisor. Volunteers who do not adhere to the rules and procedures of the department or who fail to satisfactorily perform their volunteer assignment are subject to dismissal. However, no volunteer will be dismissed until the volunteer has an opportunity to discuss the reasons for possible dismissal with supervisory staff. Prior to dismissal of a volunteer, staff should seek the consultation and assistance of the Volunteer Director. 

B. Volunteers may perform any task adhering to prior assessment of risk and liability issues assigned by their supervisors and approved by the responsible administrators. 

C. Volunteers will maintain strict confidentiality of any information to which they may have access within their volunteer job. 

D. Volunteers are prohibited from using information or materials not generally available to the public and obtained by reason of their volunteer positions for the personal benefit of themselves or others. Volunteers will follow the County's policy in regard to conflict of interest in accordance with regulations specified in Sections 112.311-43 of the Florida Statues. 

E. A back screening will be required when the volunteer will participate in the same physical labor that requires a screening for regular employees. 

F. Children under 13 years of age who wish to volunteer must be pre-approved by a department administrator and must have adult supervision. 

G. Volunteers will sign in and out in the Volunteer Log. A Volunteer Log will be maintained by all departments or facilities and will contain volunteer names, dates, hours of service, and tasks assigned. Volunteers will use only the space, equipment, and materials authorized during their assignment. 

H. Volunteers will receive a name badge following 10 days of regular service. 

I. Volunteers who are public officers/employees will not be permitted to voluntarily perform services which are the same as or are similar to their duties for which they are paid to perform by the same public agency. 

J. Volunteers must read and agree to abide by the County's Substance Abuse Prevention Program, and in certain circumstances, they may be required to submit to drug screening prior to performing voluntary services. 

K. Volunteers are eligible for workers' compensation in accordance with Chapter 440, Florida Statute. 

Risk Management Guidelines For Employing Volunteers
I.
Volunteers must be trained for the jobs they will perform, including safety aspects. 

II.
When personal protection equipment is required for the position.  The volunteer must either provide his/her own or be properly equipped by the department, as well as trained in the use of the equipment prior to engaging in any such work. 

III.
Volunteers must not be knowingly exposed to any unnecessary danger or hazards in the workplace and must not perform any functions requiring a license or certification unless they have a current license or certification to do so. 

IV.
Volunteers will be permitted to drive county vehicles and operate county equipment in accordance with guidelines and regulations as they apply to paid staff. 

V.
Workplace harassment will not be tolerated in the workplace or outside the workplace.  Workplace harassment is defined as unsolicited, offensive or retaliatory behavior based on race, sex, color, national origin, religion, age, disability, ancestry, marital status, pregnancy, sexual orientation or an employee’s exercise of constitutional or statutory rights.  (County policy 2.02)

VI. It is the policy of Leon County to provide a work environment that is reasonable safe, secure, and free from threats, intimidation, abusive behavior and physical violence.  Acts of physical violence, direct or indirect verbal threats, stalking, aggressive or intimidating behavior, or provocation, which could lead to violence, will not be tolerated. (County policy 2.03) 
Leon County Volunteer Reception Center Registration
Personal Information:
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Leon County Volunteer Center




Mr.  Mrs.  Ms.  Name: _________________________________________   Date: ________________
Email: _________________________________________________________
Address: ______________________________________________________
City: _____________________ State: ______  Zip Code:_________--_____

Day Phone: ____________________ Evening Phone: _________________
Cell: _________________________ Fax: ____________________________
Occupation & Employer: _________________________________________

Emergency Contact: ________________________________________

Relationship: ______________________________________________

	16-24
	25-34
	35-44
	45-54
	55-64
	65+

	
	
	
	
	
	


 Emergency Telephone: ______________________________________

Please check your age range:

Please check your areas of interest, skill, and talent:
Administration/Org. Support _____
· Data entry/ filing

Animal Services _____
· Animal exercise

· Animal shelter attendee

· Licensed Veterinarian

· Veterinary Technician

Communications/Marketing _____
   

· Amateur Radio Operator*

· Call center operator 

Counseling/Information Support _____    
· Call Center Operator

· Helpline Operator

· Crisis Intervention

· Mental Health Counselor

· Pastoral/Spiritual Care

Disaster/Emergency Services _____ 
· Disaster related damage assessment
· Disaster Case Management

· Shelter Management
Donations Management ____

· Donations distribution

· Donations sorting/packing

Environment_____

· Debris removal

· Roof tarping

· Muck out/clean up

Equipment Operator_____

· Chainsaw Operator

· Forklift Operator

Food Preparation & Delivery _____
· Food collection

· Food sorting/packing

· Meal Delivery

· Meal Preparation/Serving
Language Translation
· Sign Language 

· Spanish
Transportation _____
· Moving assistance

· Van/bus driver

Career/volunteer experience:

______________________________________________________________________________
______________________________________________________________________________
Other talents, skills, and/or hobbies:
_____________________________________________________________________________________________
_____________________________________________________________________________________________
If you have any health limitations, please explain. _____________________________________________________________________________________________
_____________________________________________________________________________________________
Would you like to be placed in our disaster volunteer data base?:

□ yes     □ no    
Are you willing to volunteer in?:
□ this county    □ neighboring counties   □ anywhere in Florida   □ anywhere in the U.S.
Are you currently affiliated with any disaster relief agencies and/or community based organizations? If yes, please list the name of the organization.
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
____________________________________________________________________________________________

Volunteer Instructions

1. Reception Area: Please fill out a registration form and proceed as directed to an Interviewer at Station #2.

2. Interview Area: Interviewer will take your Registration Form, talk with you about your skills and refer you to an agency needing your help. Next take your Referral form to Station #3

.

3. Data Coordination Area: Coordinator will record and initial your Referral Form and, if possible, notify the agency to expect you. Take your Referral form to the Safety Briefing area at Station #4.

4. Safety Briefing Area: You will be given special instruction about safety, security & transportation. Take your Referral form to ID area at Station #5.

5. Identification Area: You will receive an ID bracelet that will allow you to enter restricted areas during the days(s) written on ID. Continue to Station #6 - Maps.

6. Maps Area: Area maps are posted for viewing and strip maps to your destination may be available. If job training is available you will be directed to Station #7.

7. Job Training: Job training for your assignment may be available at the VRC. Some jobs may also require extra orientation or training that will be provided by the agency or worksite to which you are referred. 

Thank you for volunteering!


LEON COUNTY VRC INTERVIEW CHECKLIST

Volunteer Name: ________________________________________ Date:________________

List Professional Licenses & Certificates: 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

List Training: ____________________________________________________________________________

____________________________________________________________________________

Other skills and strengths?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Employer: ____________________________________________________________________________

Circle Availability Preference: 

One Time 

On-going 

Notes: 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Interviewer Name: ______________________________________  Date: ________________

Confirm next steps so volunteer applicant walks away understanding what his/her next action is to be.

This volunteer was referred to the following agencies:

            Date
      Need #   
        ESF or Agency
Contact Name
    Contact’s phone #              #   

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Data Coordinator Name: _____________________________________  Date: ____________
Interviewer Instructions

1) Thank the volunteer for their willingness to help out.

2) Using the completed application find out what areas of interest/experience and related training/certifications the volunteer possesses.

3) Checking the current opportunities that are needed, make recommendation that best fists them based on interview/skill set.  

4) If volunteer has no specific placement requests, tell volunteer about a couple of opportunities of greatest need.

5) Once the placement opportunity has been determined complete the Referral Form,  give it to the volunteer and send them down to Data Coordination.

a) remember to make sure they are comfortable with the assignment, and next steps. 

b) inform volunteer that the “agency of need” will perform any additional required screening and training.
VRC Referral

Name of Volunteer____________________________________Date_______________

Referred to (agency/ESF)___________________________________  Need #_______

Agency contact name________________________________ Phone_______________

Address of Agency/Site___________________________________________________

Directions to Site________________________________________________________

Title/description of volunteer assignment_____________________________________
_____________________________________________________________________
Dates & hours volunteer will work___________________________________________


Note:  Verification of volunteer’s credentials is the  

responsibility of the agency receiving the volunteer.  
………………………………………………………………………………………………………

VRC Referral
Name of Volunteer____________________________________Date_______________

Referred to (agency/ESF)___________________________________  Need #_______

Agency contact name________________________________ Phone_______________

Address of Agency/Site___________________________________________________

Directions to Site________________________________________________________

Title/description of volunteer assignment_____________________________________

_____________________________________________________________________

Dates & hours volunteer will work___________________________________________


Note:  Verification of volunteer’s credentials is the  

responsibility of the agency receiving the volunteer.  
VRC Work Site Sign-in / Sign-out Record 
_________________________County

Site______________________________________________________ Date______________

Site Supervisor_________________________________________  Phone_______________

Please read before signing:  I have received safety instructions for working at this site and agree to follow the safety procedures and the directions of the site supervisor.  

Sign your name, times in & out, and the type of work you did today (e.g. cleanup, repair, sorting)

	Volunteer’s Name
	Time In
	Time Out
	Time In
	Time Out
	Total Hours
	Type of Work

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Note:  Verification of volunteer’s credentials is the responsibility of the agency receiving the volunteer.  

VRC  Employee Sign-in / Sign-out Record

	Date
	Name
	In
	Out
	In
	Out
	Reg. Hrs.
	OT Hours
	Total Hours

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


VRC Volunteer Sign-in / Sign-out Record

	Date
	Name
	Time In
	Time Out
	Time In
	Time Out
	Total Hours

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Expenses Incurred by VRC Coordinating Agency in Response to Disaster

Name of Event:________________________________       VRC Opened?         Yes         No

Save all receipts, place them in an envelope with this form and turn in to VRC Director.

	Date
	Item
	Price
	Quantity
	Total
	Auth. By

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


VOLUNTEER RECEPTION CENTER AGENCY REQUEST FORM
NAME OF ORGANIZATION:_________________________________________

ADDRESS: ______________ CITY: _______________ STATE: ___ ZIP: _________________

DATE & TIME OF REQUEST: _______________________________

POINT OF CONTACT INFO:

NAME:                               TELEPHONE:  agency: (     )       -             cell: (    )      -     
PLEASE CIRCLE ONLY ONE CATEGORY FOR TYPE OF VOLUNTEER NEEDED
 

	ANIMAL SERVICES
	COMMUNICATIONS/

“RUNNER”
	CASEWORK
	CHILDCARE
	CONSTRUCTION/ROOF REPAIR

	CONSTRUCTION/

EXTERIOR
	CONSTRUCTION/

INTERIOR
	DEBRIS REMOVAL/ CHAINSAW
	DEBRIS REMOVAL/HOME CLEANING
	INTERPRETERS

	“MAN” POWER
	STRESS MGMT
	TRANSPORTATION/

HUMAN
	TRANSPORTATION/

MATERIALS
	


HOW MANY VOLUNTEER(S) NEEDED: ​​​​​​​​​​​​__________________________

BRIEF DESCRIPTION OF DUTIES OF VOLUNTEER(S): ____________________
__________________________________________________________________
LOCATION/ADDRESS WHERE VOLUNTEER(S) NEEDED: _________________

	OFFICIAL USE ONLY:
Volunteer ID #:

Assignment #:

Data Coordinator ID #:

Referral #:
Request closed on

Date & Time: 
  Completed 

  No placement 

  No longer needed



DATE & TIME VOLUNTEER(S) NEEDED: _________________________________________

ANY REQUIRED LICENSES/CERTIFICATIONS: ____________________________________________________________
	
Volunteer Instructions

1. Reception Area:  Please fill out a registration form and proceed as directed to an Interviewer at Station #2.

2. Interview Area:  Interviewer will take your form, talk with you about your skills and refer you to an agency needing your help.  Next take your Referral form to the Data Coordinator (Station #3).

3. Data Coordination Area:  Coordinator will record and initial your Referral Form and, if possible, notify the agency to expect you.  Take your Referral form to the ID area (Station #4).

4. Identification Area:  You will receive an ID bracelet that will allow you to enter restricted areas during the days(s) written on ID.  Proceed to Safety Briefing area (Station #5).

5. Safety Briefing Area:  You will be given special instruction about safety, security & transportation.  You maybe directed to Station #6 for additional job training.
Thank you for volunteering!
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Interviewer: _____________


Orientation Date: ________


Volunteer ID#: __________


Position Assigned: _______________________


Supervisor: 


_______________________





Office Use Comments: _________________________________________________________________________________


_________________________________________________________________________________


_________________________________________________________________________________


_________________________________________________________________________________








Data        Vol 	Safety


Coord.      ID	Brief


/      /





Data        Vol 	Safety


Coord.      ID	Brief


/      /























� Only One Request Form for each volunteer category type. A new form will be needed for each volunteer category type.


2 All Background Checks will be completed by requesting agency.
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