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VOLUNTEER COORDINATION
DURING DISASTER RESPONSE and RECOVERY
I.
PURPOSE

This appendix provides guidance and direction for the effective, safe and efficient use of volunteers during a disaster. The primary role of the Volunteer Coordinator is the coordination of disaster work requirements with the available volunteer assets. 
II.
SITUATION

A.
Individuals, local, regional and beyond, will want to volunteer their time and services for many reasons and purposes.


B.
Volunteers represent a valuable resource to fill gaps and provide additional help during the response and recovery of a community.


C.
Volunteer contributions have a monitory value which can be used to offset cost sharing during a Presidential Declaration.


D.
The *** County volunteer management plan includes but is not limited to the notification, screening, “just in time” training, deployment, work assignment, safety, tracking of the individuals and accomplishments, dismissal and demobilization of volunteers.


E.
 Volunteers are managed during an incident by a pre-appointed and trained volunteer coordinator. 


F
 If there is no Volunteer Coordinator, the Logistics Chief / Manager will manage the volunteer program. 

G.
The Volunteer Coordinator will work with the Logistics Chief / Manager, the EOC Executive Board, Emergency Manager and as needed the Incident Commander.

H.
Dependent upon the situation, the Volunteer Coordinator may need an additional people to carry out the responsibilities of this function. This group, a part of the Logistics or Administration section (NIMS), will constitute the Volunteer Registration Center (VRC).
III.
ASSUMPTION AND PLANNING FACTORS

A.
Not all volunteer are suited for disaster response and recovery work.


B.
Volunteers and donated goods and services must be managed and accounted for as any other resource.


C.
The Volunteer Coordinator is assigned and trained in volunteer management. 


D.
A Volunteer Management Plan has been developed to address policy and processes used and to eliminate potential problems that could occur during activation. 


E.
The Volunteer Coordinator has knowledge of the Federal Volunteer Protection Act, 1997, the Nebraska Emergency Management Act, 1996 RRS, and any local ordinances regarding the use, management, liability of and for volunteers. 


F.
The Incident Commander, in coordination with the Resource Chief and Emergency Manager will initiate the Volunteer Registration Center activation. 

IV.
THE VOLUNTEER COMPLEX

There are four types of volunteers that are useful resources during an event. Each requires a management strategy to provide the effective use, reduce jurisdiction liabilities, track accomplishments, for incident management planning and as an offset to local cost sharing, and to provide for and protect the individual volunteers.


The types of volunteers include:


A.
Professional: These individuals have identified levels of skills, training, certification or licenses; generally belong to an affiliated organization. These are generally nationally, state, regionally or locally recognized organizations. 

B.
Affiliated: These individuals are identified with a recognized group or organization in which there is generally a command and control structure; individuals may be professional or certified or specialty trained such as Medical Reserve Corps members, Civil Air Patrol or members of National Volunteer Organizations Active in Disasters, Community Organizations Active in Disasters, local Humane Societies.. Or the members may not be trained or certified, but respond under an affiliated organization such as a local/regional bank, local social/service organization such as the Elks, Boy Scouts or local/regional faith based community organizations.


C.
Unskilled: These individuals are untrained in response and possess no specific skills. These individuals may be either affiliated or unaffiliated and if the latter, they are usually spontaneous. 

D.
Spontaneous: These individuals arrive on scene without being requested by the authorities/incident command. Some will have professional certifications, others will “just want to help” yet others may be there for illegal purposes. Some individuals may not be suited to assist. However, most will have some skills that could be useful during some action period. Many will also be unaffiliated. 

V.
CONCEPT OF OPERATIONS

A. 
Local Emergency Management


The jurisdiction will activate the volunteer management plan at the beginning of the event to provide for life safety and control of spontaneous volunteers. 



1.
Procedures and responsibilities of volunteer coordination:




a.
The Logistics Chief / Manager will receive the requests for assistance from the I C, affected individuals or agencies. The EOC Executive Board will determine the process for assistance request prioritization. 



b.
The Volunteer Coordinator will maintain records and accounting of numbers, kinds and accomplishments of the volunteers so the Planning section and the Incident Commander are aware of these resources prior to the next Incident Action Plan creation.



c.
Volunteers, including VOAD, COAD, MRC, CAP, Citizen Corps members, will register at the Volunteer Registration Center or other location designated by the Volunteer Coordinator. Registration information will be given to the EOC and distributed to the public through by the PIO. 



d.
The Volunteer Coordinator will work with the Public Information Officer to coordinate public announcements about the volunteer registration locations as well as other necessary information regarding this effort.



e.
The PIO will prepare media releases asking for volunteers and/or providing information about the volunteer process. It is advisable to have prepared messages containing information about:




i.
How and where to register for volunteer work,




ii.
Jurisdictional guidance about those under 18 years old and their access to the site; whether parent/guardian must sign registration,




iii.
The need to have valid identification, and certification for medical and other specialized services. 




iv.
The duration and types of volunteer work needed,




v.
The types of skills, equipment and number of volunteers needed,




vi.
Limitations for volunteers such as medical conditions that may limit activities, allergies, Tetanus shot information (i.e.) date of last tetanus shot and/or location where to receive tetanus shot,




vii.
Appropriate clothing and protective clothing such as steel-toed shoes, waterproof boots, full length pants or jeans, full shirts preferably long sleeved, jacket, rain gear, gloves, hat or hard hat, protective eyewear, sunscreen, insect repellant;




viii.
Appropriate tools to bring such as shovels, brooms, buckets, mops or hand tools and chain saws and their responsibility to use and track them appropriately,




ix.
Parking areas and Staging areas for transportation to and from the work site(s), and




x.
Information about water, snacks, lunches and smoking.



f.
Registration of volunteers should include:




i.
A registration card (pre-printed, if possible, see example) with:





a)
Name,





b)
Individual or organization represented,





c)
Equipment assets available, special training or skills,





d)
Name/phone number for notification if there is an emergency,





e)
A reference for verification (screening) purposes for specialty or 
sensitive tasks, and,





f)
Skills appropriate for the volunteer tasks.




ii.
Groups or organizations donating time, labor, materials and wish to remain anonymous must have a designated point of contact (POC). The POC is responsible for reporting the numbers of volunteers, kinds of work accomplished, donations, etc. to the EOC or Volunteer Coordinator. The POC is also responsible for the safety and actions of the organization. 





iii.
Long-term volunteers such as in the EOC, communications support, volunteer coordinators, and mass care coordinators should have a written job description, the nature of the assignment, the expectations, prohibitions and consequences.





iv.
Being assigned work appropriate to capability and possible equipment assets of the volunteer. 




v.
Giving the volunteer a pass/identification card to the disaster area. It is recommended these cards be reissued daily.




vi.
Prior to deployment to the disaster area, volunteers should be given a safety briefing.



g.
The safety briefing should include statements or a handout indicating:




i.
The jurisdiction’s appreciation for their concern and a warning that their enthusiasm may lead to unsafe decisions,




ii.
The worksite communications structure: who their immediate supervisor is, when they are to start/stop work, where, what their assignment are, how long the work period is, and how to reach someone for help, extra supplies, field condition safety issues, etc.




iii.
The kinds of hazards they may find at the work site and the need to listen to the crew leader and follow their guidance concerning the work site,




iv.
The use of appropriate clothing for the season and community and the personal protection equipment such as boots, gloves, hats, long pants, sunscreen, insect repellant,




v.
That if they provide their own tools, they are responsible for them,




vi.
That water may be available in the work area, but encourage them to bring a personal water container; and to stay hydrated,




vii.
Where the portable toilets are located and personal hygiene needs,




viii.
That flood waters and storm debris should be considered as contaminated and containing bacteria; therefore, wash hands, face before eating, drinking;




ix.
They must seek immediate medical treatment for all injuries, insect bites,




x.
That stray pets or wild animals may be encountered and they should inform the crew leader and avoid the animal,




xi.
How to retrieve and safely store personal items found such as pictures, clothing, electronics, other household items,




xii.
That looting is a crime,




xiii.
That storm debris contains many heavy, sharp items; use heavy gloves; get help lifting or ask the crew leader to call for heavy equipment,




xiv.
That disasters often dislodge hazardous materials and volunteers are to follow the instructions of trained Hazmat responders,




xv.
Information about the possibility of encountering victims, in shock, injured or deceased, and injured or dead animals. They are to follow the instructions given at the work site, and




xvi.
Information about disaster stress, anxiety: that they will be unable to undo the effects of the disaster; that each is helping - one step at a time to assist the victims; that if they recover one picture, lost toy, care for one disoriented victim, then they have helped ease the suffering and allowed that person to begin recovery.



h.
The Volunteer Coordinator will maintain a communications system with the Crew Leaders and receive periodic updates on the volunteers, work accomplished, injuries, additional resources needed.




i.
The Volunteer Coordinator/Crew Leaders must ensure that volunteers return to the registration desk or official exit point after completing their work assignment and notify the Coordinator that the work has been completed or additional resources are needed. If volunteers wish to continue working, they will receive a new assignment.



j.
The Volunteer Coordinator will update the Logistics Manager frequently on: 




i.
Personnel and equipment being volunteered





ii.
Work being accomplished in the disaster area, and




iii.
Additional resources needed or unusual circumstances that are of concern.



k.
The Volunteer Coordinator will complete a summary of all volunteer time, material, services and equipment provided during the event. This summary will be forwarded to the Logistics Manager, the EOC and possibly the jurisdiction’s Clerk’s office.




l.
Sample volunteer registration and job assignment forms are available in Attachment 4 and in the Emergency Manager’s Handbook.
VI.
ADMINISTRATION AND LOGISTICS

This Appendix will be reviewed and upgrades at least annually and after every event using volunteers.

VII
TRAINING AND EXERCISING

Training is available through FEMA, NEMA and other agencies. The local volunteer coordination plan is incorporated into the county’s PET program.
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